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This desktop guide will walk you through the process of finding,
registering, and applying for grant opportunities. It includes
step-by-step details of the process and screen shots from
Grants.gov. HUD also has two brochures, “Step by Step: Your
Guide to Registering for Grant Opportunities”and “Finding and
Applying for Grant Opportunities; that will guide you through the
application submission process. These documents are available HUD DISCLAIMER
at www.hud.gov/grants. This document reflects screenshots
and information from Grants.gov and
the Central Contractor Registration (CCR)
as of February 2007. As these sites
are updated, it is HUD's intent to issue
replacement pages on a quarterly basis.
If you are interested in receiving
ARG replacement pages contact us at:
February 2007 grantsoffice@hud.gov.

You must be registered with Grants.gov before you can apply for
grants online. Go to www.grants.gov.
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HOW TO USE THE ELECTRONIC VERSION OF THIS GUIDE

1. The electronic version of this document, found at:
http://www.hud.gov/grants/index.cfm, contains hyperlinks that will take you from one
section to another. To activate a hyperlink, place your cursor over any highlighted
area and right click on the mouse. The Table of Contents also functions in this
manner.

2. You will find it helpful if you customize your Toolbar so that you can go back and
forth between the hyperlink and your previous page. To do this go to View, click on
Toolbars, and then click on Navigation. After selecting Navigation a Navigation
box will appear in the top left corner of page. Next, click on the Navigation box and
drag the Navigation box to your Toolbar, then release. Now you will be able to click
on the arrows to move back and forth between the hyperlink and the previous page.
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3. Arrows are inserted on each screen shot to identify the item of discussion.

4. In addition, Footers are located at the bottom of each page to help you manage
your location.

5. You can conduct a word search in the document by selecting Edit on the Toolbar,
next click on Search, type in the word or phrase that you are looking for, then click
the Search button.

LET’S GET STARTED!

U.S. Department of Housing and Urban Development
How to Use the Electronic Version of This Guide 1


http://www.hud.gov/grants/index.cfm

Desktop User Guide For Submitting Electronic Grant Applications

This page is intentionally left blank.

U.S. Department of Housing and Urban Development 2



Desktop User Guide For Submitting Electronic Grant Applications
INTRODUCTION

The U.S. Department of Housing and Urban Development (HUD) is pleased to provide
you with a Desktop User Guide For Submitting Electronic Grant Applications, created to
assist grant applicants when submitting applications electronically through Grants.gov.
Grants.gov is the official Federal Government website for applicants wishing to find and
apply for funding opportunities from all 26 Federal grant-making agencies. It is the
central location to find grant funding opportunities, register as an organization, and
submit a grant application.

Each year, HUD consolidates the maijority of its individual Notice of Funding Availability
(NOFA) into one announcement called the Super Notice of Funding Availability
(SuperNOFA).

An organization seeking HUD grant funds must apply for each funding opportunity by
submitting an electronic grant application through Grants.gov. This Desktop User Guide
provides an overview of key processes for finding, registering and applying for funding
opportunities using Grants.gov. The charts below provide answers to Frequently Asked
Questions about Grants.gov, outline the basic steps involved with finding, registering
and applying for grant opportunities, including grants from HUD, and identify the Key
Players in the process.

Frequently Asked Answers
Questions
What is Grants.gov? Grants.gov is the official Federal Government website where

applicants may Find and Apply for funding opportunities from all 26
Federal grant-making agencies. Additional information about
Grants.gov can be found at:
http://www.grants.gov/aboutgrants/about grants_gov.jsp.

Why was Grants.gov There are over 1000 individual grant programs from 26 Federal
developed? grant-making agencies that issue over $400 billion in annual
awards. Many of these programs operate independent, paper-based
processes, which makes finding and applying for Federal grants
difficult. Grants.gov centralizes information on grant opportunities
and provides the ability to apply for those grants in one convenient
online location.

Why do grant The Central Contractor Registration (CCR) is the central
applicants have to government repository for organizations working with the Federal
register with the government. CCR validates applicant information and allows for
Central Contractor sharing secure and encrypted data with Federal agencies, including
Registration to use paperless payments through Electronic Funds Transfer. CCR
Grants.gov? stores an applicant’s information, allowing Grants.gov to verify an

applicant’s identity and identify key business contacts for the
organization. It also houses organizational information that
Grants.gov uses to pre-fill repetitive information on grant
applications. Grant applicant organizations must register with the
CCR before they can submit a grant application through Grants.gov.

U.S. Department of Housing and Urban Development
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Frequently Asked Answers
Questions
Why do grant In order to safeguard the security of electronic information,

applicants have to
register with a
Credential Provider?

Grants.gov utilizes E-Authentication, the Federal program that
ensures secure transactions. E-Authentication defines the level of
trust or trustworthiness of the parties involved in a transaction
through the use of Credential Providers. Credential Providers are
organizations that validate the electronic identity of an individual
through electronic credentials, personal identification numbers,
passwords or other identifying information, for Grants.gov. It is the
process of determining, with certainty, that someone really is who
they claim to be.

Why do grant
applicants have to
register with
Grants.gov?

Grant applicants must register with Grants.gov as an Authorized
Organization Representative, (AOR), in order to submit grant
applications electronically through Grants.gov on behalf of their
organization.

U.S. Department of Housing and Urban Development
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What Are The Basic
Steps To Find,
Reaqister, And Apply
For Grant
Opportunities?

What’s Involved?

Find a Grant Opportunity

Start your search for HUD and other Federal government-wide
grant opportunities and register to receive automatic email
notifications of new grant opportunities as they are posted at
http://www.grants.gov/. See Chapter 1 - Finding Grant
Opportunities for additional information.

Get Registered

Organizations that submit a grant application using Grants.gov
are required to request a Data Universal Number System
(DUNS) number, register with the Central Contractor
Registration (CCR), register with the Credential Provider, and
register with Grants.gov. See Chapter 2 — Steps to Register for
Electronic Application Submission for additional information.

Request A DUNS Number

In order to register with the Central Contractor Registration,
your organization will need a DUNS number. A DUNS number
is a unique nine-character identification number provided by
the commercial company Dun & Bradstreet (D&B). Many
organizations already have a DUNS number. To find out if
your organization already has a DUNS number or to obtain a
DUNS number, contact D&B at 866-705-5711. If your
organization does not have a DUNS number, you should ask
the chief financial officer, grant administrator, or authorizing
official of your organization to register for a DUNS number. It is
possible to request a DUNS number online via web
registration; however, the process can take up to 48 hours to
complete. Therefore, we suggest that you do this by phone,
which will take about 10 minutes. There is no charge. See
Chapter 2, A — Step One: Obtain a Data Universal Number
System (DUNS) Number for additional information.

Register with Central
Contractor Registration

(CCR)

The CCR registration process consists of completing a Trading
Partner Profile (TPP), which contains general, corporate, and
financial information about your organization. While
completing the TPP, you will need to identify a CCR Point of
Contact (POC) who will be responsible for maintaining the
information in the TPP and giving authorization to individuals to
serve as Authorized Organization Representatives (AOR) and
an E-Business Point of Contact (E-Business POC). The AOR
will submit applications through Grants.gov for your
organization. The person that completes the TPP can be the
CCR POC, E-Business POC, and the AOR or they can be
different people. You must have a DUNS number from Dun &
Bradstreet before you register with CCR.

If you need assistance with the registration process, you can
contact the CCR Assistance Center, Monday through Friday,
8:00 a.m. to 8:00 p.m. at 888-227-2423 or 269-961-5757 or

U.S. Department of Housing and Urban Development
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What Are The Basic
Steps To Find,
Reqister, And Apply
For Grant
Opportunities?

What’s Involved?

online at http://www.ccr.gov/. See Chapter 2, B — Step Two:
Reaqister Your Organization with the Central Contractor

Registration.

Register with Credential
Provider

The Credential Provider for Grants.gov is Operational
Research Consultants (ORC). When a grant applicant
registers with ORC, they receive a username and password,
which is then used to Register with Grants.gov as an
Authorized Organization Representative (AOR). AORs are
individuals designated as authorized to submit grant
applications for their organization via Grants.gov. Once an
individual has registered with Grants.gov as an AOR, their E-
Business POC is asked to validate the registration. Once the
E-Business POC validates the request, the individual
requesting AOR status for their organization will receive
notification via email confirming they are able to submit grant
applications through Grants.gov. The Authorized Organization
Representative (AOR) must register with the Grants.gov
Credential Provider to receive a Username and Password,
which will be used to register with Grants.gov. This will be
required to securely submit your grant application. See
Chapter 2, C — Step Three: Authorized Organization
Representative (AOR) Register with the Credential Provider.

Register with Grants.gov

The AOR must also register with Grants.gov in order to submit
grant applications on behalf of an organization. In order to
access Grants.gov, the AOR will enter their Username and
Password that they created when they registered with the
Credential Provider. After the AOR completes the registration
process the organization’s E-Business POC listed on an
organization's CCR registration will receive an email
notification stating that an AOR has registered to submit
grants. The E-Business POC will then need to log onto
Grants.gov and assign the Authorized Applicant role to the
AOR. Once the E-Business POC does this, the AOR will
receive an email notification stating that they have been
designated as an AOR and will be able to submit applications
through Grants.gov. See Chapter 2, D — Step Four:
Authorized Representative Registers with Grants.gov.

Reqister with your
Organization - E-Business

Point Of Contact (POC)
Gives Authorization To
AOR

The E-Business POC performs the final step in the Grants.gov
registration process, actually authorizing someone to submit a
grant application on behalf of their organization. This
safeguards an organization from individuals who may attempt
to submit grant application packages without permission. After
the E-Business POC completes the registration process, the
AOR will receive an email notification confirming that he or she

U.S. Department of Housing and Urban Development
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What Are The Basic
Steps To Find,
Reqister, And Apply
For Grant
Opportunities?

What’s Involved?

is able to submit applications through Grants.gov. See
Chapter 2, E — Step 5: E-Business Point of Contact (POC)
gives Authorization to AOR.

Download an Application
Package

Once you have located a grant opportunity for which you wish
to apply, check to see if it is available to apply online through
Grants.gov. You will need to enter the Funding Opportunity OR
Funding Opportunity Competition ID OR CFDA number to
access the application package and instructions. In order to
view application packages and instructions, you also need to
download and install the PureEdge Viewer. This small, free
program will allow you to access, complete, and submit
applications electronically and securely. See Chapter 3, A —
Apply Step 1: How to Download a Grant Application Package
and Application Instructions.

Complete an Application

You will submit the application online. When you have
completed all of the registration steps and are ready to submit
the completed application, log into Grants.gov using the
Username and Password you created when you registered
with the Grants.gov Credential Provider to submit the
application. See Chapter 3, B — Apply Step 2: How to
Complete the Selected Grant Application Package.

Submit an Application

Once you have submitted an application you can check the
status of your application submission. You can identify your
application by CFDA Number, Funding Opportunity Number,
Competition ID, and/or Grants.gov Tracking Number. See
Chapter 3, C — Apply Step 3: How to Submit a Completed
Grant Application.

U.S. Department of Housing and Urban Development
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Who Are The Acronym Responsibilities

The CCR Point of
Kev Plavers Contact, the E-Business
Involved In The Point of Contact, and
Process? the AOR can be the
—_— same person or

different people.
CCR Point of CCR POC The CCR Point of Contact is the person who
Contact completes the CCR registration and acknowledges

that the information provided in the CCR registration
is current, accurate, and complete. The person
named here will be the ONLY person within the
registering company to receive the Trading Partner
Identification Number (TPIN) via email or U.S. Postal
mail. The CCR POC at the time of the CCR
registration identifies the E-Business Point of
Contact.

Note: The CCR Point of Contact, E-Business
POC, and the AOR can be the same person or
different people.

E-Business Point of
Contact

E-Business POC is
also listed as E-Biz
POC in this
document.

An E-Business Point of Contact (POC) is responsible
for the administration and management of grant
activities in his/her organization. The E-Business
POC grants the Authorized Organization
Representative (AOR) the privilege to submit grant
applications through Grants.gov. When your
organization registers with the CCR, you will be
required to designate an E-Business Point of Contact
(E-Business POC) and an alternate, who will be
responsible for identifying and naming individuals as
AORs. The AOR will submit applications through
Grants.gov for your organization. The E- Business
POC will become the sole authority of the
organization with the capability of designating, or
revoking, an individual’s ability to submit grant
applications on behalf of their organization through
Grants.gov.

Note: The CCR Point of Contact, E-Business
POC, and the AOR can be the same person or
different people.

Authorized

Organization
Representative

AOR

An AOR submits a grant on behalf of a company,
organization, institution, or government. AORs have
the authority to sign grant applications and the
required certifications and/or assurances that are
necessary to fulfill the requirements of the
application process.

Note: The CCR Point of Contact, E-Business
POC, and the AOR can be the same person or
different people.

U.S. Department of Housing and Urban Development
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Other Key Acronym
Terminology

Definition

Marketing Partner ID | MPIN
Number (MPIN)

The MPIN is a password that the E-Business POC
will need to access Grants.gov to authorize the AOR
to submit a grant application. The E-Business POC
creates the MPIN in CCR.

Trading Partner TPIN
Identification
Number (TPIN)

The TPIN, assigned by CCR, is your confidential
number that confirms that you have successfully
registered in CCR; it also allows the E-Business
POC to change the CCR information.

Trading Partner TPP
Profile

The TPP is the document that you complete during
the CCR registration process. The TPP contains
general, corporate, and financial information about
your organization.

Additional Resources

Beyond this User Guide, there are many detailed resources available to assist grant
applicants with the electronic grant application process. Some of the documents that

may assist you are as follows:

HUD'’s brochure — “STEP BY STEP: Your Guide to Registering for Grant Opportunities”
provides information for applicants and grantees and walks you through the process of
registering for and managing the Grants.gov registration process. The brochure is

located at http://www.hud.gov/grants.

HUD'’s brochure — “Finding and Applying for Grant Opportunities and Registration
Renewal Tips for Applicants that Successfully Submitted an Application Last Year”
walks you through the process of finding and applying for grant opportunities. The
brochure is located at http://www.hud.gov/grants.

On HUD'’s website at http://www.hud.gov/grants you can find background information on

HUD'’s grant programs. Select “Training” to find SuperNOFA broadcast material, which
provides information on each grant program.

To find out more about the SuperNOFA program, contact the NOFA Information Center
at 800-HUD-8929 (800-483-8929) or at 800-HUD-2209 (800-483-2209) (TTY) for the
hearing impaired. The hours of operation are 10:00 a.m. to 6:30 p.m. eastern standard
time, Monday through Friday, excluding Federal holidays.

Grants.gov registration checklists that guide you through the registration process are
available at: http://www.grants.gov/applicants/register _your_organization.jsp.

On the Grants.gov website at http://www.grants.gov/applicants/applicant_help.jsp, you

will find Frequently Asked Questions, Glossary, and an Applicant’s User Guide.

U.S. Department of Housing and Urban Development
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The Grants.gov Contact Center at 800-518-GRANTS (4726) is also available to answer
questions about using Grants.gov and is open 7 a.m. to 9 p.m. eastern standard time,
Monday through Friday, excluding Federal holidays.

U.S. Department of Housing and Urban Development
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CHAPTER 1 - FINDING GRANT OPPORTUNITIES

A. Finding Grant Opportunities

Grants.gov provides you with the ability to search for Federal government-wide grant
opportunities and to sign up to receive grant opportunity email notifications.

To begin your search:

= Click FIND GRANT OPPORTUNITIES from any screen on Grants.gov.

2 Homw - Microsofl Intarnet Explorar Al Ell
» ! B . = |4
Fle Edt | Loks @] HD@Work ¢ ackdess ) Wt ek, oo v Do M -?F |
A
-
= GRANTS.GOV™ ContactUs  SikoMap  Holp

FOR APPLICANTS

Sign up for
About Federal Grants i U

our newsletter
Get Hegistersed

Find Grant Qpportunities
Apply for Grants

Track My Application F iﬂd . Appiy- SuccGEd ’

Applicant Help

AROUT GRANTS.GOV Grants.gov allows organizations to electronically find and apply for
FOR AGENCIES mare than £400 billion In Federal grants. Grants.qov Is THE single
ateess point for over 1,000 grant proarams offered by all Federal
RESOURCES grant rmaking agencies. The LLS. Department al Health and Hurnan
HELP Services is praud to be the managing partner for Grants.gov, an
CONTACT US initiative that is having an unparalleled impact on the grant
communliiy.
SITE MAP
» Eead our Spring 2006 » Eead about Grants qov in
"Sucnesd” Mewsletter the news

» Chedk out our Webcast: "Cet ¥ View Grant Opportunities
Star i i " fi i

35 % TIRETOWen  (REfite mewr = v

. Viveca ML
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»= Click SEARCH GRANT OPPORTUNITIES

M Cdt ?LT!J £] @k ?J‘*c".’ es5 | B i fowan s vapicantsind rat ooty ities, sy v Gn % .-'?F |

)

-
...h.'f GRANTS. GOV ContactUs SteMap  Help  Home

Home ¥ For Apphcants #

FOR APPLICANTS
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Get Registered
¥Find Grant Opportunitics With Grants.gov, vou can search for grant opportunities throughout
Search Opportunitics uemment. To begin your search, click on the link

Email Subscription

Apply for Grants

e Search Grant Opportunities Or click here.
Track My Application
Applicant Help You can also register to receive al email notifications of new grant
ARDIIT GRANTS GOV postings by clicking on the link below.
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- Recelve Grant Opportunity Emall Alerts
RESOURCES
HELP
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Once you find an opportunity
of interest, write down the
CFDA Number, Funding
Opportunity Number or
Funding Category ID number.
You will use this number to
download a grant application
package from Grants.gov.

B. Searching For Grant Opportunities

On Grants.gov you can search for Federal Government-wide
grant opportunities by topic, agency, or business area. You can
search for these opportunities through a Basic Search, Browse
by Category, Browse by Agency, and Advanced Search.

Address -ﬂ I v, GBS, G0 [ BEle ant £ fabarch_oppartundies. j5p

FOR APPLICANTS
Aboul Federal Grants

Get Reglstered

Find Grant Opportunities

b Search Oppartunities

arie
Email 5 wriplion
Apply for Grants
Track My Application
Applicant Help
ARBDUT GRANTS.GOY

GRANTS.GOW™ Contact Us SiteMap  Holp

FOR AGENCIER

RESOURCCS

HELE
CONTACT US

K|KITE MAR

N NP Ve L i) DESKTESME. .. 5 8 Inber

Horhe For AQChCHnts

SEARCH GRANT OPPORTUNITIES
With Grants. gov, yvou can search For grant opportunities throughoul
the Federal government. To begin your search, access the links at

Search Grant Opportunities below,

Search Grant Opportunities

Acvanced Sesnch

Search Tios lmare available to help vou choose the right search
optlons. You may also access Help at any time.

Once you find the right grant, you can use the "How to Apply”
butkan In the arant opportunity’s synopsis or you can enter the
Funding Opportunity Mumber or Catalogus of Federal Domestic
Assistance (CFDA) number on the Download application Packages
soreen in the Apply for Grants section of this site to access the
application package For this grant.,
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Chapter 1 - Finding Grant Opportunities 13
B. Searching For Grant Opportunities



Desktop User Guide For Submitting Electronic Grant Applications

B1. Basic Search
Search by Keyword, Funding Opportunity Number, or CFDA Number.
To use the Basic Search option, follow the instructions below:

1. Click the Basic Search button on the Search Grant Opportunities screen.
2. Enter your search criteria into one of the fields below and click Search.

Note: If more than one field is completed, only those opportunities meeting all
the criteria will be returned.

3 Grants.gav - Find Granl Opparlunilies - Search Granl pporlunilies - Microsoll Infernel Explorer
File B ™ Lok g sk, M b asddeess | ] Mikpf e grants, go fsearchbesi do i’ H L - "Jr
-~
’ For Applicants About Grants.gov Resources For Agencies
.
_— GRAMTS. GOV Contact Us S#sMap Help Home
Home * Find Grant Op| pg > Search Grant Cpporruntes 1
APPLICANTE
About Federal Grants Searc ant Opportunities
Get Registered Basic search Drowse by Category ©© Drowse by Agency Behvanced Search  Search Tips -
Find Grant Opportunities
FSearch Dppartunities
o perform & basic secarnch for a grant, complete the "Keyword Search™;
thiz "Scarch by Funding Opportunity Mumber!; OR the "Search by CFDA
Mumber” tleld; and then click the "Search” button below.
Access Search Tips for helpful search strategies, or click the Help button
Emsll Subscription in the upper right cormer to get help with this screen.
Apply for Grants
Track My application ~
applicant Help Keyword Scarch:
ABOUT GRANTS.GOV
FOR AGENCIES
Search by Funding Opportuniby Number:
RESOURCES by ¥ ~PP Y
HELP
CONTACT US Search by CFDA MNumber:
SITE MAD _J
R
L
8] Done 0 Internst

i start ol - MR M. Veca ML, ) DESKTOPUS.. | 7Y 9 teerer . - @)L 114 AM

3. To use the Keyword Search field, enter part or all of the text for the title of the
grant you are searching for.

4. If you know the funding opportunity number, enter it in the Search by Funding
Opportunity Number field. If you are not sure of the entire Funding
Opportunity Number:

U.S. Department of Housing and Urban Development
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= Use an asterisk “ * ” to replace one or more characters.
= Use a question mark “?” to replace one character.

5. If you know the offering agency’s Catalog of Federal Domestic Assistance
(CFDA) number, enter it in the Search by CFDA Number field. If you are not
sure of the entire CFDA number:

= Use an asterisk “ * ” to replace one or more characters.

= Use a question mark “?” to replace one character.

6. To clear the Basic Search form, click the Clear Form button.

Once you have entered the necessary search criteria, click the Search button to begin
the search. Your results will display on the Search Results screen.

U.S. Department of Housing and Urban Development
Chapter 1 - Finding Grant Opportunities
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B2. Browse By Category

Conduct a search by category such as housing, arts, environment, transportation, or

social services.

Start by selecting a grant category that interests you.
To use the Browse by Category option, follow the instructions below:

1. Atthe Search Grant Opportunities screen, click the Browse by Category
button.

2. Access a listing of grants by category by clicking the title that best describes
the type of grant you are looking for. For this example Housing is selected.

2 Grants.pov - Find Grant Oppartunities - Search Grant Oppartunities - Microsoft Internet Fxplorer
Fle  Edt ™ 0 Lioks @] HUDGWrk, " addess | @] bukpifumen. granis. goisaarchi
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About Federal Grants
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Browvese by
Category

Search Grant

Hasie Search

Get Registered
Find Grant Opportunities
b Sesrch Dpportunities

owae by Agency Advanced Search

Search Tips 1

To browse by Category, please access any of the links below,

Access Search Tips for helpful search strategles, or click the Help button
In the upper right comer to get help with this screen.
Ennail Gi
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Business and Commerce
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ABOUT GRANTS.GOV
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RESOURCES | raini Erergy

HELP Environment Food and MNutrition
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" i - "
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noome Security an ial | |5
Services Law, Justice and Legal Services

Matural Resources
Funding Actlvlty” for clariflcation)
SciEnce an
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Fealonal Development ]

Other (zee text fleld entitled
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E
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3. Your results will display a listing of grants within the category you selected on a
Search Results screen. The following results are from the Housing Category.

File Edt ™ Lok @] HUDEWerk B Addeei | ] bikpefivesen. granis. gosearchfssanch.doimode s T SEAR CHE Uity w r.. % - a*
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B3. Browse By Agency

Access a list of grant opportunities by Agency by clicking on a Federal Agency.

To use the Browse by Agency option, follow the instructions below:

1. Click the Browse by Agency button on the Search Grant Opportunities
screen.

2. Access a listing of grants by Agency by clicking the name of the Agency that is
offering the grant you are looking for. For this example the U.S. Department of
Housing and Urban Development is selected.

" Far Applicants Abj ants.gow Resources Far Agencles

ftace Lis Sitedtap Help Hame

Haome = Find Grant Opportunifies = Search Gramt Opportundes
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About Federal Grants Search Grant Opportu

Get Registered Nasle Saareh Mrowese by Categary | Browse by Agency|  Advancad Search  Search Tips
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b Search Dpportunities
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Access Sesrch Tips for helpful search strategies, or click the Help button in
the uppar right cormer fa get help with this screen.
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Print screen continued:
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3. Your search results will display a listing of grants offered by the Agency you
selected on a Search Results screen. The following results are from the U.S.

Department of Housing and Urban Development.
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T Sart: Close Date, Ascending Sort by Open Date FResults 1-4 of 4
Close Funding
Date Opportunity Title Agency Number

LIS Deprarbrmgrt afl ER-S0E0-1

e 3 J

Birmasai 07/13/2006 Iil__JH. _Iflr;le-rll;r Persons with Housing and Urban kR
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LIS Department of
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RESOURCES Developrment -
HELP HUD's FY 2006 NOFA Policy US Department of N

Roaquirements and Gonersl Section to Housing and Urban olE
COMTACT U8 SuperOFA Technlcal Correctlon

i Ceveloprment

BITE MaP

FResults Page: 1

B4. Advanced Search

If you still have not found what you are looking for by completing the basic search or
browsing, select the Advanced Search option. This allows you to search by the
following categories:

= Keyword

= Open Opportunities, Closed Opportunities, Archived Opportunities
= Funding Opportunity Number

= Dates

= CFDA Number

= Funding Activity Category

* Funding Instrument Type

= Eligibility (e.g., nonprofit, State, etc.)

= Agency and SubAgency
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3 Grants.gav - Find Granl Opparlunilies - Search Granl pporlunilies - Microsoll Infernel Explorer

File B ™ Lok g sk, L acwess i) Wbt fevengrants guviseard Vadvarked do w [ LRl G
-~
Harg = Find Grant Jpportunifies = Sesrch Grant Gpportunitiss F
APPLICANTS I
al Grants Search Grant Opportunities
red Basic Search Browse by Categony Browse by Agency - Advanced Search | Search Tipe

Find Grant Opportanilies

F Search Dpportunities
To perform an advanced search for a grant, complete any combination of

fields and click the "Search” butlon below,

Access Search Tips for helpful search strategies, or click the Help buttar in
the upper right corner to et help with this screen.

ail Subscriplio

Apply tor Grants

Track My Application Kckurd Search:

Applicant Help

ARDUT GRANTS.GOV <::|

FOR AGENGIES *Moguired  Search In: _

RESOURCES | >l Open Opportunities [ Closed Uppurlunilies! | Archived
Dpportunbics

HELR

CONTALT US Search by Funding Opportunity Number:

SITE MAP
Dates to Search:

Lozt 3 Diatyes

One'Week

T Weaks

Threa Waeks e

Search by CrDA Number:
el
@I‘xm,htuﬂhmrﬂmw. B tnbermer =

‘4 start
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Print Screen Continued:

3 Grants.gav - Find Granl Opparlunilies - Search Granl pporlunilies - Microsoll Infernel Explorer =
L T T Ty ——— I-EE-RE
Search by Funding Activity Category: To perform an
All Catogones of Funding Acinaby - advanced search for a
“Caultural Aflairs® in CFLA) grant, Complete any
n:"r';ra:i:":n:r:r 2 combinations of fields
LaTopme and click the Search
; button.
Grand )
Cooperative Agresmant
Cher :
|Frocuement Contract On some browsers it
may be necessary to
Search by Eligibility: hold down the
Al Elicgibiliby Toypns - CONTROL or SHIFT
Siate qorenrmmones .
CUAty qovamemants key to select multiple
City Dr‘;lwﬂﬁhin govemments items. You can select
= digtnict |
pecinl diswict govemmems w all that apply. Mac
Search by Agency: users should hold the
| dgengies. |8 APPLE or SHIFT keys.
Appalachian Regional Commigsion
Chuzlopher Colembus Fallosshnp Foundats
Caty ol Orlando
|Corparahon bor Mahonal and Commarniby Sie s [ Select Sub Agencies |
| Search | [ ClearForm |
ﬁ ﬁ |
L] e, hut with eernes on page. [ -

iy start el -

To use the Advanced Search option, click the Advanced Search button on the

Search Grant Opportunities screen and follow the instructions below.

1. Enter information in one or more of the fields listed and then click the Search
button. You are not required to enter information in all fields before clicking the
Search button.

2. Select whether you want to search Open Opportunities, Closed
Opportunities, or Archived Opportunities in the Search section by clicking
the radio button next to the corresponding field. Open Opportunities are grant
opportunities that are still available for applicants to submit applications.
Closed Opportunities are opportunities that are no longer active for applicants
to submit applications but are still visible within the database. Archived
Opportunities are opportunities that are no longer active for applicants to
submit applications.
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3. If you know the funding opportunity number, enter it in the Search by Funding
Opportunity Number field. If you are not sure of the entire Funding
Opportunity Number:

= Use an asterisk to replace one or more characters.

» Use a question mark “?” to replace one character.
4. Select the time period for which you want to search in the Dates to Search
field.
5. If you know the offering agency’s Catalog of Federal Domestic Assistance
(CFDA) number, enter it in the Search by CFDA Number field. If you are not
sure of the entire CFDA number:

= Use an asterisk “ * ” to replace one or more characters.

= Use a question mark “?” to replace one character.

6. Select the funding activity category from the Search by Funding Activity
Category field. If you want to select multiple items in this list, hold down the
CONTROL or SHIFT key. Mac users should hold the APPLE or SHIFT key.

7. Select the funding instrument type from the Search by Funding Instrument
Type field. If you want to select multiple items in this list, hold down the
CONTROL or SHIFT key. Mac users should hold the APPLE or SHIFT key.

8. Select the opportunity eligibility from the Search by Eligibility field. If you want
to select multiple items in this list, hold down the CONTROL or SHIFT key. Mac
users should hold the APPLE or SHIFT key.

9. Select the offering agency from the Search by Agency field. If you want to
select multiple items in this list, hold down the CONTROL or SHIFT key.

10.1f you would like to include a sub agency in your search, click the Select Sub
Agencies button to display a Search by Sub Agency field. Select the desired
Sub Agency from the list. If you want to select multiple items in this list, hold
down the CONTROL or SHIFT key. Mac users should hold the APPLE or
SHIFT key.

11.To clear the Advanced Search form, click the Clear Form button.

£ % N

The results on the next page are from a search using:

Keyword — Housing

Open Opportunities

All Days

Housing Category

Grant Funding Instrument Type

All Eligibility Types

Agency - U.S. Department of Housing and Urban Development
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flelds and click the "Search” button below,

Accecs Search Tips for helpful search strategies, or click the Help button in
the upper right cormer to get help with this screen,
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12.0nce you have entered in the necessary search criteria, click the Search button to
begin the search. Below are the search results.

2 Grants.goy - Find Granl Opperiunities - Search Resulls Granl Dpperlunities - Microsofll Internet Explarar | ]
Fle Ed ™ 0 Unks @] HUDEWork ML nddress | @] g v grerts govsesrchfusanch.do b G ¢} T '?

/

.
h'-_'_-"’ GHANTSGDV’N Contact Us SiteMap Help Home

For Applicants About Grants.qovw Resources For Agencles

Home = Find Grant Qpportynigies = Search Grant Cpporfuntes = Saarch Resulis

APPLICANTS

About Federal Grants
Get Reglstered
Find Grant Opportunitics

Search Results New Search

b Search Dpportunities

Sort by Open Date  Sort by
Belevance

Sort: Relevance, Descending Hesults 1-2 of 2

Bias
gl:t’: Opportunity Title Agency ;‘::::;';?
Email Subscription 08/08/2006 RDG‘S‘-rﬁmil!?'l i = Et”#IZ:JI:”|1-10LI5iﬁg and FR=5030-M-31

Apply for Grants
Applicant Help
ABOUT GRANTS.GOV Results Page: 1
FOR AGENCIES
RESOURCES Mew Search
HELP
GONTACT US
SITE MAPM

s start CE G e
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B5. What To Do When You Find An Opportunity For Which You Wish
To Apply

Once you find an opportunity for which you wish to apply, click on the
highlighted Opportunity Title. For this example (see Item 12 in B4. Advanced
Search) Ross-Family Homeownership has been selected. Selecting the
opportunity from this screen will take you to the synopsis, which contains all
of the updates to the opportunity and provides the date of the most recent
update. If updates have been made to the opportunity synopsis, updated
information is provided in the synopsis.

D Grants,gow - Find Grant Dpperiunifies - Bpporfunily Synepsis - Micromll Internel Explarer r._|Er§|
L - v |af] A - [Py W L= . ™
o L8 LS LT Ry UD QO HEAG AW 2Rl eE" 1 4& 0
i | ] it rants gl psarchizeseth, dotopp S =Bk fernde=NTEW - Gu
A
) Faor &pplicanls Abowl Granti.goy Beiources For Bgencies
. e ZiiaMae Hals Hama
= GRANTS.GOV® tactUe Tl m
jeeng = Fisd Grafd Opportynitiad = Saarch Grant doporusities » Segrh BEsuts = Synopsis
APPLICANTS A g,
o o
About Federal Grants . . 3 %
i ROSS-Family Homeownarship . )
Get Reglsterad ke ol
% i) &

Lynaficis Full Rnmnwhcsnsenl Hawi B0 Apply

The synapsis for this grant opaortunity is detailad below, follawing this paragraph. This synopsis contains all of the updates oo this document that
Bl Baen posted 35 of D2F08,2006. 1 updates Bave bien made b thi opdtunty synopid, update whormatdn 15 provndisd Bekow thi

Apaly fer Grants FIMBRELS.
Track My Appllcation I¥ you would ke b receve nobicabons of changes to the grant opportunity ook gnd me charae npbfcaton emais. The only thng you meed to
applicant Help provide for this service is your email address. Ko other mformation is requested.
ABOUT GRANTG.GOY Any Inconsissendy birtwinn S ol i o cocueries and e et o eacirond documnent shall b resodved by Giving destiinnr 10 S prnded
foacurmnt.
FUOR AGENCIER et
RESOURCES Cescription of Modification
HELP " > .
Thir Fiederal Rigistir pubished May 25, 2006 a Techrical Campctan. Thir Instruciang Download containg 3 adf, of the Federal Registir ot
CONTAGT UG Thia does nob afedt the doplcabon Package dowrioad,
SITE MAF
Document Type MOGEfcHion 0 Prowious Grants Notioy
Furiding Opportunity Numbsr: FR-G03084-31
Posvad Date: Mar 0@, 2006
Crestion Date May 23, 2006
Ceigindl Closing Date far Apgheatdns:  Sug 08, 2006
Current Closing Date far dpphcatons:  dug 08, 2004
Archive Date: Aug 08, 2006
Furiding Instrurment Type: Grart
Category of Funchng Sstivity: Hiusng
Catagory Fuplanation:
Expacted Humber of Awards:
Esbnated Total Progaam Furdeog: F10,000,000
Smrd Calng
ward Flaor:
CFDv, Muemiber: 14,670 — Resident Oppartunity and Suppeetive Sardces
Cosk Shanag or Batdung Pequirement: No
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Print Screen Continued:
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1. From the Synopsis screen you can also receive notifications of changes to
the grant opportunity by clicking on the link Send me change notification
emails. The only thing you need to provide for this service is your email
address. See also Chapter 1, C. Receive Grant Opportunity Emails.
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2. From this screen you can also link to receive the full announcement and
download the Instructions and Application. See also Chapter 3, A. Apply Step 1:
How To Download A Grant Application Package And Application Instructions.
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. . = Sign up to receive
C. Receive Grant Opportunity Emails il rofifications of

new grant postings.

On Grants.gov you can subscribe to receive email notifications of
new grant postings by selecting Grant Opportunity Subscription
Services. When you sign up for this service, Grants.gov will automatically notify you via
email when a new grant has been posted.

To subscribe:

= Click_Find Grant Opportunities on any screen on Grants.gov.

3 Grants.gov - Microsoll Inlernel Explorer

File Edt ™ Lok @] MGk T addess iG] Wk oo aris b anks Tirad_gr ard_cesburiies o
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About Faderal Grants FIND GRANT OPPORTUNITIES our newsletter
Get Registered
U RR AR 1hy Granks. gov, you can search for grant opportunities throughout T
Search Oppartunities tha Faderal govarmmeant. To bagin your search, click on the link

provided here.

Email Subscriglion

Apply tor Grants . .
) ‘:,u=<:|lw Crant Qoportunities

Track My application

Applicant Help You can also register to reczive all email notifications of new grant
AROLUT CRANTE.COV postings by clicking on the link belaw.

RESOURCES

HELF

CONTACT US

SITE MAP ) o o )
Bi JI"E-v:‘,r:ﬂ,r EIRSTGOV o (BERefits gov -

v e wam g [rvisnna

< »
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= Next click Receive Grant Opportunity Email Alerts.
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You can receive email notifications of grant opportunities grouped in the following ways:
= Register to receive Selected Notices based on Funding Opportunity Number.
= Register to receive Selected Notices based on Advanced Criteria.
= Register to receive All Grant Notices (You can choose to receive all grant

notices or limit your selection).

2 Grante.gov - Microsell Internel Explorer - "E"fl
Fils  Eda ™ | Links ) MUDETWGOrk FL acdross | ] R N, g st ir e s s feniel _sulsse nplion. 1o ~| Ese o o
—
»
-
— GRAMNTS . GOW™ iteMap  Haelp

Home * For sppheants =
FOR APPLICANTS

I " | Sign up Tor

About Federal Grants EMﬁIL SUBSCRIP-I—ION ol slelter

c |
To reglster to receive all emall notifications of ew grant postings, BT I
click on one of the links below.

Fecelve Grant Opportunity Emall Alerts

o T =l o £ O T I
Solested MNotices Dased an Adhvarnsand Criteria
Aff Granr Moricos

rants
Track My Application Ernail Alert subscribers may add new Subsariptions o unsubscribe at
Applicant Help any time. To remove one or more subscriptions, first unsubscribe
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S Sisbi i

i) R

For dppiicsnts

B N )
T L Tt TP S e e
=

[

= After you enter the Funding Opportunity Number, click on Subscribe to Mailing
List.
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based on the following criteria:

— By Funding Opportunity Number
— By Category of Funding Activity
— By Funding Instrument Type

— By Eligible Applicant Types (e.g., Nonprofit, State, etc.)

— By CFDA Number
— By Agency and Sub Agencies.
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Mac users should
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= After you select the criteria, click on Subscribe to Mailing List.
= If you click on All Grant Notices you can choose to receive all grant notices.
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= Enter your email address and click on Subscribe to Mailing List.

After you make your selections, you will receive a confirmation that your email address
has been added to the mailing lists.
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D. Unsubscribing From Grant Notifications

To unsubscribe from email notifications:

» Click Find Grant Opportunities at any screen on Grants.gov.
= (Click on Receive Grant Opportunity Email Alerts.

5 Granls.gov - Microsoll Inlernel Explorer
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CHAPTER 2 - STEPS TO REGISTER FOR ELECTRONIC APPLICATION
SUBMISISION (FIVE STEPS)

Before you can submit your grant application electronically through Grants.gov, you must
complete several important steps to register as a submitter. The registration process can
take approximately two to four weeks to be completed. Therefore, registration should
be done in sufficient time before you submit your application.

The Grants.gov web site offers access to checklists to help applicants complete the
registration process at http://www.grants.gov/section3/OrganizationRegCheck.pdf.
Registration steps include:

> STEP 1 - Obtain a Data Universal Number System (DUNS) Number for your
organization.

» STEP 2 - Regqister your organization with the Central Contractor Registration.

» STEP 3 - Regqister with the Credential Provider as an Authorized Organization

» STEP 4 - Regqister with Grants.gov as an AOR to submit applications through
Grants.gov.

> STEP 5 - Electronic Business Point of Contact (E-Biz POC) gives authorization to
AOR to submit applications for the organization.
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A. Step One: Obtain A Data Universal Number System (DUNS) Number

What is a DUNS Number?

A DUNS number is a unique nine-character You will use the
aDsUs?gSn:"lnl::tbieerREE «or | identification number for each physical location | same DUNS
all businesses required | Of your business provided by the commercial number
. : throughout the
to register with the U.S. | company Dun & Bradstreet (D&B). In order to registration and
Federal government for | o gister and submit an electronic application
contracts or grants. . . . submission
application via Grants.gov, your :

organization will need a DUNS number.

In 2003, the federal government adopted a policy that applicants must obtain a Data
Universal Numbering System (DUNS) number in order to receive funding. Dun and
Bradstreet (D&B), a company that provides business information credit, marketing and
purchasing decisions for more than 70 million businesses worldwide, issues DUNS
numbers. Its data universal numbering system issues unique 9-digit numbers that are
used by businesses and the federal government to track funding and business-related
information and relationships. The information provided in the D&B registration will be
used by the Central Contactor Registration system in the registration process, so you
should carefully review your Dun and Bradstreet information for accuracy.

Note: You must have a different 9 digit DUNS for each physical location/different
address in your organization.

Prior to requesting a DUNS number, investigate if your organization already has a
DUNS number by contacting your chief financial officer, grant administrator, or
authorizing official within your organization.

Search the CCR Database for Your DUNS Number

You can also search the CCR Database to find a DUNS number:

1. Go to http://www.ccr.gov.

2. Click on Search CCR Database.

3. To find a specific vendor, enter the company name or a combination of criteria, for
example: Name and State or State and Zip Code.

4. When the record(s) appear, click on the DUNS number to view the rest of the
registration.

5. The status and expiration date of the registration is listed in green at the top of the
screen.

If your organization does not have a DUNS number you can immediately receive one by
calling 866-705-5711. The approximate time to get a DUNS number by phone is 10 —
15 minutes, and there is no charge.
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Note: You should wait approximately 24 to 48 hours to register with the Central
Contractor Registration so that your DUNS number can become active in D&B’s
records.

DUNS +4

The registration process allows for use of the DUNS +4 as part of the registration
process. The use of the DUNS +4 allows large organizations to register as a single
parent organization, as well as register sub-units or organizations. Each sub-
organization will use the main 9-digit Data Universal Numbering System (DUNS)
number plus 4 additional unique DUNS numbers. Registrants in CCR create the +4
extension to a DUNS number when there is a need for more than one bank/Electronic
Funds Transfer (EFT) account for a location. D&B does not create or maintain the +4
number.

Request DUNS Number by Phone
If you decide to call Dun & Bradstreet (D&B), have the following information ready when
you call:

— Name of your organization

— Organization address

— Local phone number

— Name of the CEO/Organization owner

— Legal structure of the organization (corporation, partnership, proprietorship)
— Year the organization started

— Primary line of business

— Total number of employees (full and part time)

As a result of obtaining a DUNS number, you have the option to be included on D&B's
marketing list that is sold to other companies. If you do not want your name/organization
included on this marketing list, request not to be listed when you are speaking with a
D&B representative during your DUNS number telephone application.

Request DUNS Number Online
You can also obtain a DUNS number via online registration by following these
instructions:

= Go to http://www.ccr.gov/.

= Click Start new registration.

= Click the link to the D&B website.

= Under #1, click the link to the web form and continue.

Once the web form is submitted, an automated response will be sent to the email
address provided. You will receive a tracking ID number, which will assist D&B in
tracking the status of the request.
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A response from the appropriate fulfillment center regarding the DUNS request
will be sent within one business day and it will contain the DUNS number. If
additional information is needed by D&B, the request will be marked Pending and the
reason will be provided in the email. All pending requests are kept by D&B for three
business days before being denied.

Note: Your registration is not finished until Steps Two through Five are
completed.
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B. Step Two: Register Your Organization With The Central Contractor
Registration

What is the Central Contractor Reqistration? Vendors must

update or renew
Central Contractor Registration (CCR) is the primary registrant database for their registration

the U.S. Federal Government. CCR collects, validates, stores, and fn”ar:r‘:gm t:n
disseminates data in support of agency acquisition missions, including active status.

Federal agency contract and assistance awards. The term “assistance

awards” includes grants, cooperative agreements and other forms of federal
assistance. Whether applying for assistance awards, contracts, or other business
opportunities, all entities are considered “registrants”.

Both current and potential federal government registrants are required to register in
CCR in order to be awarded contracts by the federal government. Registrants are
required to complete a one-time registration to provide basic information relevant
to procurement and financial transactions. Registrants must update or renew
their registration at least once per year to maintain an active status. In addition,
entities (private non-profits, educational organizations, state and regional agencies, etc.)
that apply for assistance awards from the Federal Government through Grants.gov must
now register with CCR as well. However, registration in no way guarantees that a
contract or assistance award will be awarded.

CCR validates the registrant information and electronically shares the secure and
encrypted data with the federal agencies’ finance offices to facilitate paperless
payments through electronic funds transfer (EFT). Additionally, CCR shares the data
with federal government procurement and electronic business systems.

Grants.gov uses the CCR to establish roles and IDs for the representatives of
organizations that will use Grants.gov to submit electronic applications. Information for
registering with the CCR and on-line documents can be found at http://www.ccr.gov/.

CCR Assistance Center
You can also contact the CCR Assistance Center, Monday through Friday, 8:00 a.m.
to 8:00 p.m. at 888-227-2423 or 269-961-5757 for assistance.

Central Contractor Reqistration Handbook

Before registering, you should review the Central Contractor Registration Handbook,
which can be found by clicking on the CCR Handbook tab at the top of the page at
http://www.ccr.gov/. The handbook is a tool that will guide you to collect information
about your organization before you register. You will need to know general, corporate,
and financial information about your organization, as well as information on
goods/services provided, Point of Contact, and Electronic Data Interchange (EDI) for
the registration process. If you already have the necessary information on hand, the
on-line registration takes approximately one hour to complete, depending upon the size
and complexity of your company. Also see Chapter 2, Appendix 1 — Information/Data
Needed to Register.

U.S. Department of Housing and Urban Development
Chapter 2 — Steps To Register For Electronic Application Submission (Five Steps) 41
B. Step Two: Register Your Organization With the Central Contractor Registration


http://www.ccr.gov/
http://www.ccr.gov/help.aspx
http://www.ccr.gov/handbook.asp
http://www.ccr.gov/

Desktop User Guide For Submitting Electronic Grant Applications

Trading Partner Profile (TPP)

The CCR registration process consists of completing a Trading Partner Profile (TPP).
The TPP identifies the CCR Point of Contact, the E-Business POC, and provides the
organization’s MPIN. To view the TPP, see screen shots at Chapter 2 — Steps to

Regqister for Electronic Application Submission and Chapter 2, B8. Don’t Know Your
MPIN?

While completing the TPP, you will need to identify a CCR Point of Contact (POC) who
will be responsible for maintaining the information in the TPP and giving authorization to
individuals to serve as Authorized Organization Representatives (AOR) and an E-
Business Point of Contact (E-Business POC). The AOR will submit applications
through Grants.gov for your organization. The person that completes the TPP can be
the CCR POC, E-Business POC, and the AOR or they can be different people.

To change information in the TPP, see screen shots at Chapter 2 — Steps to Register
for Electronic Application Submission and Chapter 2, B4. How to Renew/Update Your
CCR Registration.

Information Needed to Reqister

For details on the information to gather before you register. See Chapter 2, Appendix 1-
Information/Data Needed to Reqister.

CCR Frequently Asked Questions
Click on the links below for information on Frequently Asked Questions regarding the
CCR Registration Process or go to: http://www.ccr.gov/FAQ.aspx - DnBLockDown.

o D&B FAQs for Name and Address Validation
e Whatis an MPIN? Where can | locate or assign my MPIN?
e What are PSC and FSC codes, and where can | find them?

e | am having problems accessing the page for "Start New Reqistration" or "Finish
Saved Reagistration Using Confirmation #" or "Update or Renew Registrations
Using TPIN." What do | do?

e How can | search for 8(a), HUBZone, minority owned, etc. firms in my area?

e Since registering in CCR, | have noticed an increase in SPAM emails or phone
calls. How can | fix this?

e« How can | search for contracting opportunities now that | am reqgistered in CCR?
e How can | see the status of a vendor’s registration?

o What does it cost to register in CCR?

e Does CCR coordinate payments?
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« Whatis a TPIN and how do | get it?

e | have lost my TPIN. How can | recover it?

« How do | verify my company is registered or view my registration status?

e How do | update my PRO-Net profile in CCR?

e Where do | find my PRO-Net identification number?

e Are international companies required to register in CCR?

e How can | have my business included in the Dynamic Small Business Search?
e« Who is required to register in CCR?

« | am an employee of the federal government and need to receive the CCR data
in order to award contracts or process payments. How can | gain access to this
information?

e« | am an international vendor and need an NCAGE code before beginning my
reqgistration in CCR. How do | find my NCAGE code?

e How do | register in CCR?

e | am concerned about including my company’s banking information for security
reasons. Can | still reqgister if | don’t enter this information?

e« | am having problems with my access to CCR Tools. Where can | find help?
+ | want to assign my claims to another source. How do | do that?
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B1. How To Register Your Organization With The CCR

Access the CCR On-Line Reqistration

" Go to http://www.ccr. govl and click on Register in CCR.
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= Click on New to start the registration process. You must have a Data Universal
Numbering System (DUNS) Number in order to begin the registration process.
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=  Enter your DUNS number and click on Submit.
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How to Save Your CCR Registration and Complete It Later

= You can stop at any time before you've entered all of the mandatory information.
Mandatory fields are marked in green with an asterisk “*” next to them.

= Click Quit at the top of any page.

= Alist of errors will appear notifying you which mandatory fields were left blank -
that's OK.

= A temporary confirmation number will be assigned to you so that your application
can be saved in the event you are unable to complete it during your initial online
session. It is important that you write down your temporary confirmation number, as
you must have it, along with your DUNS Number, to resume your application.

= Clicking Validate/Save will save the incomplete registration. A list of information you
are missing will appear on the Show Errors list.

= Registrations in process are saved for up to 120 days for your convenience. Once
your complete registration is submitted, the confirmation number becomes invalid. A
Trading Partner Identification Number (TPIN) will replace it when the registration is
active.

=  See also Chapter 2, B1. Completing All Required Information.

= If you weren't able to finish this registration, write down and save this Confirmation
Number to re-enter your registration at a later date. If you forget to write it down you
can contact the CCR Assistance Center at 888-227-2423 or 269-961-5757 to obtain
your confirmation number.
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How to Restart an Incomplete CCR Registration

= To resume your registration go to www.ccr.gov and click on Register in CCR.
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At the remaining screens, provide all mandatory information and any
applicable optional information: General Information, Create POC Template,
Corporate Information, Goods/Services, Financial Information, Points of Contact,
IRS Consent, and EDI Information, if applicable.

Click Validate/Save when finished entering all of your information.

If you have questions regarding the CCR registration process, you can contact the
Central Contract Registration (CCR) from 8:00 a.m. to 8:00 p.m. Eastern Standard
Time, Monday through Friday at 888-227-2423 or 269-961-5757.
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CCR Registration Screenshots

The following pages contain screen shots of the CCR Registration process. Also see
(Chapter 2, B1. How to Save Your CCR Registration and Complete It Later) for
additional instructions.

Dun and Bradstreet Business Name and Address Screen
Dun and Bradstreet CCR Information Validation Screen
CCR Confirmation Number Screen

CCR Instructions Screen

CCR General Information Screen

CCR Create POC Template Screen

CCR Error/Incomplete Message Screen

CCR Corporate Information Screen

CCR Goods/Services Screen

CCR Financial Information Screen

CCR Points of Contact Screen

CCR IRS Consent Screen

CCR Processing Registration Screen

CCR Successful Registration Finish Screen

CCR EDI Information Screen

CCR DUNS +4 Information Screen

CCR D&B Monitoring Screen

Note: These screenshots are up-to-date as of February 2007. HUD recommends
that you also check the CCR website for changes.

Link to the CCR Registration Screenshots:
http://lwww.ccr.gov/pdfs/CCR_Screens_new_only.pdf

Link to the CCR TPIN Update Screenshots:
http://lwww.ccr.gov/pdfs/CCR_TPIN_Update_Screenshots.pdf

Link to the CCR Handbook:
http://lwww.ccr.gov/doc/ccr_Handbook.pdf
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Dun and Bradstreet Business Name and Address Screen

To begin your registration, CCR must verify your company information using the
DUNS number provided by Dun & Bradstreet. If you do not know your DUNS
number, contact D&B at 866-705-5711.

At this screen enter your Business Name and Address. Click on Submit.

b [lsa
d ~ [ r § " ¥ d s
e & ‘ L&HRHH acior Regisiraiion

DUNS Numbey DZ3858798 i conectly lonmatied and is new v CCR. Pluase
fill in the information below and click on submit 1o complete the validation
uf your business.

CCR Mewn

Reglsration
Assistance

M-l
Reglsirants

Retunn fu Prewivus Page Mute o all Uswes: This is 3 Fedessd Guwemenent cornputer syslem. Le of
Betum to BM'N.gov Home Page this system constitules consend 1o monitanng at &ll times.

You may contact D&B Customer Scrvice at 1866 7055711 {LLS. ond or
the DAD website to verify your company name, address, city and state
in their system.

[ ar Official Use Only

CCR Use of Dun and Bradstreet Company Information

On July 28, 2006, a policy change to CCR name and address information took
affect. As part of an ongoing effort to ensure that all registration information is
standardized, easily shared across many government systems, and to reduce
data entry by registrants, CCR pre-populates the following data fields from D&B:
Legal Business Name, Doing Business Name (DBA), Physical Address, and
Postal Code/ Zip+4. Registrants will not be able to enter/modify these fields in
CCR; they will be pre-populated using D&B DUNS record data.

During new registration or when updating a record, the registrant has a choice to
accept or reject the information provided from D&B.
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If the registrant:
o Agrees with the D&B name, DBA, address, postal code/zip+4 data.
— The D&B data will be accepted into the CCR registrant record.
o Disagrees with the D&B name, DBA, address, postal code/zip+4 data.

— The registrant will need to go to the D&B website at
http://fedgov.dnb.com/webform to modify the information currently
contained in the D&B record before proceeding with the CCR registration.

— Once D&B confirms the modification, the registrant must revisit the CCR
website and accept D&B's changes. Only at this point will the D&B data
be accepted into the CCR record.

Note: It may take up to two (2) to five (5) business days for D&B to send the
modified data to CCR. This timeframe may be longer in some countries.
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Dun and Bradstreet CCR Information Validation Screen

At this screen you will validate the Dun & Bradstreet information.
If you click YES, the D&B information will appear in your CCR registration.
If changes to your company name or physical address are needed, click NO and

contact D&B to make corrections before proceeding with your CCR registration at 866-
705-5711 or at http://fedgov.dnb.com/webform.
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—fﬂﬂ_'l"_'i;. ‘ ‘ Ceilﬁnfmcim Reglisfration

H v

MNotice

Haw

Cantrnetor
Sintus Banrch

Aepintrafien
Annlstance

M= UL5
Regnirantn
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Haote to ol Ugers: Thes iz 0 Fadersl Govemment computer systam, Use of thee system constitules congant 1o mondoning
al &l b

‘fou may contact DAB Customer Sendee at 1 866 TOS5711 (LLE. ondy) or the DAB wahslie to verlfy your
company name, addiess, city and state in their sesdem,

For Official Use Only
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CCR Confirmation Number Screen
CCR Temporary Confirmation Number
When you register via the Web, a temporary confirmation number will be

assigned to you so that your application can be saved in the event you
are unable to complete it during your initial on-line session.

An example of a
temporary confirmation
number is available at
Appendix 4 at the end of
the Chapter.
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m [ Click Here To Printour Conlimation Humber 1
Fio pia tration
Analutonce

Mews - U5
Ragatrants

Please click on the Continug button 1o compleie your regisration,

‘

Hata to all Lgars: This (£ § Faderal Gowarmaan] carmgider syatam Use of thee sy stém conslitides cansant 16 monilanmg
il il L

You may contact DAN Customer Servics at 1HR6.705 5011 (0.5, anly] or the DA website to worify your
wompany name, addres, city and sate in thei ssiem,

For Officlal Use Gnly

It is important that you write down your temporary confirmation number,
must have it, along with your DUNS Number, to resume your application.

as you

An example of a temporary confirmation number is available at Chapter 2, Appendix 4

at the end of the chapter.
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CCR Instructions Screen

The Registration Menu located on the left side of the screen is a checklist of Required
and Optional Information that you must complete. After you complete each section,
without errors, you will see a checkmark in the status section (green box with white
checkmark).

In addition, this screen also provides a CCR Warning Message. Do not use
Back, Forward, or Refresh buttons on your Internet browser. This will
cause problems with your CCR Registration.

L -.E. ------- E I TR aJ ------- E + + aoa o= 0o € = = + 1 s = = F a4 w0 &‘Ei

In ardier to complete & minimum registration, antar & valid value for all of the reguired
data fields, then press the “Validate Save Data™ button Incated at the bottom of each page
o save your data, [You muwd & Mus far each Riequined Infonmalion page w ordar [o S U
data ] Once you have completed all of the Required Information pages with 0 errors, the

Hangbaak

l\ Registration Stans box flocated ar the bovom left of your scieen) will say “CCR Updare
Accepted,” At this ime you will have completed your registration and may quit or add
I/ additianal infarmation. |
Reguind Infzrmalizn 1t .2
T
il ety | M you quit without completing a1l required fields with [ errors, you can retium at any tine
= ] and fintsh your registration by using your confimation number. (The regestraton vl nof
[ =] BROCOAS LR T BIT0S Mn BB SOMMCRa, BT I ENARCIRONy TR P B drdanad )
[ =]
| = | Upon successhul registration of your Trading Fartnes Prefile (TPP) info CCH, validation will
[ = | take approximately 24 48 hours to complete. i approved, you will recebve, via & mail or
Dpthnal emanen  Jue US Postal Service, one lutber containing your Trading Parner Profile (TPF) with your
| nit | CAGE Code and anather containing yaur Trading Pariner [dentification Mumber [TPIN). &t
n theat time youn lEmpniany Confirmation Number & no |t|r|gel walid. Renew or perform fuene
updates and changes by using your DUNS aumber and TPIN.

: o

The maintenance and accuracy of your TPP bs your responsibility. To maintain an Acthe

Registration Stans il tis @ LT EONRERD BAYTEE B0 BISting CONMACIE, YOl M fenrw
your reglstration snnually,

GER Warning Message

/N

Do ek use Back, Forvard, o Refresh buttors
ke o kSt beceeisr, This will couse

prckibon mith o COR Rogsbvation.

HOTE: “You are emcousged fo provide sl sddmsses on all Points of Contact [POC) and
- the Comporate URL fweb address) on the Gererl information pege.”

Maote te 2l Users: This is a Fedoral Gommment computer System Use of this system constitules
corsent 1o monioring & sl times

For Difficial Use Only

=
. Instructions Page ill
| afm3]] | f

Page © Sme 2 (5] ("} tnl oColg o

4 start

N > Bl CCR_Sare... ol HC T USE THE EL....

Click on Continue to complete your registration.
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CCR General Information Screen
Complete all Required Data (highlighted in green) and click on Validate/Save Data.
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Completing All Required Information

In order to complete your registration, you must enter a valid value for all of the required
data fields; press the Validate/Save Data button located at the bottom of each page to
save your data. Clicking Validate/Save will save the incomplete registration. A list of
information you are missing will appear on the Show Errors list.

Once you have completed all of the Required Information pages with 0 errors, the
Registration Status box (located a the bottom left of you screen) will say CCR Update
Accepted. At this time you will have completed your registration and may quit or add
additional information.

If you quit without completing all required fields with O errors, you can return at any time
and finish your registration by using your confirmation number.

Note: The registration will not process until all errors have been corrected and all
mandatory fields have been entered.

Upon successful registration of your Trading Partner Profile (TPP) into CCR, validation
will take place. If approved you will receive, via email or US Postal Service, one letter
containing your Trading Partner Profile (TPP) and another containing your Trading
Partner Identification Number (TPIN). At that time your Temporary Confirmation
Number will no longer be valid. See Chapter 2, B3. How to Verify the Status of Your
CCR Reqistration.

The maintenance and accuracy of your TPP is your responsibility. To maintain an
Active status in CCR and to ensure continued payments on existing contracts, you must
renew your registration annually. See Chapter 2, B5. How to Maintain Your CCR

Reqistration.
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CCR Create POC Template Screen

The information you enter can be automatically copied to any Point of Contact in CCR
by clicking the Click Here link on the Create POC Template.

ol CCR Screems_ new only (2) - Microsell Werd

B £t tow ot Frnd Lk Tale W (i Ao HOF i
il o
L _E ------- 1 [ T B | Forvovoaon o 4 o 5 1 [ F] P - oy, | | j
l :
Create POC Template

' The information you enter in below can be automatically copied to any Point of Contact in CCR by

i clicking the [Paste POC Template] button next to the desired Point of Contact,

' Click here to pre-populate this template with the [Remittance Information] POC information.

- Name:

' E-mail Address: |

Address Line 1

' Address Line 2:

Z City:

i State: (U.S. State Code / Canadian Provines list)

Zip/Postal Code: (U8, Zip+d Code Loskup)
Country: v
U.5. Phone Number: B
: Non-U.5. Phone Number:
. Fax Number:
Save POC Template ] l Close Window ]
Mate ta all Users: This is a Federal Govemment computer system. Use of this system constifutes
consent to monitoring at all times
: For Official llse Only
Create POC Template .
o

5[afs]3]« (I
Pp? i W mE i L

'd start A s Englog: OOR o, | ) HOW TOLBETHEEL. .
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CCR Error/Incomplete Message Screen

If you have errors after completing the General, Corporate, Goods/Services,
Financial, and Points of Contact screens, you will get an Error/Incomplete
Message.

! | CCR_Scronns_new_only [2) - Microsefl Word

Bl Ddt Yew jroert Fymet [ools Tgble WSindow [ep Adobe POF

Your Reqistration is IH'.-E'HF'II TE.

ou have 11 erroes on the General Information section.
ket

Ruquicad indarmatian

Gaanil Inilormticn
Corporate Info

fou mvw have four optioms; [1.) Click “Flx Ermors™ to wiew and correct your errons
mto the Corporate Info pagu, and fix the emors
[.) Bsi thie "R gistrat Fill™ n-|| thie bedt of your _._J

(R Update page; i) Clic litinve CCR Update
ish your reqistration a1 an

Optonal bfeem atios

NOTE: U-‘HMFMMMSHMMMNM COR reglstration is not |
jeted until "CCR Update Accepted” appears and the first 5 sections
mmmﬁmnkummcn«m;wmmmmmamw

Note 1o all Users: This ie 5 Federal Governmant computer system. Use of thie system constitutes
consent 1o manitaring at all timas

. For Offcial Use Only

[=lel=]s

. Error/incomplete Message—General Information
m|afm 2| 14

Pags & S (lre] At [ - m

[ ™ 5 Emaling: OCR_Sore... | ) WOW TOWSE THEEL..

You have three options: (1) Click Fix Errors to view and correct your errors; (2)
Click Continue to go on to the next screen and fix the errors at a later time; (3)
Use the registration menu on the left of the screen to pick a specific page; and (4)
Click Quit to leave CCR Update and finish your registration at another time.

Also note that the Registration Status Box located at the bottom of the left screen
provides the Registration Status. This status on this screen indicates
Incomplete Registration. Note: CCR registration is not completed until CCR
Update Accepted appears and the first 5 sections in the Registration Menu
are checked (green box with white checkmark).
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CCR Corporate Information Screen - Part 1

Complete all Required Data (highlighted in green) and click on Validate/Save Data.
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CCR Corporate Information Screen - Part 2

Complete all Required Data highlighted in green and click on Validate/Save Data.

Screen Print Continued. Duplicative data fields from
previous screen.

Other Governmental EntidegiCiions! infomnanion, chack sl that a0l
[ irport Autharity

[ council of Governments

["THousing Authorities Public/Tribal

[ interstate Entity

[IPlann ing Commissiun

[[1Port Authority

[ Transit Authorlty

Dther Dusiness Organiration FactorsOotone! information. check afl thet apold
[IForelgn Owned and Locatad
[l imited | iahility Company

18 Carparation
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CCR Corporate Information Screen - Part 3
Complete all Required Data highlighted in green and click on Validate/Save Data.

Types of Business{Optional information, check all that apply)
[l Architecture and Engineering (ASE)
[ Community Development Corporation
[l Construction Firm
[IDomestic Shelter
CIFducational Institution
CIFor-Profit Organization
CIFoundation

Hispanic Servicing |
I Hospital
CIManufacturer of Goods
[IMonprofit Organization
] Other Not for Profit Organization
Or ch and Devel
[IService Provider
[Iweterinary Hospital

Education Entities(Optional information, check all that apply)
11862 Land Grant College

[J1890 Land Grant College

11994 Land Grant College

[ Historically Black College or University (HBCU)
CIMinority Institutions

O Private University or College

[ISchool of Forestry

[1State Controlled Institution of Higher Leaming
[ Tribal College (other than 1994)

Cveterinary College

Socio Economic Factors(Optional information, check all that apply)
[JLarge Business
[ Self-Certified Small Disadvantaged Business
[Iveteran Owned Business
[]Service Disabled Veteran Owned Business
[Twoman Owned Business
[CIMinority Owned Business{!f selected then one sub-type is required.)
 Subcontinent Asian (Asian-Indian) American Owned
C Asian-Pacific American Owned
C Black American Owned
 Hispanic American Owned
) Native American Owned
 No Representation/None of the Ahove

Socio Economic Certifications{Check only if firm has been certified.)
[JDeT Certified Disadvantaged Business Enterprise

Federally Recognized Native American Entities(Optional information, check ail that apply)
[JAlaskan Native Corporation Owned Firm

[JAmerican Indian Owned

[indian Tribe (Federally Recognized)
[JNative Hawaiian Organization Owned Firm
[JTribal Government

O Tribally Owned Firm

Other Socio-Economic Categories(Ouotional information, check all that apply)
] Community Developed Corporation Owned Firm

[JLabor Surplus Area Firm
“alidate/Save Data ] <|
r

[JSmall Agricultural Cooperative
Note to all Users: This is a Federal Governrment computer systern. Use of this systern constitutes
consent ta monitaring at all times
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CCR Goods/Services Screen

Complete all Mandatory Data (North American Industry Classification System
and Standard Industrial Classification) and click on Validate/Save Data.
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CCR Financial Information Screen
Complete all Required Data highlighted in green and click on Validate/Save Data.
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CCR Points of Contact Screen - Part 1
Complete all Required Data highlighted in green and click on Validate/Save Data.
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CCR Points of Contact Screen - Part 2
Complete all Required Data highlighted in green and click on Validate/Save Data.
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CCR Points of Contact Screen - Part 3
Complete all Required Data highlighted in green and click on Validate/Save Data.
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CCR Points of Contact Screen - Part 4

Complete all Required Data highlighted in green_and click on Validate/Save Data.
At this screen you will create your MPIN.
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CCR IRS Consent Screen

Because you entered a SSN/TIN/EIN, the IRS Consent Information is required.
Complete the Required Information and click the Validate/Save Data button.

CCR EIN/TIN IRS Validation

On October 30, 2005, the Central Contractor Registration (CCR) began validating the
Taxpayer Identification Number and Taxpayer Name of each new and updating CCR
registrant with the Internal Revenue Service (IRS) records.

A Taxpayer ldentification Number (TIN) is a nine-digit number, which is either an
Employer Identification Number (EIN) assigned by the Internal Revenue Service (IRS)
or a Social Security Number (SSN) assigned by the Social Security Administration

(SSA).

The TIN matching process is a joint effort between the General Services Administration
(GSA), Department of Defense (DoD), and the IRS to improve the quality of data in
government acquisition systems.

A notice has gone out to CCR registrants informing them of the IRS validation in CCR
registration. In order to complete your CCR registration and qualify as a vendor eligible
to bid for federal government contracts or apply for federal grants, the EIN/TIN and
Employer/Taxpayer Name combination you provide in the IRS Consent Form at CCR
must match exactly to the EIN/TIN and Employer/Taxpayer Name in the IRS database.
It will take at least one to two business days to validate new and updated records prior
to becoming active in CCR.

You should be sure that the data items provided to D&B match information that you
have provided to the IRS. Otherwise, when the validation check with IRS is done, the
registration in D&B, and the CCR will not match the IRS information and will result in an
error message being generated. This will prevent you from completing your registration
until the discrepancies have been resolved. For more information, please see the
Implementation of CCR to IRS TIN Validation/Frequently Asked Questions (FAQ) in
Chapter 2, Appendix 2.

For a view of the new IRS Consent Form from CCR Update, please see IRS Consent
Form or see Chapter 2, Appendix 3.
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Note: You will NOT be able to complete your CCR registration until YourCCR
registration will

CCR has confirmed your Employer Identification Number (EIN) or become active
Taxpayer Identification Number (TIN) with the IRS. If you currently within 24 to 48

have an EIN or TIN it will take 24-48 hours for IRS to validate your hours after
completing your

EIN/TIN. registration if you

currently have an

EIN or TIN.
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Note: According to the IRS, if you do not currently have an EIN/TIN and need to
apply for one over the phone or Internet, you will be given a tentative EIN/TIN, but

your EIN/TIN may not become active for up to two (2) weeks. If you
have questions about your EIN/TIN, please call 1-800-829-4933. If :ﬁ;@ua?e?ﬁtor
you apply for an EIN/TIN by mail, confirmation from the IRS can take | 1\t may take 2

up to 5 weeks. weeks before it
becomes active.
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CCR Processing Registration Screen

If you entered all Required Data and fixed all errors, you will get this screen.
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CCR Successful Registration Finish Screen

At this point in the process all of your CCR data has been saved and is being
processed.
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CCR Processing Time

Your CCR registration should become active within 24 —48 hours of completion.
However, may be longer in some cases, as noted below.

CCR pre-populates the following data fields from D&B: Legal Business Name,
Doing Business Name (DBA), Physical Address, and Postal Code/ Zip+4.
Registrants will not be able to enter/modify these fields in CCR; they will be pre-
populated using D&B DUNS record data. If this information is incorrect, changes
can only be made at D&B. Note: It may take up to two (2) to five (5) business
days for D&B to send the modified data to CCR. This timeframe may be longer
in some countries. See Chapter 2, B.1 CCR Use of Dun and Bradstreet Company
Information.

You will NOT be able to complete your CCR registration until CCR has confirmed
your Employer Identification Number (EIN) or Taxpayer Identification Number (TIN)
with the IRS. If you currently have an EIN or TIN it will take 24-48 hours for IRS
to validate your EIN/TIN. See Chapter 2, B.1 CCR EIN/TIN IRS Validation. Also
see Chapter 2, B.1 CCR D&B Monitoring Screen — D&B Name Address Lockdown.

According to the IRS, if you do not currently have an EIN/TIN and need to apply for
one over the phone or Internet, you will be given a tentative EIN/TIN, but your
EIN/TIN may not become active for up to two (2) weeks. If you have questions about
your EIN/TIN, please call 1-800-829-4933. If you apply for an EIN/TIN by mail,
confirmation from the IRS can take up to 5 weeks.
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CCR EDI Information Screen

EDI Information is Optional. If you are NOT currently using a Value Added
Network (VAN), DO NOT fill out this page. A Value Added Network (VAN) is a
specialized application service provider (ASP) that acts as an intermediary between
trading partners sharing data or business processes.
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CCR DUNS +4 Information Screen

This is also an optional screen and should only be used by a Parent Company that is
currently in an Active status and wants to add/delete DUNS +4 records.
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CCR D&B Monitoring Screen — D&B Name Address Lockdown

D&B Name Address Lockdown is Mandatory. Your CCR information currently matches
what is on file at D&B. If you wish to have your Legal Business Name (LBN), Doing
Business As (DBA), or Physical Address changed in CCR, you will need to contact
Dun & Bradstreet. Any changes made to your information at D&B can take 2- 5
business days before it is made available in CCR. Note: In order for those new
changes at D&B to take effect in your CCR registration, you will have to update
your CCR Trading Partner Profile and accept the changes made by D&B.
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B2. How To Know Your CCR Registration Was Successful

You will be unable to submit your registration on-line unless all of the mandatory
information is provided. You will be notified of missing information by a list of errors on
each page when you click Validate/Save. Once you have provided the information, click
Validate/Save again to verify that all necessary fields are filled.

CCR Confirmation Notices

You will receive two notices if your registration was submitted successfully.
An example of a

Welcome Letter is

1* CCR Confirmation Notice: E\rovid%q at X
The first notice welcomes you to CCR and will include a copy of your o tﬁi‘ss(f;;pfer_
registration. An example of a Welcome Notice is provided at Chapter 2,

Appendix 5 at the end of this chapter.

2" CCR Confirmation Notice:

Trading Partner Identification Number (TPIN) Letter (Second Confirmation Notice).
The second notice provides you with a Web link/address where you can enter your
DUNS number and temporary confirmation number to obtain your confidential TPIN.

A Trading Partner Identification Number, which is assigned by CCR,

will replace the temporary confirmation number when your @?t ;";”;?c')‘f/f;;z ;tP'N
registration is active. The TPIN is also your confidential number that Appendix 6 at the end
confirms that you have successfully registered in CCR and allows you to of this Chapter.

change your CCR information. An example of a TPIN letter is provided in
Chapter 2, Appendix 6 at the end of this chapter.

If your registration was submitted successfully, you will receive notice either by U.S.
Postal Service mail or email. The email notice contains a method to access your
confidential TPIN. The TPIN access information is sent separately for security reasons.
Receipt of your TPIN is your confirmation that you are successfully registered in CCR.
The confidential TPIN allows access to your CCR data and is required to make, or
request, any changes or updates to your active registration.
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B3. How To Verify The Status Of Your CCR Registration

To verify the status of your registration online:

= Go to http://www.ccr.gov/ and click on Search CCR.
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=  When prompted, enter your DUNS number and click Search.
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= The registration status is located at the top of the page. This screen indicates
the Current Registration Status is: Active in CCR.
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CCR Registration Statuses
Valid statuses are:
— Active: Registration is Active

— Registered/Active Pending: Registration is in the process of being
validated

— Inactive: Registration has been cancelled or has expired

— Invalid: DUNS Number is incorrect. Contact D&B to verify the DUNS
Number

You can also call the CCR Assistance Center at 888-227-2423 to find out the
status of your registration.
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B4. How To Maintain Your CCR Registration

Your Responsibilities

You are responsible for ensuring the accuracy of your registration. You must use
your DUNS Number in conjunction with your TPIN number when making and
requesting any changes to your profile.

You are responsible for updating all of your registration information as it changes.

Remember that the Legal Business Name and Physical Address information
are now automatically input into your registration from D&B and it is your
responsibility to keep this information updated at D&B. Companies within the
U.S.A. may contact D&B at 866-705-5711. U.S.A. and non-U.S.A. companies may
also use the web at http://fedgov.dnb.com/webform/ to search, revise information, or
request a D-U-N-S number.

You must renew your registration at least every 12 months from the date you
previously registered. However, you are strongly urged to renew more frequently
to ensure that CCR is up to date and in synch with changes that may have been
made to DUNS and IRS information. If you do not renew your registration, it will
expire. An expired registration will affect your ability to receive contract awards or
payments, submit assistance award applications via Grants.gov or receive certain
payments from some federal government agencies.

Please remember that once you cancel your registration, all payments, if payments
are being made, will cease. A vendor must remain active in CCR until all payments
are made to avoid discontinuation.

You may voluntarily delete your registration at any time by going on-line with your
DUNS Number and TPIN or contacting the CCR Assistance Center at 888-227-2423
or 269-961-5757. If you delete your registration, your information will be removed
from the CCR database. If you delete your registration by mistake, you may call to
reinstate that registration.

In the event the E-Business POC leaves your organization, you must ensure that his
or her alternate and successor have the information they need to fulfill the E-
Business POC role. For instance, the E-Business POC must know the names,
contact information, and access privileges of each POC.

In the event the CCR POC leaves your organization, you must ensure that his or her
alternate and successor have reference materials they need to continue the CCR
update process. For instance, the CCR POC should have access to reference
guides, names, and contacts of individuals involved with the CCR registration
process and other information needed to update the CCR record.
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Note: See also Chapter 4 - Registration Tips For The Applicants Who
Successfully Submitted An Application Last Year.

You will find information on the following:

— CCR Point Of Contact Must Renew/Update The CCR Registration

— CCR Point Of Contact — Don’t Know Your TPIN?

— Who Is The AOR That Will Submit The Grant Application Package?

— How To Check Your AOR Status In Grants.gov

— Forgot Your AOR Grants.gov Username?

— Forgot Your Grants.gov Password?

— Who Is The Organization’s E-Business POC?

— The E-Business POC Will Need To Authorize The AOR To Submit
Applications

— E-Business POC — Don’t Know Your MPIN?
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B5. How To Renew/Update Your CCR Registration

Applicants are required to renew/update their information in CCR on an annual
basis. If you do not renew your registration it will expire and result in your Grants.gov
application being rejected.

Thirty days prior to the expiration of your CCR registration, a 30 Day To Expiration
Letter will be sent to the CCR POC, identified in the CCR Trading Partner Profile (TPP),
notifying them of the pending expiration. See Chapter 2, Appendix 7, 30 Day To
Expiration Letter. If the CCR registration is not updated within this timeframe, the
registration will expire. The CCR POC will receive a final Expiration Letter. See Chapter
2, Appendix 8, Expiration Letter.

= To renew your registration, the CCR POC should go to http://www.ccr.gov/ and click
on Register in CCR.

3 Central Contracior Registration (CCR) - Microsoft Inermet Explover
Fla [t Wew Favorbes  Tosk  Help

R Egl-..\'t'km. 3 ”~ - *
AMNTRACTOR § lj
REGISTRATION 8 r o= E-GOvV

Search CCR Register in CCR
Wendar Correr Gewamment Comer Sl Bursiness AfcEsd OCR Dt Handboak FAC Contact

CCR Upgrads Haties: On Sunoay, Februany 11, 2007 thie Certral Contractor Regastraton (COR) was upgraded 1o the Motices

Merwmst release v 071
FrEe ase Nates ane on-ine 10 Myou Inon e upgrace at =

CCR% Size Valldation will now include SRA% :ﬁjmrmm Small =-| nl' *"Er' 'Er1n|11r1 Ercoptiors for covtain MACS
coutess, For delsled mformation see CCR Méaws, it

CCR Extraet CHANgDSS IMPIEMENLED with this CCR reaease. For aetaied infarmation, please see SO N A T CCR Poiicy & Eackground
SCR Suppeort Call Center Hours Hinve Changad, Fease 388 noes o

LH_'hrnIng of Haw Fraudulent or misle sding notices
A Mo VBTEION OF ha Traudulent Depamment of Transportation (D0T) letter thak reqguests 3 CCR Registrant 1o fax their TR Nas resuraced
A misieading phane salcitaton offering to upcae 3 Regisirants recond for 3 fee has been reported

Pigase 3&6 e CCRVTG Lty & Tor mang Infarmation

SCR using DABR data far Regibranl idenlification m CCR
CCR Release Nores are now avalabie an-line far upcaming and recenty implemented CCR moomcations SEan rane

IMPORTANT AHNNGUNCEMENT

From the Federal Governmant Regarding Validation -:lt'l:xp:rlr Id#nitication Humber (TIN} in CCR

On Getobar 30, 2008, the Central Contractor Registration (CCR) began vakdating the Taspayer identification Mumber and Taspayer Name of each new and
updatng CCR registrant wen the Inbemal F’E"f"rull Service (IR5) recoros

For mone fformatan, pleise dae i) I

ANHSUHCEMENT FROM THE FEDERAL SOWERMMENT
RE: BUSINESS SIZE STATUS AND SCR TRADING PARTHER PROFILE
O Apnl 18, 2005, the CCR, thrdugh 1he U5 Smal Budiness Addirstrabon (SOAjmpléemantad 3 Small Busness See Logic sofltwars program

ImPermaticn about your Average Humber of Employess & Averags Annual Beceiprs in yeur CCR Ragisiratien
Security Alert
I 0L FECERE @ BRTteT froem this Departrasnt of Transportabon requisting your TRIN number, 4o not respond. D0 NOT give your TRIN number 1o anytaty vour TR

number is @ conficential passwond into your CCR information. If you feel your TRIN number has been compromised pleass heve your CCR Point of Contact refer to
e HElp gage for assatance. & néw TEIN Can e 335gned b youwr cormgarry. NEVER give gour TRIN number D aryone

Registration Assistance

In e evenk That you are UTIizing 3 Sereen reader LW mor Windows) o register in CCR, please visit Bhe Heln page for regeirabon S53istante =

2 Erver o page. B trteriest

= ML Vivacs Ml - Inb.. 2l Hiesa CR goveens - ... <2 PO T USE THE L. W [ESTOPR USIR: GUILE

U.S. Department of Housing and Urban Development

Chapter 2 — Steps To Register For Electronic Application Submission (Five Steps) 85
B. Step Two: Register Your Organization With The Central Contractor Registration

B5. How To Renew/Update Your CCR Registration


http://www.ccr.gov/

Desktop User Guide For Submitting Electronic Grant Applications

o Click on Update/Renew.
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= Enter your DUNS number and TPIN, and then click Submit.
= The next screen will be your TPP.

2 CCR Website - Microsoft Internet Explorer r__lrﬁ"lﬁ'_{
Fle  Edt  wew  Pavorites  Tocls  Help w

-~

mi &
L".:‘ﬂ.ﬁ.ﬁ_gﬁ ‘ ‘ CeilRm‘:ccrm' Regisiration

m CCR Update/Renew - TPIN Login

Te updatafranaw your ragletration in CCR, plansa input your DUNS numbar and TPIN, then elick submit.

DUNS #:

TPIN:

Fesel

= If you Don’t Know Your TPIN, at this screen click on Don’t Know Your TPIN.
Re-enter your DUNS Number and select the Send TPIN Letter button.

= A confidential TPIN letter will be mailed to the CCR Point of Contact (POC)
identified in the Trading Partner Profile (TPP) for the DUNS number entered. If
you are not the POC for this TPP, you should contact the designated CCR POC or
CCR Customer Service for assistance.

= Requests for TPIN letters are limited to one per seven-day period.
= DO NOT select the Send TPIN Letter button if you have not successfully registered

in CCR and only have a Temporary Confirmation Number. You will not be
assigned a TPIN by this process.
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= [f there are changes, enter the changes, and click the Validate/Save button.

= |f there are no changes to the registration, click the Validate/Save button for the
information to register in the system.

Note: You must click on the Validate/Save or the Renew Profile (Trading
Partner Profile) button in Registration Tools. Please be aware that new
requirements may have been implemented since your last visit. You may
receive an error on your renewal if a new requirement isn't fulfilled.
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= At this screen you will receive a notice advising that you successfully finished
your CCR Registration.

A CCR Wehafte - Micrasaft Internet Fxplarer
File Edil View Fowoibes Tooks Help
Address | ] g fervens bpnuger e fuoriptsfirdexTRIN, sp
Rugisiralion Tooks

Instructions View TPP
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Handbook Bigit GGH

You have successfully finished your CCR Registration!!!
All ol your CCH dala has been saved, and is now being processed. I you wanl bo fill
Registration Menu out the aptional Infermatlon, ar continue ta make changes to your CCR profile, plesse

Ruquived Infoim ative use the [Registration Menu] located on the lefi of your screen.
|‘General information
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Paoints of Gontact
IRS Consent
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= At this screen it is also highly recommended, if you have not done so already, that
you print or make a record of your TPP.

= |t contains your organization’s DUNS number, CCR and E-Business POC names,
and the MPIN.

= At the above screen, click on View TPP and then print.

= You can also call the CCR at 888-227-2423 for assistance.
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B6. How To Cancel An Active CCR Registration

= Goto htt
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= Click on CCR UPDATE TPIN.
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registration.

2k CCR Wehbsite - Microsoft Internet Fxplorer

On the next screen click Delete Profile in the upper left corner to cancel your
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B7. Current Registrants Without A MPIN

If you currently have an active registration in CCR and you do not have a MPIN you will
need to:
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. Click on CCR UPDATE TPIN.
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= Enter your DUNS number and TPIN, and then click Submit.
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= (Click on the Points of Contact tab.
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= Complete all fields for the Electronic Business POC and the Alternate
Electronic Business POC and update all other fields as necessary.
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= At the bottom of the screen create an MPIN.
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= After creating an MPIN, click on the Validate/Save button.
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B8. Don't Know Your MPIN?

You can search for your MPIN by following these steps:
. Go to http: //www ccr.gov/ and click on Register in CCR.
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= Click on CCR UPDATE TPIN.
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= On the left side of the screen, select View TTP.

N CCR Wabsite - Microsalt Internet Explarar

Fils [ct  Waw Favosibes  Took  Help

ackdross | ] g [lveeeee. b gene e feripts e TN, ase o | EJso  Lrks ™

General InfTormation

o invali Das [ w1 D LT wierma g iy Ehaka ialits s

Fomgire s inrermatinn
Ganaral Informaticn
Corporats info
Gonaedls [ Bervices

Fimancial
Points of Contact
s Consant__|

Optionsl Indormstion
ECi

EECAGLHCAGE Cod
I« g ol Businass Nanw

BIOCked tha US.  Sesech for CAGEMTAGE

PREMT,. UMITED STATI]

Dialng Business Ac (DE,

tlwbas wethout & TIN
Pt TS BAANGERMERT &

Db S +d
CHA B B Sl ngy

Driwislon Ham
Divislon Hwmis

Company L

[ cremie o rermes |
EElFhysical Siveet Address 11451 PTH ST Sw
Physical Streat Address 21
iy | A ASHIMGTOM
EWsvarte: DC | o5, Sinais Saide.d Canadias Einis s
B ip 4/ FPostal Code:| 2041 0-0001 bd i e o Laaksint
B Gty | LIS,

I CCl Wabaile - Miciosofl Indes el Fxplooes
Favortss  Tooks e
. - N [FSFa R TR | s (FRUFard B UL =y

Prwaous Dusiness PMams Covermment Pasnl
armm Fhame
Agldrany Line 1 Addreas Lins 1
Acfelrmnn Line 2 Aadsee Lins 2
Ciky Cry
. Giate Sinte
=1 grEngpen ZipiPostnl Code HipFostal Code
Chermr al Bl ormaiion ,_-,LLI,,,,’, ,-_!,','M,y
= e brefi
X nas C -
Corparaie FOC il
o Flmrrm Py Data Blocked
Folnis af Contact Ecmail Addroas
E T onmeni LS Phanea (=]

T T N T LT Lt HMar-LUL B Phone
Fas
D]

E
Walue Added Mesteark
Imimrc e 10 (FSAY Ciusldisr
Intmrc nanpns Se AL (ESA) Gl ifinr
Functionsl Group (S0 ldemider

EDI FOC ufotmation
Plwrme

E-rriiil Aadidrans

LS. Plone Em
[ = T

Fas

Becamws Bemittancs Advics Molices B30 ) through their VAR provider

[ETICT N L ey L s Bt G all cimeims Thais in @ Fadodal Sl "

Ll

. Or you can call the CCR at 888-227-2423 for assistance.

Note: You should make a copy of the TPP for your records.
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B9. Don’t Know Your TPIN?

If you are registered in CCR, but do not know your TPIN follow the steps below. The
TPIN is a confidential number that is required for subsequent changes and renewal of
your registration.

= Go to http://www.ccr.gov/ and click on Register in CCR.
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= Click on CCR UPDATE TPIN.
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= On this screen enter your DUNS number and click on Send TPIN Letter.

3 CCR Website - Microsoft Internat Explorar r—_,l[ElE
Fiz Edt View Favortes Toos Hop &

niraclor Registration

CCR Update - Send TPIN Letter

nurmher entered |
|

Nen -U.S
Registrants

end [FIN Letar

Return to Previous Page Hote to all Users: This is a [ederal Government computer system. Use of
Retn 1o RPN gov Home Page this system consiilings consent tn monidanng at all fimes

For Official Wse Only

A confidential TPIN letter will be mailed to the CCR E-Business Point of Contact
(POC) identified in the Trading Partner Profile (TPP).

See also the Chapter 2, Appendix 6, Example of a TPIN Letter.
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B10. Don't Know Your E-Business Point of Contact (E-Business
POC)?

You can search for the name of your organization's E-Business POC by following these
steps:

=  Go to http://www.ccr.gov and click on Search CCR.
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= On this screen enter your DUNS Number and click on Search.
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= Oryou can call the CCR at 888-227-2423 for assistance.

Note: Your registration is not finished until Steps Three through Five are
completed.
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Appendix 1 — Information/Data Needed To Register

* ltems are mandatory

General Information

* Data Universal Numbering System (DUNS) Number: The Data Universal
Numbering System (DUNS) Number is a unique nine-character identification number
provided by the commercial company Dun & Bradstreet (D&B). Call D&B at 866-705-
5711 or access their website at http://fedgov.dnb.com/webform if you do not have a D-
U-N-S Number. The process to request a DUNS Number via phone takes about 10
minutes and is free of charge. Internet requests are fulfilled within 24 hours. Once a
DUNS Number has been issued, it will be available for use in CCR within 24 hours.

You must have a different nine-digit DUNS Number for each physical location or
different address in your company as well as for each legal division that may be co-
located. When entering your DUNS Number, enter only the numbers; do not include
dashes.

DUNS +4: The use of DUNS+4 Numbers to identify vendors is limited to identifying
different CCR records for the same vendor at the same physical location. For example,
a vendor could have two records for themselves at the same physical location to identify
two separate bank accounts. (Vendors wishing to register their subsidiaries and other
entities should ensure that each additional location obtains a separate DUNS Number
from Dun & Bradstreet at 866-705-5711.)

CAGE Code: The Commercial and Government Entity (CAGE) Code is a five-
character ID number used extensively within the federal government. The CAGE Code
is used to support a variety of mechanized systems throughout the government and
provides for a standardized method of identifying a given facility at a specific location.
The code may be used for a facility clearance, a pre-award survey, automated bidders
list, identification of debarred bidders, fast pay processes, etc. Registrants with a U.S.
address may submit the application without a CAGE Code if they do not have one. If
your application does not contain a CAGE Code, one will be assigned to you. The CCR
registration process will also verify existing CAGE Codes for all applicants. To speed up
the process, make every effort to use a current CAGE Code in your application. You
must have a separate CAGE Code for each physical location and separate division at
the same physical location. Each separate CCR registration must have its own CAGE
Code. If you think you have a CAGE Code, search the DLIS CAGE web at
http://www.dlis.dla.mil/cage_welcome.asp. If you need assistance with conducting your
search, call toll free: 888-227-2423 or DSN 661-5757.

NOTE: Registrants located outside of the U.S. are required to include an NCAGE
Code on the registration, or it will be considered incomplete. Information on
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NCAGE codes may be found at http://www.dlis.dla.mil/forms/Form AC135-asp.

* Legal Business Name and Doing Business As (DBA): Enter the legal name by
which you are incorporated and pay taxes. If you commonly use another name, such
as a franchise or licensee name, then include that in the DBA space below the Legal
Business Name. Your legal business name as entered on the CCR registration MUST
match the legal business name at Dun & Bradstreet. If the information does not match,
your registration may be rejected during processing. Do not type "same" or "as shown
above" in the DBA field.

* US Federal TIN: The Tax Identification Number (TIN) is the nine-digit number which is
either an Employer Identification Number (EIN) assigned by the Internal Revenue
Service (IRS) (http://www.irs.gov/businesses/small/article/0,,id=104331,00.html)
Social Security Number (SSN) assigned by the Social Security Administration (SSA)
(http://www.ssa.gov/replace_sscard.html).

If you do not know your TIN/EIN, contact the IRS at 1-866-255-0654 (Option 2). If you
operate as an individual sole proprietorship, you may use your Social Security Number
if you do not have a TIN/EIN. If you are located outside the United States and do not
pay employees within the U.S., you are not required to provide a TIN. When entering
your TIN (EIN or SSN) on the web site enter only the numbers; do not include the
dashes (Example: 123456789, not 123-45-6789)

Note: Authority: 31 U.S.C. 7701 (c) (3) Principal Purpose(s). The TIN may be
used by the Federal Government to collect and report on delinquent amounts
arising out of the offers relationship with the Federal Government.

Note: As of October 30, 2005, the IRS will validate all TINs. You will not be
allowed to have an active CCR registration without a validated TIN. The TIN
matching process is a joint effort between the General Services Administration
(GSA), Department of Defense (DOD), and the IRS to improve the quality of data
in government acquisition systems. A notice has gone out to CCR registrants
informing them of the IRS validation in CCR registration.

In order to complete your CCR registration and qualify as a vendor eligible to
bid for federal government contracts or apply for federal grants, the TIN and
Taxpayer Name combination you provide in CCR must match exactly to the TIN
and Taxpayer Name used in federal tax matters.

It will take three to five business days to validate new and updated records prior
to becoming active in CCR.

Division Name and Number: If you do business or are identified as a division of a
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larger company, use this space to indicate the proper name for your division. If a
number identifier commonly distinguishes your division, enter that in the division
number field. Otherwise, leave blank.

Registration URL: If applicable, provide your business or organization homepage
URL. Both upper and lower cases are acceptable.

Physical Address Information: Effective July 28, 2006 all address information,
physical street address 1 and 2, City, State, Zip and Country may no longer be edited
in CCR. This information will be automatically populated by D&B. In order to change
this information, registrants must go to the Dun and Bradstreet website,
http://fedgov.dnb.com/webform/ and edit the information that is currently in their D&B
record.

* Physical Street Address 1: From D&B, PO Box and c/o may not be used in this
space. You may not register a branch of the business with the branch address and the
headquarters DUNS Number.

Physical Street Address 2: From D&B, this space is a continuation of your physical
street address, if needed.

* City, State, and Zip: From D&B
* Country: From D&B

* Mailing Address Information: If you are unable to receive mail at your physical
address, enter a proper mailing address here. A Post Office Box is permissible. Any
address used here will receive all CCR correspondence. If the Point of Contact is in a
different location than the legal business address and wishes to receive the mail
directly, please enter the appropriate address here.

* Date Business Started: Enter the date your business was started in its present form.
This may be used to distinguish you from others with similar names. When entering
the information on the web site, you must enter as mm/dd/yyyy. (Example:
01/01/1995)

* Fiscal Year End Close Date: Enter the day on which you close your fiscal year. For
example, if you use the calendar year, enter 12/31. When entering the information on
the web site, you must enter as mm/dd.

* Average Number of Employees: Be sure to provide accurate information about the
number of employees for your business, as this value is part of determining your
business size classification. The calculation must include the employees of all
affiliates, not just your individual branch. For more information, see
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http://www.sba.gov/size.

* Annual Revenue: Be sure to provide accurate information about the three-year
average annual revenue for your business, as this value is part of determining your
business size classification. The calculation must include the revenue of all affiliates,
divisions, etc. For more information, see http://www.sba.gov/size. Annual revenue
cannot be zero; you must enter a number. When entering revenue in the web site,
enter numbers only, no dollar signs or commas.

Company Security Level: If applicable, choose the correct level of security for the
facility.

Highest Employee Security Level: If applicable, choose the security level of the
employee with the highest employee security level at that facility.

Corporate Information
* ltems are mandatory

* Type of Relationship with the U.S. Federal Government:
Contracts: This option is for those who plan to respond to federal government
contracts.

Grants: This option is for those who plan to apply for federal government
assistance awards (e.g. grants and cooperative agreements).

Both Contracts and Grants: This option is for those who plan to respond to
both federal government contracts and assistance awards grants.

* Type of Organization: You must choose one of the boxes to indicate the legal form
of your business.
Corporate Entity (Not Tax Exempt)

"1 If you choose Corporation as your status, you must enter the state of
incorporation if incorporated in the U.S. If you are incorporated outside the
U.S., you must provide country of incorporation and check foreign supplier
under business types.

Corporate Entity (Tax Exempt)

71 If you choose Corporation as your status, you must enter the state of
incorporation if incorporated in the U.S. If you are incorporated outside the
U.S., you must provide country of incorporation and check foreign supplier
under business types.

Partnership
Sole Proprietorship

U.S. Department of Housing and Urban Development

Chapter 2 — Steps To Register For Electronic Application Submission (Five Steps) 108
B. Step Two: Register Your Organization With The Central Contractor Registration

Appendix 1 - Information/Data Needed To Register


http://www.sba.gov/size
http://www.sba.gov/size

Desktop User Guide For Submitting Electronic Grant Applications

1 * Owner Information: Mandatory if you have checked "Sole
Proprietorship" as business type. You must provide the name and phone
number of the owner of the business.

U.S. Government Entity

[ Federal
[] State
[ Local

Foreign Government
International Organization:
1 Defined in the Code of Federal Regulations (26 CFR 1.6049-4) found at
http://www.access.gpo.gov/naral/cfr/cfr-table-search.html.

Other
Note: If you are a Limited Liability Partners Company or S-Corporation,
choose Corporation.

* Business Types

Check all the descriptions that apply to your business (you must choose at least one). If
you are a small business, emerging small business, or a participant in SBA programs
such as 8(a) and HUB Zone, this information will be inserted into your registration
directly from SBA. You will not need to enter this information.

If you are a Javits-Wagner-O’Day (JWOD) agency, you will no longer be able to select
JWOD as a business type. You will be authorized by the Committee for the Purchase
From People Who are Blind or Severely Disabled. This information will be inserted into
your registration automatically.

Please note: You should select business types that reflect the current status of
your business. The business types are not an indication of the business
opportunities you hope to pursue.

Type of Organization:

Corporate Entity, Not Tax Exempt City

Corporate Entity, Tax Exempt County

Partnership Inter-municipal

Sole Proprietorship Local Government Owned
U.S. Government Entity Municipality

Federal Government School District

Federal Agency Township

Federally Funded Research and Foreign Government
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Type of Organization:
Development Corporation
State Government

Local Government

Other Governmental Entities:
Airport Authority

Housing Authorities Public/Tribal
Interstate Entity

Planning Commission

Other Business/Organization Factors:
Foreign Owned and Located
Limited Liability Company

International Organization
Other

Council of Governments
Port Authority
Transit Authority

S Corporation

Types of Business: (*JWOD certifications are now validated by the
Committee for Purchase From People Who are Blind or Severely
Disabled. This item is no longer self-certified.)

Architecture and Engineering (A&E)
Community Development Corporation
Construction Firm

Domestic Shelter

Educational Institution

For Profit Organization

Foundation
Hispanic Servicing Institution

Education Entities:
1862 Land Grant College

1890 Land Grant College
1994 Land Grant College

Historically Black College or University
(HBCU)

Minority Institutions

Hospital

JWOD Non-Profit Agency*
Manufacturer of Goods
Nonprofit Organization
Other Not for Profit
Organization

Research and
Development

Service Provider
Veterinary Hospital

Private University or
College

School of Forestry

State Controlled Institution
of Higher Learning

Tribal College (other than
1994)

Veterinary College
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Type of Organization:

Socio-Economic Factors: (* Business Size and SBA program participation are validated by
SBA. These items are no longer self-certified.)

(** These categories require that the firm is 51% owned and controlled by one or more
members of the selected socio-economic group.)

Large Business

Small Business™

Veteran Owned**

Service Disabled Veteran Owned**
Woman Owned**

Minority Owned**

Subcontinent Asian (Asian-Indian) American Owned**
Asian-Pacific American Owned**

Black American Owned**

Hispanic American Owned**

Native American Owned**

No Representation/None of the Above**

Socio-Economic Certifications:
DOT Certified Disadvantaged Business Enterprise

Federally Recognized Native American Entities:

Alaskan Native Corporation Owned Firm  Native Hawaiian Organization Owned Firm
American Indian Owned Tribal Government

Indian Tribe (Federally Recognized) Tribally Owned Firm

Other Socio-Economic Categories:
Community Developed Corporation Owned Small Agricultural Cooperative

Firm
Labor Surplus Area Firm

Goods/Services

* Items are mandatory

North American Industry Classification System (NAICS) Codes: NAICS Codes are
a method for classifying business establishments. You must supply at least one for your
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registration to be complete. If you do not know your NAICS codes, you may perform a
search at http://www.census.gov/epcd/naics02. You must use six-digit NAICS Codes in
your registration. You can add or change NAICS Codes at any time. Nothing precludes
you from bidding on a procurement that has a NAICS code that you have not listed in
your record.

* Standard Industrial Classification (SIC) Codes: Use this section to list all the
classification codes that apply to your products and services. Be sure to list as many as
apply. SIC codes can be four or eight digits, all numeric. You must supply at least one
valid SIC code for your registration to be complete. If you do not know your SIC codes,
you may perform a search at www.osha.gov/oshstats/sicser.html.

Product Service Codes (PSC Codes): PSC Codes are optional, four-character, and
alpha-numeric. PSC Codes are similar to SIC Codes. PSC Codes are used only to
identify services. You may search for PSC Codes at
http://fpdcapp.gsa.gov/pls/fpdsweb/pscwiz.

Federal Supply Classification Codes (FSC Codes): FSC Codes are optional, 4-
numeric digits. FSC Codes are similar to SIC Codes. FSC Codes are used only to
identify products. You may search for an FSC Code by utilizing the link provided in this
section, http://www.dlis.dla.mil/h2 or http://www.dlis.dla.mil/PDFs/h2.pdf.

When typing in your SICs, PSCs, or FSCs, separate them with a comma only, no
spaces. (Example: 1234,5231,9012)

Financial Information
* ltems are mandatory

All registrants must complete this section, except non-U.S. vendors doing business
outside the U.S. and federal government agencies. Electronic Funds Transfer (EFT) is
the U.S. Federal Government's preferred payment method and has been legally
mandated for all contract and assistance award (e.g. grant and cooperative agreement)
payments. Contact your bank or financial institution for the necessary information to
complete this section.

Electronic Funds Transfer (EFT)

Financial Institution: Name of the bank used for EFT/banking purposes. This field will
be automatically filled from the ABA Routing Number provided below.

* ABA Routing Number: ABA routing number is the American Banking Association
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nine-digit routing transit number of your financial institution. Contact your financial
institution if you require assistance obtaining this number. You may also find the routing
number on a check. It is usually the first nine digits in the lower left-hand corner. This
number must be the EFT ABA Routing Number, not the Wire Transfer ABA Number.

* Account Number, Type, and Lockbox Number: Enter the appropriate account
number to which you want your EFT payments deposited and check the proper box to
indicate whether it is a checking or savings account. If you prefer to use a lockbox
service, enter the appropriate account number in the space provided. If you use a
lockbox for your banking purposes, you must also check "checking" under account

type.

* Automated Clearing House (ACH): ACH is the Automated Clearing House
department of your bank. Enter the appropriate contact information for the ACH
coordinator at your bank. This information is necessary should problems occur with your
EFT transfer; payment locations must have a bank contact to call. Note that email
addresses requested under the contact entries refer to Internet email, not a

local area network email address within your office. When entering the phone numbers
on the web site, enter the numbers only; do not put in dashes or parentheses.
[Example: 9995551212, not (999) 555-1212.]

* Remittance Information: This is the address where you would like a paper check
mailed in the event an EFT transfer does not work. Please indicate on the name line the
party to whom the check should be mailed and fill in the appropriate information. If you
use a lockbox and want checks mailed directly to the bank, insert the bank name and
address here.

* Accounts Receivable: Provide contact information for the accounts receivable
person at your company. An email address is required. This is the contact provided to
Defense Finance and Accounting Service regarding EFT payments on your federal
government contracts.

Please note that this contact is not authorized to receive or release information
regarding the CCR registration to any Registration Assistance Center personnel.

It may be beneficial to have the accounts receivable contact also act as the additional
contact for the registration.

* Credit Card Information: Does your company accept credit cards for payment? This is
a YES or NO question.

Point Of Contact

* Items are mandatory
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* Registrant Name: Also known as the CCR POC. List the name of the person that
acknowledges that the information provided in the registration is current, accurate, and
complete. The person named here will be the ONLY person within the registering
company to receive the Trading Partner Identification Number (TPIN) via email or U.S.
Postal mail. The Registrant and the Alternate Contact are the only people authorized
to share information with CCR Assistance Center personnel. It is important that the
person named here have knowledge about the CCR Registration. An email address is
required. Both upper and lower cases are acceptable for all email addresses.

* CCR POC Alternate: Provide name and a phone number for another person at your
company should questions arise when the primary contact is not available.

* Government Business POC: This POC is the person in the company responsible
for marketing and sales with the federal government. An email address is required.
Both upper and lower cases are acceptable for all email addresses. This POC and
contact information, if entered, will be publicly displayed on the CCR Search Page.
All contact methods are mandatory.

Past Performance POC: This POC is that person in the company responsible for
administering the company's federal government past performance reports and
response efforts. An email address is required. Both upper and lower cases are
acceptable for all email addresses. This POC and contact information is optional
and, if entered, will be publicly displayed on the CCR Inquiry web site. All contact
methods are mandatory.

* Electronic Business POC: The EB POC is the person in the company responsible
for authorizing individual company personnel access into federal government
electronic business systems [e.g., Electronic Document Access (EDA), Wide Area
Workflow (WAWF)]. POC and contact information is mandatory. This information will
be publicly displayed on the CCR Inquiry web site. All contact methods are
mandatory. Visit https://wawf.eb.mil to view detailed information on EB POC
responsibilities for WAWF.

Marketing Partner ID (MPIN): This is a self-defined access code that will be shared
with authorized partner applications [e.g., Past Performance Information Retrieval
System (PPIRS), Federal Technical Data Solutions (FedTeDS) etc.]. The MPIN is
used to access these other systems, and you should guard it as such. The MPIN
must contain nine characters and at least one alpha and one numeric character
each. It should not contain spaces or special characters. For organizations
submitting assistance award (e.g. grant) applications, the MPIN allows the EB POC
to approve other individuals within the organization who are authorized to submit
applications on the organization’s behalf.
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Electronic Data Interchange (EDI)

This is an optional section for those doing business through EDI. If you have questions
about doing business through EDI, please contact your local Procurement Technical
Assistance Center (PTAC) by visiting them at http://www.dla.mil/db/procurem.htm.

EDI Contact Information: If you are registering as an EDI-capable company, please
provide an EDI Point of Contact here.
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Appendix 2 - Implementation of CCR to IRS TIN Validation - Frequently
Asked Questions

What is a Taxpayer Identification Number (TIN)?

A Taxpayer |dentification Number (TIN) is a nine-digit number, which is either an
Employer Identification Number assigned by the Internal Revenue Service (IRS)
[http://www.irs.gov/businesses/small/article/0,,id=104331,00.html] or a Social Security
number assigned by the Social Security Administration (SSA)
[http://www.ssa.gov/replace sscard.html].

Why do | have to provide my TIN?

This is not a new requirement. Agencies are required to collect TINs [31 U.S.C. 7701(c)]
and to include the TIN in vouchers submitted for payment [31 U.S.C. 3325 (d)]. Having
the correct TIN in CCR will improve data collection by allowing a single point of data
entry.

Why will the IRS be the authoritative source for TINs?

The Internal Revenue Service (IRS), General Services Administration (GSA), and
Department of Defense (DoD) want to ensure the integrity of the data in the CCR. IRS is
responsible for TIN information; therefore, they will provide accurate information
regarding TIN and Taxpayer Names.

Why is CCR validating TIN information with IRS?

A February 2004, GAO report entitled “Some DoD Contractors Abuse the Federal Tax
System with Little Consequence” (GAO-04-95) recommended that the DoD and IRS
consider a TIN matching program to ensure valid TINs in the CCR to aid in accurate
information reporting, payment certification, and federal tax collection with respect to
vendors. The planned TIN matching efforts will substantially reduce the use of
erroneous TINs by federal agencies.

What if | do not know my TIN?

If you are uncertain about your correct TIN or Taxpayer Name in IRS records, we
suggest that you compare the information you entered with the Taxpayer Name and TIN
information on one of the following documents from the IRS:

1) The original notice you received from the IRS assigning you your EIN
2) Your most recent federal tax return for the business activity
3) Any other recently received notice for the business activity

If your TIN is an SSN, compare the name and number with the information on your
actual social security card.
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Who do | contact with additional questions on TIN validation?
If you are having problems with TIN mismatches in CCR concerning your Employer
Identification Number, please contact the IRS at 1-866-255-0654 (Option 2).

If you are having problems with TIN mismatches in CCR concerning your Social
Security Number, please contact the Social Security Administration at 1-800-772-1213
for additional information and assistance.
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Appendix 3 — Sample IRS Consent Form From CCR Update Website
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Appendix 4 - Example Of A CCR Temporary Confirmation Number
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Appendix 5 - Example Of A CCR Welcome Notice/lL etter

THE COMPANY

Attn:

3025 MAIN STREET

MILWAUKEE, WI 53209

SUBJECT: Central Contractor Registration (CCR) Welcome
Registration Notification to DUNS Number: 123456789

Congratulations on your successful CCR registration! Your Confidential
Trading Partner Identification Number (TPIN) has been assigned and will arrive
in a separate mailing. The TPIN is a confidential number that is required for
subsequent changes and renewal of your registration.

Please review the enclosed Registration for accuracy. The maintenance of your
registration, including renewal, is your responsibility. It is imperative that you
maintain an Active status in CCR, as contracts will be awarded and payments made
only to vendors that are Active.

The preferred method for updating or renewing your registration is via the World
Wide Web (WWW) at http://www.ccr.gov. All you need to do is click on Update my
Registration or Renew my Registration and enter your DUNS Number and
Trading Partner Identification Number (TPIN). Make changes, if necessary, and then
select the Submit button to renew your registration for one year. You must select
Submit even if no updates were made.

For assistance contact the Procurement Technical Assistance Center (PTAC),
http://www.dla.mil/db. Information about the PTAC is also available through your
Small Business Administration (SBA) office.

If you have further questions regarding this letter, please call the CCR Assistance
Center at 888-227-2423.
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Appendix 6 - Example Of A TPIN Letter

THE COMPANY

Attn:

60 MAIN STREET

ANDOVER, MA 01810-5498

SUBJECT: Trading Partner Identification Number (TPIN) Assignment

Your confidential TPIN is: XXXXXXXXXX. Your registration expires on
01/01/2001. The TPIN is a confidential number that is required for subsequent
changes and renewal of your registration. If at any time you feel your TPIN has been
compromised, please contact our CCR Assistance Center toll free at 888-227-2423
or 269-961-5757 (DSN: 661-5757) internationally. The maintenance of your
registration, including renewal, is your responsibility. It is imperative that you
maintain an Active status in CCR as contracts will be awarded and payments made
only to Active vendors.

The preferred method for updating or renewing your registration is via the World
Wide Web (WWW) at http://www.ccr.gov. All you need to do is click on Update my
Registration or Renew my Registration and enter your DUNS Number and
Trading Partner Identification Number (TPIN). Make updates, if necessary, and then
select the Submit button to renew your registration for one year. You must select
Submit even if no updates were made.

If you do not have web access, you may make updates to your registration and fax it
along with your TPIN to 269-961-7243 or mail to:

Department of Defense
Central Contractor Registration
74 Washington Ave N Ste 7
Battle Creek, MI 49017-3084

For registration assistance contact the Procurement Technical Assistance Center
(PTAC), http://www.dla.mil/db, or the Small Business Administration (SBA) office in
your area.

If you have further questions regarding this letter, please call the CCR Assistance
Center at 888-227-2423.

U.S. Department of Housing and Urban Development

Chapter 2 — Steps To Register For Electronic Application Submission (Five Steps) 121
B. Step Two: Register Your Organization With The Central Contractor Registration

Appendix 6 — Example Of A TPIN Letter


http://www.ccr.gov/
http://www.dla.mil/db

Desktop User Guide For Submitting Electronic Grant Applications

Appendix 7 - Example Of A 30 Day To Expiration Letter

The COMPANY OF LYNN

925 MAIN ST

GROVELAND, MA 01834-1515

SUBJECT: Your registration in CCR expires on 09/01/2008.
Renewal Notification to DUNS Number: 123456789

This is your second and final notification. To maintain an Active status in CCR
and continue receiving payments on existing contracts, you must renew your
registration. The maintenance of your registration, including renewal, is your
responsibility. It is imperative that you maintain an Active status in CCR as contracts
will be awarded and payments made only to Active vendors.

Failure to renew your registration will cause all payments to stop immediately.

The preferred method for renewing a registration is via the World Wide Web (WWW)
at http://www.ccr.gov. All you need to do is click on Renew my Registration and
enter your DUNS Number and Trading Partner Identification Number (TPIN). Make
changes, if necessary, and then select the Submit button to renew your registration
for one year. You must select Submit even if no updates were made.

If you do not have web access, you may make updates to your registration and fax it
along with your TPIN to 269-961-7243 or mail to:

Department of Defense
Central Contractor Registration
74 Washington Ave N Ste 7
Battle Creek, M1 49017-3084

For registration assistance, contact the Procurement Technical Assistance Center
(PTAC) http://www.dla.mil/db, or the Small Business Administration (SBA) office in
your area.

If you have further questions regarding this letter, please call the CCR Assistance
Center at 888-227-2423.
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Appendix 8 - Example Of An Expiration Letter

THE COMPANY

925 MAIN ST

GROVELAND, MA 01834-1515

SUBJECT: Central Contractor Registration (CCR) Expiration Notice
Renewal Notification to DUNS Number: 123456789

Your registration in CCR expired on 01/10/2001.

To return to an Active status in CCR and continue eligibility for future
contracts and payments on existing contracts, you must renew your
registration. The maintenance of your registration, including renewal, is your
responsibility. It is imperative that you maintain an Active status in CCR as contracts
will be awarded and payments made only to Active vendors.

The preferred method for renewing a registration is via the World Wide Web (WWW)
at http://www.ccr.gov. All you need to do is click on Renew my Registration and
enter your DUNS Number and Trading Partner Identification Number (TPIN). Make
changes, if necessary, and then select the Submit button to renew your registration
for one year. You must select Submit even if no updates were made.

If you do not have web access, you may make updates to your Registration and fax
it along with your TPIN to 269-961-7243, or mail to:

Department of Defense
Central Contractor Registration
74 Washington Ave N Ste 7
Battle Creek, MI 49017-3084

For registration assistance, contact the Procurement Technical Assistance Center
(PTAC), http://www.dla.mil/db, or the Small Business Administration (SBA) office in
your area.

If you have further questions regarding this letter, please call the CCR Assistance
Center at 888-227-2423.

U.S. Department of Housing and Urban Development

Chapter 2 — Steps To Register For Electronic Application Submission (Five Steps) 123
B. Step Two: Register Your Organization With The Central Contractor Registration

Appendix 8 — Example Of An Expiration Letter


http://www.ccr.gov/
http://www.dla.mil/db

Desktop User Guide For Submitting Electronic Grant Applications

C. Step Three: Authorized Organization Representative (AOR)
Registers With The Credential Provider

What is a Credential Provider?

Credential Providers are organizations that validate the electronic identity of an
individual through electronic credentials, personal identification numbers, passwords or
other identifying information, for Grants.gov. This is the process of determining, with a
degree of assurance, that someone is really who they claim to be. In order to safeguard
information, Grants.gov uses E-Authentication, the federal program that ensures secure
transactions. E-Authentication defines the level of trust or trustworthiness of the parties
involved in a transaction through the use of credential providers.

The Credential Provider for Grants.gov is Operational Research Consultants (ORC).
When you register with ORC, you will receive a username and password, which you will
need to Register with Grants.gov as an Authorized Organization Representative (AOR).
Once your organization’s E-Business Point of Contact has assigned these rights, you
will be authorized to submit grant applications through Grants.gov on behalf of your
organization.

Note: Your organization will need to be registered with the Central Contractor
Registration (CCR) and you will need to have your organization’s DUNS number
available to complete this process. After our organization registers with the CCR,
you must wait 3 business days before you can obtain a username and password.

Note: Beginning August 30, 2007, organizations will have a choice of three
federally approved credential providers to obtain their authentication services -
(1) Department of Agriculture; (2) Office of Personnel Management’s Employee
Express; and (3) and the current provider - Operational Research Consultants,
Inc. (ORC).

HUD applicants who already hold a Grants.gov user name and password through ORC
and submit applications prior to August 20, 2007, do not have to make any changes to
their ORC registration. After August 20, 2007, users will have an option to retain their
registration with ORC or choose from the other credential providers on the list.
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C1. How To Register With The Credential Provider:

= Go to: https://apply.grants.gov/OrcRegister.
Scroll down the page, and enter your DUNS number, and click on Reg |ster
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= After entering your organization’s DUNS Number, you will be taken to the
eAuthentication website where you will be able to create your Username and
Password. At this screen scroll down and select - Get Your Credentials
here: User ID.
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Create your Grants.gov User Name and Password

= On the next two screens you will be asked to confirm your information, create your
own User Name and Password, and click on Submit.

Note: All Usernames and Passwords are case sensitive. Please ensure that you
are typing both your Username and Password exactly as they were created, and
that your "Caps Lock"” key is turned off.

2k ORC eAuthentication User Registratian - Micresoft Internot Fxplarer
8%  Tools  Feip
nckhrnss [ ) Wt ffammthon, comreglconfm. g i =

i
; User Registration
Imatructions
I GRC eAuthentication User Canfirmation

Palicias

General Info Please confirm that the fallawing infarmation is correct than click
i thia SubBrmit Button At the Battam wher findbed,

Agancy Applications

Ligas Selrireatr ation ' Wou are reguesting Level 1 access credentials
[Help Dazk Eirst Mame:
M WTWECA MILLER

Privacy Policy

| Homa Job Title: PROGRAM AHSLYST

Business Address and Phane Number
+51 FTH STRIDT Sw
ROOM 1156
WASHINGTOMN, OoC 20410 LIS
202-708-0667F

~

Primary Diails B, 0Tl s MILLE R UG GOy

If the above information s correct please conbnue with the
process otherwise chck "Make a Change™ to edit the information

Make & Changs
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Print screen continued:

D ORC wAuthentication User Registration - Microseit Internet Explorar
Fils [t Wew Favorkes  Took  Help

Ackbess | ] hetpe:|fa-nuth, crc comr sgfconfrs, g = =y

-
Home Jab Title: PROGCRAM AMALYET

Business Addeess ad Phone Mumber:
S91 TTH STREET 5w
ROGM 3156
WASHINGTOMN, DC 20410 US
B02-F0R-066F

=1
o

Primary Emall: M. VIVECS MILLERGHUD SO0V

1f the above information is correct please continue with the
process otherwise dick "Make a Change" to edt the information

sk & Chanmg

Confirm

L v
Llzpr Plarmme Passwrnrd: Do e

MOTE: ¥Your password must be at lnast & Charackors long and
ifnclude &t &8sst ane Spedial Charactsr, one Humber, and ane
Capital leter,

Secret Question: ®
Secrel Ansveer: ®

By elicking the sulimit bulbon you are confirming that the
Iinfarmation you have provided is accurate and complate.

Subrmit

B b irtenet

4 start
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If all information has been entered correctly, you will receive a notice of Registration
Success. Usernames and Passwords are validated on the same day that you

register.
2N URC aAuthentication User Registration - Micreseft Internat Explorar r- [|:1'|'5<|
© Fle B, View Favorber Took  Help g
i Akdres ﬂ hitpes: [fe- susth cee comfregentreCraakion. jsp L . Ga

" User Ruegistration
ORC eAulhentication Regizlration Success
Your User ID {MVIVECA) has been succasshully reqistered in the efuthartication database,

You may immediately begin using your User 1D and password to access Level 1 applications
secured by the ORC efuthenticabion Credential Sarvice Provider

To use your credential with the www Grants qoy web site, you will need to continue with the -
"Get Started” process. =

10521 AW

Note: It is highly recommended that you print this page for your records. In
addition, you should write your Password on this page for future reference.
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C2. How To Verify Your Registration With The Credential Provider:

= The AOR should go to: https://apply.grants.gov/OrcRegister.
Scroll down the page, enter your DUNS number and click on Register.

Regieter with Credential Provider

W Grants.gov Microeall Internel Leplorar

Fibe  Ect  Veew Favotes  Tooks Mol Liks ) HUDsG G - svddcbrrss | i) it/ facoly. grants goviorcregister | [ Go % -

-
— GRAMNTS .GOW™ Cantast Us  SiteMap Help Home

Hare = Applicsnts = Got Begistered » lodicidual Beaistratios
APPLICANTES
REGISTER WITH THE CREDENTIAL PROVIDER

In order to safeguard the secunty of your electronic informabion, Grants gov utilizes a Credential Providar. It is
the process of determaning, with certanty, that someone really im who chey daim oo be.

The Credential Provider for Grants,.goy i8 Operational Ressarch o
you willl Freckive & usamame and pasiword which you will rwtﬂJ =1 Qv ad an Stbonged

Lrganization ReDresentative [ Dnos your Qroanizaton's E-Buy it 1 has assigned those
rights, you will be guthorzed & it grant appllcatlun- thrnuuh Grants . ucw on nchalr of your grgamnzation .

- Wth Yo register with QRC,

NOTE: Your organization uﬂll nead to be registered with the Central Contractor Reoust

o have your organization's DUNS rumber avadable 1o umuplu!u g process. .-u’h-u

W GPQAMIEARON FRGIEterd

Track My application with thie CCR, you must wait 3 business days before you can obitain & usermama dIIU password.

B To rogister for 3 username and password, enter the Yyour organiz ation s DUNS OH DUNS+ 4 Namber and then
ABDUT CRAMTE.COW dlick the “Register”’ butbon balow,

FOR AGEMCIES

REBOURCES

HELR Step 1 complete the DUNS OR DUNS+ 9 Number field,

OONTACT IS Step 20 Click this Register button.

HITE MAR

DUME or DUNE + 4 Mumbor

T L VIV ..

= At this screen click on Check your Credentials Here.

W sAuthenticalion - Microsall Intarnet Ll

[CCE] and you will nesd

Wide Gk View Pavorkes  Took  Help
5
Q= - O - = &)
Arkire A betpef et hoonecomi
Saarch M oy

Huomm
Instructions

Polices Welcome to the

Goneral infe ORC eAuthentication Credential Service
Agency Applications Qperational Besearch Consultants, Incorporated is o GSA
Uenr AdmmisTanan 2: rm-;.:n Crodantial Servics Provider to tho ofuthentication
Holp Desk

This service & authonaed Eo
Privacy Policy s By the Firatoy s st FIE R rTIT A E rEa
The purposs of eauthendcat o fackinste pubhc acoess to the
Haoirmas sorvices ofered by Government agenoes through use of
L informaton technologios. including on-line access to computers for
purposes of reviewing, retriaving, providing, and sxchanging
INformaton, Thess Credentals can be used bo

authenbcation credantials for

= Suthenbcabe to government websites

& Conkrsct for thes purchaie of goods or gervices of modet
e

= Worty the identity of slectromnic mad correspondants (digital
cartiicate orly )

= Wardy the identity of web servers (digital esrtficsts anly )

= Warly thiss identity of individisals accessing dats servers
idigital osrtificate only)

i & Aardy the inteanty of softwmsre snd documents posted on

dacs warvers (chigital cartficate anlyd

. Gat your Credentials hara:
..I

ME ogf e RKET |

@ Cheack your Credantials hara-:

W et
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= At this screen enter your Grants.gov Username and Password. If you have
forgotten your Grants.gov Password see C3. If You Forget Your Grants.gov
Password. If you have forgotten your Grants.gov Username see C4. If You
Forget Your Grants.gov Username.

4} ehuthentication - Microsoft Internet Fxplorer

i Fle Edt witw Favorkes  Tooks  Hep \?
€ LR S _u_'] l:_] :j pm ‘?;}(qu £ :'__:“;- = . T
¢ Arddress lﬂlﬂpu.:,lfl-ad]‘n—«.k.un..r.m\l’ ‘U‘. a

Search Xy

Instruckinns

Prilicies

Genaral nfi

Agency Applications

T{nuiilrarinn Check
Check Your Registraton Status

The first step in authenticating to the directory s identifyn rseff,

‘Whe

T

you
ook
For?
Ty
your
ques
bk
For
best
ressul
(L]

Ll

ea

|# | User Administration | Please type your L0
m Help Desk Please type your Password:
! Privacy Policy

! Home
!

You
ey
2k
WAt
L

e

h l
] bone 5 B intemat

™ New M... O Costop... | [ ZMa.. -
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= If you enter your Grants.gov Username and Password correctly you will
receive a notice that you successfully verified your registration.

POFEd ROt WENY  FaYRes L= -]

Fucddress | 8] hetos:ife-outh-ds, ore comfserdetfohack, class

s
'_Gu ks ™

Instruchions

Pohos

General Info

Agency spplications

Lisir AcfmmrmsEration
Help Dask

Privacy Policy

Hoarme

Al
N

SUCCESE

You Have successfully verified your
Registration

IF oo e e Elos pogee Ehen your efatfuesnbeator Uses [0 el
Posswnrd are correct, Thivy Should aleo waork on the Granks.goy
wabsite. If vou still exparence problems while ragistering with
Grants.gov, please contact their Customer Support at 1-200-518-
GRANTS -or- SUpRDOrtMarants qov

=R
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C3. If You Forget Your Grants.gov Password

In the event that you forget your Password when submitting your application,
the AOR can obtain a new Password from the Credential Provider. Complete the
following steps:

= Go to: hitps://apply.grants.gov/OrcReqgister.

= Scroll down the page, enter your DUNS number and click on Register.

N Grants.gav - Register with Cradential Provider - Microsofl Internat Explorar

Fils Fdt  vew Favortes Tools  Help Lirds ﬂmﬁ G = Acddvarss mhﬂnt Iiapehy_grents_goviowcRageter W t.o ﬁ = ‘E‘T ’
Ll -
= GRANTS.GOW™ tect Ur SiteHer Help Homs i
Harse = Applicants = 2ol Bogistered = Individual Begistraticr N
APPLICANTES _ .
REGISTER WITH THE CREDENTIAL PROVIDER
In order to safeguard the seounty of your electronic information, Grants.goy utilizes a Credential Providar. 1t 15
ehis procead of determanirsg, with cartinty, thal fomaons raally @ who By claim o b,

1. Whiar you régidter with ORC,
-J.L oy &8 an Authoriged
Qj‘_ ha" 12 :lgn-n-d thoze

L L

Thia Cradential Provider for Grants.gay is Doerationsl Research ©
YU willl FEcEive a u:.ern:lrnu -unlJ un::wuad which yau el r1l:||ﬂ]

Qrganization ReDrs ¥ DR Onos your oroanization's E-Bus ?.U.
nghts, you will be aumurlzna to ubmlt arant -:IﬂDlIC-:“:ICIﬁ’ l:rerul:lrl Grants. Qo on uenalr DT WOUr organization,
MNOTE: ¥Your organization will need to be registered with the Central Contracthor BEeostry (CCR] and you will nesd
o have your organization's DUNS rumber avadable to comalete thii process. After your arganiZation regigteri
Track My Application with thia CCR, you musE wail 3 budmess days balfora youw can obEain § ulernama snd patsward,
Applicant Help | ) a a rar o . ‘& LIS 0 LN 3 Al T
& gt for 5 usermams snd pasiward, snber e your organizetion ‘s [ DR DIRS &  Momibeer and e
ABOUT GRANTE.GOV dlick the “Register’ button below .
FOR AGEMNCGIES
REBOURCES
HELP Step 1 Complete the DUNS OR DUNS* 4 Number field,
CONTACT LIS Step Z: Click the Register button.
BITH MAR DUMNE or DUNS+ 4 Mumbor
< | =
il Dono S B b
B YEF 20T M B T TS T AT, (W BT TTAT S FE] S TSN B YT T o | Ty 3o 8 DT i 08 .
3 " W i s il ~ | WTVECA, N

N O T

= On the left of the screen, click the User Administration link and click on
Forgotten Password
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ORc sAauthantication Crecdaesntial Sarvics

Onmratinnal Reswarch Consuitonts; Incorporated (xo
-

A e

Bal Sorwisa Srnwldes tae

Anproeed O

" i
B FRar s il

Trivacy Palew

B

ViR, P iae
e ]

¥ of el
fi et il

Sl L s g Sp——
smrvmre (digitsl certhicats anlbyl

St your Crecdasnbinlis bharss m

B Pt i A B o G T AT e Gt s Pk

U.S. Department of Housing and Urban Development

Chapter 2 — Steps To Register For Electronic Application Submission (Five Steps) 133
C. Step Three: Organized Authorization Representative (AOR) Registers With The Credential
Provider

C3. If You Forget Your Grants.gov Password


http://apply.grants.gov/OrcRegister

Desktop User Guide For Submitting Electronic Grant Applications

= Enter the Username that you received from the Credential Provider and click the
Submit button.

| Y P e g (W g B et ot 6

[V anwwdard oot

EaTELaprer L TTCr T TP AT W T RS e SR

B Wi P FOTEOTEIT FOLE TSRS Ond,_sol My e this
BB A Fidrer EAEE el TP YOLP AL SS FIoEtar S e i)

FrdrmEEic s e

) Dorem T wl ieserren
v

"Td miart

= You will receive the question that you entered as your Password reminder.
— Enter the answer to the question in the Secret Answer field.
— Create a new Password, retype the new Password to confirm.
— Click the Submit button.

Forgotten Pas

Inatfuctiomn

CRE sAuthentication Password Reser
Policas s

Genaral Info | The Secret Guestian for User 1D MIWVECA 1a:
| Amncy Appleations | rganization Mame (Cap O ) and Hoom & vwiss
Liser Adrmirietraticn |
Help Dask i BEcrat Argwar
1
!

Privacy Palicy

| Hamae
HMaw Password Fl

Confirm Mow Password!

By clicking the sulmit bultan you are caill iy tleat tlie mal

wi hawe provided s accurate and comgpl
[Eubma |
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= [f all information was entered correctly, the next screen will confirm that your
Password was successfully reset. Once you enter a new Password, Grants.gov
will automatically be updated.

I O et bt bt b Ussr Ragissalbisg
Fae  Ha v Bavmes  Toels  Heks

W) hitpe i fe-muth.or o commit e chearrgeEntry . me - ﬂ E

Microsafl Intermel §upliorsre

——— =
i} =g, —
BT Py T o L )

GRC sAuthentication Basswro vl st

| General info The Passward for Weer 107 MyVECA has been successhully
| reEat

Agmncy Aoplicabions
st Ammenestr atisn

| Heip ek

A i - sy G e e Bty

* You can also obtain your Password by contacting Operation Research
Consultants (ORC), the Grants.gov Credential Provider at 800-816-5548 or 703-
246-8536 between 7:30 a.m. to 6:00 p.m. eastern standard time or via email at
eauthhelp@orc.com.
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C4. If You Forget Your Grants.gov Username

The AOR must contact Operational Research Consultants (ORC), the
Grants.gov Credential Provider at 800-816-5548 or 703-246-8536 between
7:30 a.m. to 6:00 p.m. eastern standard time or via email at
eauthhelp@orc.com. You may be required to re-register.

Note: If you are required to re-register with the Credential Provider, you
will need to re-register your Username and Password with Grants.gov.

Note: Your registration is not finished until Steps Four through Five are
completed.
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D. Step Four: Authorized Organization Representative (AOR)
Registers With Grants.gov

The AOR must register with Grants.gov in order to submit an application for
an organization. You can register with Grants.gov on the same day. Follow
the steps below to register with Grants.gov. See also Grants.gov
Organization Registration Checklist at
http://www.grants.gov/section3/OrganizationRegCheck.pdf:

Option 1:
1. To register with Grants.gov go to:

https://apply.grants.gov/GrantsgovRegister

2. Goto#9.

Or

Option 2:
3. At any screen, click on Get Registered.

3 Home - Microsoft Internet Explorer

Fle  Ede vew  Favortes  Todls b e @] HEGY & - QLT ——— v oo ‘a'.j' &' :
e

#
= [
. GRANTS. GOW"™ Contact s SiteMap  Help

FOR APPLICANTS 4 Ly L e T \
o E J TR %
About Federal Grants a3 / o - T F_
Get Registerad = ab N {;

Find Granl Opportunities

Sign up lor
our newsletter

gubmit »
Apply for Grants

Track My Application Fiﬂd. Appiy“ SHCCGEda-

Applicant Help
ABDUT GREANTS.GOY Grant= gqov allows argarnzations to eectromcally e and apply for more than 400

Quick Links
» Gr
want Erngil

billion in Federal grants. Grants.gov is THE single access point for over 1,000 grant
programs offered by 3l Federal grant making agencies. The W5, Departmant of
RESOURCES Hiralthy amd Huemam Seervices o proud to be the manasgiog partnoe>e for Gronts.gowv, an
initiative that is hawving an unparalleled impact on the grant commumnity.

FOR AGENCIES

HELP
CONTACT LIS = oy ad_absoul Graribs, gow an Ehs
IEws
SITE MAF
e Gran aorburnbics for Lhe
last 7 days

;i. *E.Ggov EIRSTGOVi  (B&Refits.gov-

- i
| & 7nsmooe
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4. Click on Organization Registration.

2 Grants, gav - Microsoft Internat Explorer

Abuut Federal Grants GET REGISTERED
Gl Registensd
an Registration the process of finding and applying for Fediers grant np:umunities.‘ 1€ pou plan to subit
Wl and your rqanation must complete the Grants.qo reqisiration pmeess. 1F you will be
mellmy appbcations on behalf of an orgermzatan, you shindd FIRST regeter your orgamzation usrg e steps below, I
Find Grant Opportunities wal wil be registening to submit applications as an mdividual, and not on behaf of any organization, you wil slso be
required to complets & registration process. Refer 1o Bemster 35 an Indiwidusl information to create a Grants.qow account
o you can aybmit apploations for appicable grants an an indwidual, Pogistesing ako dloews you Lo track yowr applcation
Track My App 2 ctatug

Apply far Grasts

Applicant Help

Thar Grants.gov negistration procss ivalbes threo basic stieps,
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5. At this screen click on Register Your Organization.

A Grants.gov - Mlorosofit Internet FCxplorer !—- |ﬁ-'|r3_'c
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Gel Registersd

his is whara the procass of registaring your arganization for accass to Grants.gov
will need your anganization's Data Universal Numbear Systam
you will need Lo register with the Central Contractor Registry
already done so.

b Orga on B

Rngi

Individual Registration
Find Grant Opportunities
Apply for Grant:

Track My App

Applicant Help
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REGISTER WITH CCR

This Carteal Comtractor REgiEtry (CCR) id the cantrsl Qovarnment repatitory i

tsans working with the Federal government. CCR validates applicant

i allows for shar d data with Federsl sgencaes,
drielE Tramafas.
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7. Click Register with Grants.qov.

5 Granls.gov - Microsoll Inlernel Explorer
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9. Enter your Username and Password supplied by the Credential Provider and
click on Register.
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10. Complete all information on the Authorized Organization Representative User
Profile screen and click Submit.
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11. After you have completed the profile, you will get an AOR initiated confirmation

screen. You will need to have your E-Business POC login and authorize your
profile.
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= Upon following all steps correctly, the E-Business POC will receive a notice
stating that someone has registered to submit grant applications on behalf of

your organization. See Chapter 2, E1. Example of An Email Received By E-
Business POC.

=  Once the E-Business POC of your organization assigns the Authorized
Applicant Role to you, you will receive an email stating that you have been

designated as an AOR and will be able to submit applications. See Chapter
2, E3. Example Of An Email Received By An AOR.

Note: Your registration is not finished until Step Five is completed.
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E. Step Five: E-Business Point Of Contact (POC) Gives Authorization
To AOR

This is the final critical step in the registration process. Once a potential AOR
registers with a Credential Provider and Grants.gov, the E-Business POC will
receive an email stating that someone has signed up to become an AOR for their
organization.

E1. Example Of An Email Received By The E-Business POC

support@grants.gov
11/04/2005 10:13 AM

To: dorthera_yorkshire@hud.gov
cc:
Subject: Applicant Requesting Grants.gov AOR Status

An individual from your organization has registered with Grants.gov and requested to be
designated as an Authorized Organizational Representative (AOR) for your organization.
Designating this person as an AOR will allow him to submit grant applications to Federal
Agencies via Grants.gov on behalf of your organization. Note: The user will not be able to
submit an application on behalf of your organization until this designation process has been
completed. To access the e-Business Point of Contact (EBiz) section of Grants.gov, you will be
prompted for an ID (use your organization's DUNS number) and a password (use your organization's
CCR MPIN), which was assigned to your organization when it enrolled with the Central Contractor
Registry (CCR). If you have forgotten your organization's CCR MPIN password, contact the CCR by
calling 1-888-227-2423 or by clicking http://www.ccr.gov/. As the CCR e-Business Point of
Contact, you are the only person authorized for your organization to approve this individual as an
AOR. Please log in to the EBiz section of Grants.gov at
https://atapply.grants.gov/AorMgrGetID to authorize this individual to perform this function. If
you determine that this individual should not be assigned AOR access, do not update the user roles
when you review the request in Grants.gov. If you have questions regarding the EBiz role
assignment process, information is available on the site at
https://atapply.grants.gov/AorMgrGetlD and clicking the help button in the upper right corner.

Information is also available in the Customer Support section at support@grants.qgov.

The E-Business POC will then need to authorize the AOR as the agency
representative approved to submit applications on behalf of the organization before
that person can submit an application.

Note: If an AOR has not been authorized by their E-Business POC, the
submitted application will be rejected.
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E2. How To Authorize An AOR To Submit Applications On Behalf Of
The Organization

This section of the Grants.gov site is designed to provide the designated E-Business
POC from an applicant organization the capability of designating, or revoking, the
privileges of the AOR. The AOR is the organization’s authorized submitter of a Federal
grant application. See also Grants.gov E-Business POC Registration Checklist at
http://www.grants.gov/section3/EbizRegCheck.pdf. To authorize an AOR to submit an
application on behalf of the organization follow the steps below.

Option 1: Go to https://apply.grants.gov/apply/AorMgrGetID.
OR

Option 2: At any screen with Quick Links, Click on E-Biz POC Login.

g ups for
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The following pages discuss the next steps for Option 1 or Option 2.

U.S. Department of Housing and Urban Development

Chapter 2 — Steps To Register For Electronic Application Submission (Five Steps) 144
E. Step Five: E-Business Point of Contact (POC) Gives Authorization to AOR

E2. How to Authorize an AOR To Submit Applications On Behalf Of The Organization


http://www.grants.gov/section3/EbizRegCheck.pdf
https://apply.grants.gov/apply/AorMgrGetID

Desktop User Guide For Submitting Electronic Grant Applications

= Enter your DUNS and MPIN and click on Login.
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If you do not know your MPIN. See Chapter 3, ES8, E- Busmess POC Don’t Know
Your MPIN?

The next screen welcomes you to the “E-Business Point of Contact” section where
you will be able to add and revoke AOR privileges.

= On the left side of the screen, select Manage Applicants.
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= Click on the boxes next to the names of the AOR that you are assigning rights and
click on Reassign Roles.

= At this screen: (1) You can authorize an AOR to submit applications on behalf of the
organization; (2) You can delete an applicant; and (3) You can remove an AOR’s
authorization to submit applications on behalf of the organization.
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Note: An organization can have more than one AOR and, as a result, each
AOR can submit an application for the same grant program. Keep in mind
that HUD will only accept the last application submitted in Grants.gov by an

organization.
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= In this screen shot the User is not assigned a role. The Current Roles box
indicates — No Remaining Roles. Use the arrows to move the roles from
one box to the other.
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» In this screen shot the User's Current Roles box has been changed to
Authorized Applicant.
= Click on Continue.
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= At this screen, the E-Business POC will receive a notice that The role has
been successfully reassigned.
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= The AOR will receive an email advising that the E-Business POC has
provided them authorization to submit applications on behalf of their
organization. See Chapter 2, E3, Example of An Email Received By The
AOR).

= Click on Continue to repeat the steps if you are assigning rights to multiple
AORs.

Note: Repeat the steps if you are assigning different rights to multiple AORs.
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E3. Example Of An Email Received By The AOR

The AOR will receive an email advising that the E-Business POC has provided
them authorization to submit applications on behalf of their organization.

Example of an email received by the AOR

To: ERIC_C. GAUFF@HUD.GOV
cc:
Subject: Grants.gov AOR Authorization

You requested access to submit grant applications through Grants.gov on behalf of
your organization. The e-Business Point of Contact for your organization (as
indicated in the CCR, http://www.ccr.gov) approved the request so you are now
authorized to submit grant applications through Grants.gov. Your role is known as
the Authorized Organizational Representative (AOR) role, which is a person
authorized to submit applications on behalf of the organization. Click
http://www.grants.gov/Apply for instructions on how to apply for grants.
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E4. How To Check Your AOR Status
An AOR can check their status by:

Option 1: Go to https://apply.grants.gov/ApplicantLoginGetID

Or

Option 2: Go to http://www.grants.gov, under Quick Links, click on Applicant Login.
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= On the left side of the screen, click on Manage Applicant Profile. In this section of
the site you can update information in your applicant profile, such as your name,
telephone number, email address, and title.

FEX

' . » » n
R R Vew Faotes Tok teb ks @roer () v adiess [ oo rents.ooviosicanto v () G0 @ .';";tr

&) Grants gav - Grantars - Microsoft Internet Fxplorer

} For Applicants About Grants.gow Resources [or Agencies
-
:“" GRANTS.GOWVY Cuntacl Us SiteMap Help Hume
Home > For Apphcants A
Welcome,
MY MILLER

L
alk]E AppICan Frofie
L inggo A

gt of Grants.po
: Welcome to the Applicants section!

‘fou hawve successtully reqistered with Grants.gov, You can now use this sechon of the site to manage
your applicant profile and to check the status of your applications.

Check Application Status

Oince you have submitted an application, you can check the status of your application submission in this
section. You can identify your application by CFO& Mumber, Funding Opportunity Humber, Competition [0,
andyor Grants,gov Tracking Humber, The following status information is provided:

« DatefTime: The date and time Granks.gov recaived your application.
» Status; Application statuses include the following;

+ Received: Grants.gov has received the application, but the application is awaiting validation,

» Wabdated: Grants.gny validated the application and it i< availahle for the agency tn downlnad.

+ Received by Agency: 1he agency has confirmed receipt of the application package.

+ Agency Tracking Mumber Assigned: The agency has assigned an intemal tracking number to
Yyour application. This is the |ast status that Grants.goy tracks. Updates beyond this must be
checked with the agency directly. Note: All agencies do not assign tracking numbers. If you do
not sen an agency tracking number, this doas not infer that the agency did not recaive or
process your application. The assignment of tracking numbers is based on the policy of &
particular agency.

+ Rejected with Crrors: Grants.gov was unable to process your application because of an errors)
and cannat accept the application untl you comect the errors and successfully resubmic the
application. You will receive email notification with information on how to address the errars), v

B

Print screen continued on the next page.
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» Your status will be either AOR Request Sent or Approved.

3 Lirants.pav - Grantars - Microsoft Internet bxplorer
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) 3
Fur Applicants Abuul Granls.yuov Fesvurces Fur Agencies I
- ) N
LE_—-' GHANTEGOVW Contact U kiteMap Help Home
Welcome, Home > For applicants » Manage applicant Frofile
MY MILICR h]
Manade Applicant Profile Appl Icant Profl Ie
Lpoum of Grants.A0y
Finsi: Grants Last:  |GovAdemin
Tal: Emall: | suppom@grans.gov
Title: DUIHS#:
AR Status: A0R Rrousst Sent
AN Gl
& 5 @ ame
=y M T el ERTRTTTA TN B Federad Tyl Bropes
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U 07

+J start CE S [EE o

Print screen continued on the next page.
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3 Grants.gav - Granlors - Microsoll Inlernel Exploner

Fla Edt Vew Favortes Tooks Help Links 48] HUCMS" 0 L Peddrass | ] herprssffapely.grants.gavisppkeantioc v | [0 o G " .'}’
’ 3
For Applicants Ahout Grants.gne Besources For Agencies
hh:._h: GF‘ANTSGGV”’ Contact Us SiteMap Melp Mome

walcome, Home » For spplicgnts » Manage Applicant Profile

Clisck Application States Applicant Profile

annde Applicata Prafile

Lopourt of Gyarlsapmy
Finsl: (LT L ast: MILLER
Tel: 20E-FUE-068 ¢ Email:  [M._vIVEGA_MILLEREHUD. GO
Title; FROGRAM ARNALYET DUHS*:I:'
AOR Status: approved

-'a farrdcripl copen el sl A oo aiiPr ol BeT sy I D=Manapshpphc st Prol e’ | nairFr ane'} é B Lot
Diarhars Diopf QR TO008 2300 Do Faderal Tophr Pracna

* Yo v reew sl “hee|wvECA (el
i4 start el -l " M., e R e 7wy HISPM

= |If your status is Approved, you are authorized to submit applications on behalf of
your organization.

= |f your status is AOR Request Sent, you have not been approved and you should
contact your E-Business POC and have them authorize you as an AOR with
Grants.gov.
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CHAPTER 3 — APPLYING FOR A GRANT

Applying for a grant at Grants.gov can reduce your costs and the time required for
finding grant opportunities and processing your application. In addition to its efficiency
as a one-stop storehouse of grants information, the site provides access to multiple
grantors and reduces paperwork, postal costs and storage costs.

General Download Instructions

By downloading a grant application package, you can view it offline, giving you the
flexibility to complete the application when and where you want. You can also route
it through your organization for easy review and then submit it with a simple click.

Before you apply, remember you must be registered, and you must have the Funding
Opportunity Number (FON) and/or CFDA number of the desired grant. If you enter more
than one criteria, you will not find the instructions. HUD programs made available at
Grants.gov can be found at https://apply.grants.gov/forms_apps_idx.html. On that site
insert the CFDA number for the program in which you are interested in downloading.
Click on the Download Application & Instructions link.

You will be given two items. The first is the Download Instructions. The Instructions
contain the General and Program Sections to each funding opportunity, as well as forms
that are not part of the application download but are included as elements of a complete
package as specified in the published NOFA. The second item is the Download
Application link. You do not need to be registered to download and read the
instructions or complete the application — once you have downloaded it you must save it
on your computer.

Each program NOFA also includes a checklist. Please review the checklist in the
program section to ensure that your application contains all the required materials.

Electronic Grant Application Forms. Forms contained in the Instructions Download
are available in Microsoft Word (.doc) (version 9 or earlier), Microsoft Excel (.xls) or
Adobe (.pdf). The pdf files are only fillable forms — not savable.

The Application Download will contain a cover page entitled “Grant Application
Package.” The cover page provides information regarding the application package you
have chosen to download, i.e., Opportunity Title, Agency Name, CFDA Number, etc.
Review this information to ensure that you have selected the correct application. The
Grant Application cover page separates the required forms into two categories:
“Mandatory Documents” and “Optional Documents.” See also B.5 How to Complete
Mandatory Fields in the Application Package.

Note: Reqardless of the box in which the forms are listed, the published Federal
Register document is the official document HUD uses to solicit applications.
Therefore, applicants should follow the instructions provided in the General
Section and Program Sections of the Instructions Download.
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The NOFA sections will also identify the forms that may be applicable, if so, they need
to be submitted with the application. See also B.2 Program NOFA Section.

Be sure to read and follow the application submission requirements published in each
individual program section (NOFA) for which you are submitting an application.

Because you will be adding additional attachment files to the downloaded application,
applicants should save the application to their hard drive.

Note: Do not download the application or attempt to upload the application using
a “thumb” or “jump drive”, as Grants.gov has found that applicants have
problems uploading from the jump drive.

You are now ready to download the application package and begin the four-step
process to apply for a grant.
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A. Apply Step 1: How To Download A Grant Application Package And
Application Instructions

A1. How To Download Grant Application Instructions

The Grant Application Instructions is a zip file that contains the Notice of Funding
Availability (NOFA) instructions, which includes the General Section and Program
Sections of the NOFA. It also includes forms, which are not part of the application page
found at Grants.gov. These forms should be completed and submitted as attachments
to your application.

a. To access go to http://www.grants.gov/ and select Apply for Grants.
b. Next, click on Download a Grant Application Package and Instructions.

3 Grants.gev - Microsoft Internet Explorer I'-_"E]E
Fle Edt View FEavorbes  Took  Heb Links §§] HUEEA - o - 1 Ao ] berp: e cranis. gowlspcbesresisen + | [ 50 'ﬁ z ,?
-
[
h'h_-—~ GRANTS. GOW® Coortact L SiknMap Hislp

Horme = Far Applicants »
FOR APPLICANTS
About Federal Grants APPLY FOR GRANTS
Get Registered
Find Grant Opportunities Applymg _.|_I Grant=.gow can reduce your cosls .|r1|_J thie 1|r!'||: regquiriedd o hind )
) oppartunities and process your application. The site provides access to multiple
*Apply for Grants granbors and reduces pogerwork, postal costs and storage costs, moaddibion to it
Track My Appl efficiency as a one-stop storehouse of grants information.
Applicant Help
By diownloadeng o grant apphoaton package, you can saew ol offie, geong oo the
ARDUT CRANTS.COV flewbility to complete the application when and where you want. ¥ou can also route
FOR AGENCIES it through wour orgarnzatoe for cosy eovaiess ancd Tl cubaml b wath o senpdo chck,

RESOURGES Before you apply, remember you must be ragistered, and you must have the Funding

HELP Cypporturaty Murnbesr (FON) andfor CEDA numbser ol the dieseried gront. Onee thosas
steps are complete, yvou will be ready to download the application package and begin
GONTAGE L% thee d=lop process Lo apphy for o geant:

SITE MAP ~ —————

Step L: Rownload a Grant Application Package and Instructions

Yow shoudd buneee Ehee FOR andfor CF0& rumbesrs, 1F 5o, you can Biid Ehe apphcaton
package at the following page. If not, returm to Find Grant Opportunities Find Grant
Cpportuntios to search for this mformation,

In order to view the application package, you will need to install the Puracdge

Wigw e, [Ink bo o semall, free progeam thatl provdes access bo the grant apphoaton.

To operate the PureEdoe Viewer, your computer must meet certain system

reguinsEmentls . IF you are O non=windows osees, pleasne refor o thic support oo,

-
L ¥
& © tnterrer
L '

14 start T8 Qs oo L O M. TIENNs 51 - Ll wy, a0 em

c. Atthe next screen, enter the CFDA Number OR Funding Opportunity Number
OR Funding Opportunity Competition ID to access the application package and
instructions.

Note: If you enter more than one, you will not find the instructions. We
recommend using the CFDA Number.
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d. Click on Download Package.

2} Grants.goy - Download Application Package - Microsoft Internet Lxplorer IZ"'E:"E
- - o = - ;
| OHe bdt Vew Favontes ook Hep Punks @toan @ . iddress | ) httpe:(fapply.grants.govflorme._spps. v &n 'a‘_ - _-:F
’ For Applicants About Grants.gov Resources For Agencies
[
‘_L:-- GRANTS.GOWV® Contact Us SiteMap Help Homne

Homeg » Applicants » Apply for Grants »

APPLICANTS

About Federal Grants

DOWHNLOAD APPLICATION PACKAGE

et Hegistered

Find Grant Opportunities

S Mote: ou will need to download and install PureCdae Viewer, prior to downloading an Application Package,

Track My Application lo download an application package, enter the appropriate CHDA Number OK Funding Opportunity Number
applicant Help and click the "Download Package” button,
ADOUT GRANTS.GOY
CFOA Number:
FOR AGENCIES
REBOURGES Funding Opportunity Number: .
HELP Funding Opportunity Competition 1D: .
CONTACT US | Downlosd Package << ——————
EITE MAR _ _ _ _
If vau do not remember the Funding Gppartunity Number for the grant opporbunity, retum ta the Eind Grant
Cpporturities section to locate the grant opportunity and then return to this scraen to anter the number.
] Done 5 @ ttemet
P —— - - -
iy start ol - TR n,. (n. [Tzr = s - Lo Uy 404 FM
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e. At this screen, click on Download at the Instructions & Application box.

The instructions contain the SuperNOFA General Section and Program Notice of
Funding Availability (NOFA) along with any additional forms not found in the
PureEdge application needed to create a complete application submission.

3 Download Grant Applications - Microsofi Internet Explorer r._"E'|E|
Fls ER Vew Fovodes Tods  Hel Links 48] HUDE o - v | 8] hitpe flapply grares goviagencyiGers v | [ Go ‘F; -
’ For applicants About Grants.gow Resources For Agencles
:-::- GHANTS-GDV‘- Contact Lis SiteMap Help Hame
Home * Applicants * Apply for Grants

SELECTED GRANT APPLICATIONS FOR DOWHNLOAD

Downlead the application and its instructions by selecting the corrasponding download link, Save thesa files to your computer for future refaranca
and use. You do not need Internet access to read the instructions or to complete the application once youw save them to your coOMpUTEr.

before you can wiew and complete an application package, you must have the PureCdge vlewer Installed. Click Here to dovwnload the
PureFEdge Yiewer il you do ool have il inslallod already.,

Bl 15 0 st of thee applecalsondS) curnently aovanlabalie For the CRDA andfor Fundeng Oppostunty MumBiers Bhat yow eonteeod.

To dowenload the apphestion nsbrodions or pockage, chek the correspornding doseload ek, Yoo wall thcee B afalee bo coee Bhie hles om youe cormpe e
far future raferanca and use.

Lipportunity Instructions F
CFDA Number Competition ID Competitlon Tide Appllcation

14870 FR-5030-M-31 BFH-H ROES Family g Daparmant of Housing and Wban

Homowmearship Devaloprent downtoad
&) pose B et
15 start TE QA Ve, (Bm. [TEr - s - | Doy A0PM

f. Also at the above screen, Paragraph 2 indicates that, “Before you can view and
complete an application package, you must have the PureEdge Viewer
installed”. See Chapter 3, Applying for a Grant, A3. Install the PureEdge
Viewer.

Note: Grants.gov updated the PureEdge Viewer from Version 6.0 to
Version 6.0.2. If you have the older version on your system, you will need
to uninstall and install the new version. Until you do so, you may not be
able to open the applications.

“How to Download Grant Application Instructions” is continued at A3.
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A2. How To Receive Emails Of Changes To The Grant Opportunity

Once you have identified a grant opportunity that you wish to apply for on

- - If a grant
Grants.gov and you are ready to download the application and opportunity is
instructions, you can also reqister to receive email notifications regarding reposted on

any changes to the grant opportunity. You will be emailed in the event Grants.gov with

anew
the Opportunity is changed and republished on Grants.gov before its | competition ID,
closing date. you will be
required to
. . . . . . . download the
Changes include modifications to the application or instructions, or the new application
reposting of the opportunity on Grants.gov. and submit it
electronically.

To register for updates, submit your email address when you download the
specific grant application and instructions on the Download Opportunity

Instructions and Application page.

5 Iremnload Opporlunily Instruclions and Application - Microsoll Infernel Explorer

= =
Fls  Edt  Wew Favorter Took Helb Links 8] HUC <) pddress | ] hitpe [lapphy.oranks. gov/ sgeneyLipds GO G ) ,’f
’ ]
For Applicants About Grants.gov Hesources For Agencie I
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h.h—'__ GRANTS.GOWY Contact Us SileMap Help Home

DOWNLOAD OPPORTUNITY INSTRUCTIONS AND APPLICATION
tou have chosen to download the instructions and application for the following opportunity;

CFDA Number: 14.870: Resident Opportunity and Suppartive Services
Opportunity Number: FR-5030-N-31: ROSS-Family Homeownership
Competition T0: RFH-31

Competition Title: ROSS Family Homownership

Agency: US Department of Housing and Urban Development

Opening Date: 03,/02/2006

Closing Date: 02/08/200&

IF you would like to be notified of any changes to this opportunity please enter your e-mail address below, and you will be e
maled in the event this opporturity 5 changed and republished on Grants.gowv before its cdasing date.,

ownload the instructions and application by selecting the download links below. While the instructions or application files may
open directly, you may save the fles b your compuber for fubure reference and use. You do not need Intermet acoess o read the
instructions or the apphcaton once you save them to your computer.

1. Download Application Instructions

2. Downlood Application Package

4
Ejnuu B btermt

8] hatpe [ annke. grant 5. gevfageneyfUpdateOfFar hd=110 8 tribeera =
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A3. Continuation Of How To Download Grant Application
Instructions

a. After you have signed up for the email notification, you can continue with the
download of the Grant Application Instructions. At this screen, select
Download Application Instructions.

W Denwnload Opporiunity Instrustione and Applicatian - Mierozefl Internel Explorer
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DOoOWNLOAD OPPORTUNITY INSTRUCTIONS AND APPLICATION
You have chozen to download the nstructions and application far the following oppartumty

CFDA Number: 14 2870 Resident Opportunity and Supporbive Services
Opportunity Mumber: FR=5S030-R-21: RODSS-Family Homeownership
Competition T REH-20

Compatition Title: RO=S Family Hom ownership

Agency: US Dapartmeant of Houzing and Urban Davelaprmant

Cipaning Date: O3/02/0006

Closing Datve; 08/ 082006

If you would like to be notified of any changes to this opportunity please enter your e-mail address below, and you will be &
mailed im the avant this sppartunity i changed and republished an Grants. gow bafore itz dosing date,

Download the instructions and application by selectng the download links below. While the instructions or application files may
apen directly, you may Save the files o vour computer for future reference and use, You do not need [Ntermel Sccoess o read the

IFEruUctions or the apphcation Gncs you Save them Lo your oo mputér,
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2, Dowenload Application Packaoe
~
<
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b. At the next dialogue box, click Yes to continue and then click Save to save the
mstrumn to your computer
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c. On this screen, select a location on your computer to Save the Application
Instructions. You may want to create a folder for your grant applications. Be
sure to write down the location where you saved the instructions so you
can find them later.

3 Dawnload Opportunity Instructians and Application - Microsoft Infernet Fxplorer
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d. The next dialogue box will indicate — Download Complete. Click on Close. This
will return you to the Download Opportunity Instructions and Application page
where you can download the application package.
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A4. How To Download A Grant Application Package

Once you have downloaded the application package, you can complete it offline. This
is a feature that allows you to share the document in your office and complete it at your
own pace.

Instructions are available to assist you on the application package cover sheet to
explain how to open and use the forms in the application package. Also, you will have
direct access to the agency application instructions, which will include all the necessary
information on what is required for your submission.

Note:
- Save your application to your computer as changes are NOT automatically

saved.

Remember to click the Save button when you have completed the package

and are ready to submit it.

The package cannot be submitted until all required fields have been

completed.

a. To download the Application Package from the Download Opportunity
Instructions and Application page, select Download Application Package.

2 Download Opporiunity Instructions and Application - Microsofl Internel Explorer
PP ¥ L P
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DOWNLOAD OPPORTUNITY INSTRUCTIONS AND APPLICATION

Tou have chogen to download the mstructions and applcation for the fallowing opportunity:

CFDA Number: 14870 Resident Oppartunity and Supportve Services
Opportunity Number: FR-S030-M-Z1: ROSS-Family Homeownership
Competition [D: RFH-21

Caompetition Title: ROSS Farmily Homownership

Agency: US Department of Housing and Urban Development

Opening Date: 053/02,/ 2006

Closing Dabe: 082/08/2006

I vou would like to be notified of any changes to thiz opportunity please enter your e-mail address below, and vou will be e-
mailed in the event this opportunity is changed and republished on Grants.gow before its dosing date.

[ Subrma |
Download the instructions and application by selectong the downlaad inks below, While the instructons or application files may

[=l=L- 3] clires 1|V_. WO May sauve the files o WP SO U e for future reference and use. You do not need Intermet access to read the
instructions or the application once you save them o your computer.

1. Download Application Instructions
7. Download Application Package (‘
I
N

|

o Eleeret

[ - R
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b. As the application downloads, it will automatically open in the PureEdge Viewer. lItis
recommended that you immediately save the application after it opens. Click on

the Save button. Give the application a file name and save the application in the
location where you saved the Application Instructions. Click Save.

T hinpfap ply. grants. govlo pperiunitiosfpackages foppFR- 5030 -H-31 cfdal4. BIO-cidRFH. 31, x0d - Microsafl Internel Explarer

Fils Dt Vew  Favoites  Tools ek Lk ) UGB & - PRSI - T ———— [= a.j ~ ?}T 4
w|ud] o] ] sl o ek =] @) w2 @) @ ediEEEs | !
B Save| Buiet]  Cancal] Check Package for Errors | I
) -~
- -.—,/\.-.1—.;—;\4- IGrant Application Package

Opportuni ROSS Family Home swnemhip [This slectienic grants appiication is intonded 1
Offering A WS Dapartmant of Housing amd Unban Dawvalepimsnt b sed to apply for the specific Federal funding
T E— opporiuniiy referenced here.
aEfe
[Resident Opporunity and Supporive Services If the Fedeial fundiing oppominity lsted is aot the
FR S0 N3 1 apportunity for which you want 1a apply, clase
; (this appllcation packags by clicking =n the
[RFH-11 “Camcel” bution at the tap of this screan. You will
0308 2006 then noed 1o locate the comect Foderal funding
£ - ad
Dppoitunity Closs Date;  PUDEZ006G Srra s app and Ehan
Aagency Contacn Danhara Yorkaline -~

Frogram Analyst

Eamail: orthera_Yorkshivearhod.gow ik

This apportunity s only open te arganizations, applicants whoe are submitting grant applications on bahall of a company. state, local or trklal
gowveinment. academia, or ather type of oganization.

* Application Fillng Hame: |

Mandataiy Dacuimsnts [ —— Mandatarny Completed Documents for Subimisslon
phcation for Federal Assistance (S5F-324) Bubmisslan Lt
AUD Facsimile Transmitial —]
dtachmenis
Kaws Famm bs
[ 18 i

PMWNMBMHE it imnfpaciapes foppTR:S000. 0411 claka i 4. RT0-CI0RIT 21, xid - Micieeel ininrnal Explorar.
SAVE FIHIM: Specily Filename |‘E|EI - . = | ] hitp [fapply rants, goviopeotinties [~
Savn it | 27 HUD GRANT APPLICATIONS =] &= M o EN-
3
. . -
Grant Application Package
— 11& electianic nt'm!d‘a]-nmmh I,md-;jt:‘-.
70 AOGS T | [' Sao I Daiel 1 o wrsial to apply lor the speclfic Federal funding
File name: [IIIJD B4 A70 ADSS FAMILY HOME WHMERSH Lk ol SLLLLL ﬂ“bﬂ‘lﬂwlﬁlﬂﬂdhﬂj.
sninetf o I - Cancel _ ) ) "
| ] e s e Federal funding opporwuniy lsod is not the
nt ia 8 §
Cpportunity Humbes: 30 H-31 -'gm'::lmm“uﬁlﬂ';mﬂzm
Competition I 4 _JX__ 5 ‘Cancel” button at the top of this scrmsn, Yo will
alu: 2006 on naed 10 lacate the carect Fadaral funding
Opportunily E_""" Datat — pportunity, dowriload s application and then
Cppottunity Close Date: ?_I:I_Dﬁ-_ Ll : apply.
Agency Contact: wia Yorkshire o -
Lam Aavalyse
il: Doithora_Yorkshinea hod. goy _',
This sppariunlity s on 12 arganizatizns, applicants whe are submining geant applications on behall o1 a cempany, stare, lacal o tilzal
ipowaininent, academim, or othier nype of arganlzatdan.
* Application Fillng Mame: |
l!alﬂlelrr_)l_ch:-El_ L Meve Faim be Mandatory Completed Documents for Submission
pphcativn for Federal Assiglence (3F-424) Huhmenion Lk
LD Facamila Transmitial
Atachmems —]
Waua Fam ks
Pincasmants Lig
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c. The application and instructions have been saved in the same location.

% HLD GRANT APPLICATIONS
File E Yew Faoveiles Tools Help

@ -

[§

X 9 @

’- ,...’Suudl “ Felders > ¥

l et | VHLARKEROLSR LisersTIHILHY TE2S|HUD GRANT APPLECATICNS -
Frilders "
HUD 14,870 ROSS5 FAHILY
@ & '1 PONECWEREHIP @ o S04 31 -efda 4 870
. ) IPEErTErE s Deriamend Lt
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Note: You can save, close, and return to the application package and
instructions at any time; however, you will need to remember where you saved

them.
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A5. How To Install The PureEdge Viewer

To view application packages you will need to download and install the PureEdge
Viewer, which is free and available at:

http://www.grants.gov/PEViewer/ICSViewer602 grants.exe. Depending on the size of
the application and instructions, it may take several minutes to download. This small
program will allow you to access, complete, and submit applications electronically and
securely. Download the application package and save it to your hard drive. Then,
double click the saved file to launch it and start filling in the application package forms.

For the PureEdge Viewer to function properly, your computer must meet the following
system requirements:

Windows 98, ME, NT 4.0, 2000, XP

500 MHz processor, 128 MB of RAM, 40 MB disk space

Web browser: Internet Explorer 5.01 or higher, Netscape Communicator 4.5 -
4.8, Netscape 6.1, 6.2, or 7

Download and Installation Tips:

= You will be prompted to save a file to your computer; save it. It will download to your
computer. Then locate the saved file and open it to install the program by following
the directions on the installation screens.
Note: After completing the installation screens, you may be asked to restart
your computer to complete the installation. When you restart your computer,
you will be ready to proceed to the next "Get Started” step.

= If you have a problem installing PureEdge Viewer, it may be because you do not
have security permission to install a new program on your computer. Many
organizations have rules about installing new programs. If you have a problem
contact your system administrator.

If you do not have a Windows operating system, you will need to use a Windows
Emulation program. Contact Grants.gov for more information.

Non-Windows Users: For additional information, please see Chapter 7 — PureEdge
Support for Non-Windows Users.
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B. Apply Step 2: How To Complete The Selected Grant Application

Package

Once you download the Application Instructions and Application Package
you can complete them offline. Everything you need to complete an
application is included in the application package and instructions.

Note: It is important that you read the Notice of Funding Availability
(NOFA) General Section and Program Section carefully and
completely for specific instructions on completing your NOFA grant
application.

B1. NOFA General Section

If you are applying to
multiple programs, or
submitting more than
one application for a
program, a separate
application must be
downloaded from
Grants.gov and
completed for each
application submission.

The General Section is applicable to all NOFAs among HUD’s SuperNOFA
competitions and contains common information on instructions, forms, and

information resources. In the General Section you will find:

= Statutory requirements and background information applicable for all NOFAs

under the HUD SuperNOFA process.

= Resources for technical assistance information.

= Detailed instructions for the electronic application submission process,
including information on required forms, use of a DUNS number, registration

requirements, and application submission requirements.

= Instructions for submitting a request for a waiver from electronic application

submission requirements.

= Award Administration information, which describes the award process.

= Paper copies of standard HUD forms and instructions, which are provided as
exhibits of HUD forms to be submitted with the electronic application as

attachments.

To access the HUD’s General Section go to:
http://www.hud.gov/offices/adm/grants/fundsavail.cfm
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B2. NOFA Program Section

The Program Section of your NOFA applies to the specific NOFA application of interest
to you. In the Program Section you will find:

» Information on availability of award funds.
= Performance period and terms of award.
= Eligibility requirements of the specific NOFA.

= Application submission requirements pertinent to the specific NOFA including a
checklist of specific forms required to be submitted in the application as
attachments.

= Submission dates and times.
= Rating factors for award.

Each program NOFA also includes a checklist. You should review the checklist in the
program section to ensure that your application contains all the required materials.

Each program NOFA will identify all the required forms for submission. HUD’s
standard forms are identified below:
= Application for Federal Assistance (SF-424)
Faith Based EEO Survey (SF-424 Supplement)
HUD Detailed Budget (HUD-424-CB)
Grant Application Detailed Budget Worksheet (HUD-424-CBW)
Disclosure of Lobbying Activities (SF-LLL), if applicable
HUD Applicant Recipient Disclosure Report (HUD-2880)
Certification of Consistency with RC/EZ/EC-II Strategic Plan (HUD-2990), if
applicable
Certification of Consistency with the Consolidated Plan (HUD-2991), if applicable
Acknowledgment of Application Receipt (HUD-2993)
You Are Our Client Grant Applicant Survey (HUD 2994-A) (Optional)
Program Outcome Logic Model (HUD-96010)
HUD Race Ethnic Form (HUD-27061), if applicable
HUD Communities Initiative (HUD-27300), if applicable
HUD Facsimile Transmittal (HUD-96011)

All HUD “program specific” forms which are not available in the application download
will be available in the INSTRUCTIONS Download as Microsoft Word .doc (version 9
or earlier), Microsoft Excel 2000.xls, or in Portable Document Format (PDF) that is
compatible with Adobe™"
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Although the pdf forms are form-fillable, they are not savable; thus, applicants may use
the HUD-96011 Facsimile Transmittal Form and fax those forms to HUD. To access the
HUD’s Program NOFAs go to: http://www.hud.gov/offices/adm/grants/fundsavail.cfm.
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B3. Components Of The Application

The following 17 items explain the main elements of the PureEdge grant application
package. Also, the arrows on the application (See Section B4 — Sample Grants.gov
Grant Application) correspond to these items.

1.

Instructions - Instructions for completing the specific application package
are listed at the bottom of the screen.

Scroll Bar - Use the Scroll Bars on your computer to move up and down
the application package.

PureEdge Forms - Each Grants.gov application package contains a section
that lists all of the PureEdge forms that are a part of the application
submission. As noted above, the instructions contain additional information
needed to submit a complete application. The NOFA will also identify any
additional forms and information that you may need to submit to have a
complete application.

Cancel - The first thing you should do when opening an application package
is verify that it is the grant opportunity for which you wish to apply. If not,
press the Cancel button at the top of the page, go back to Grants.gov, and
download the proper application package.

Field-Level Help - Field-level help is available to you at any time. Click the
toggle switch at the top of the page with the arrow and question mark to turn
it on. Place your mouse over the field that you need an explanation. To turn
off field-level help, click on the toggle switch again.

Spell Check - Spell check is also available with each PureEdge form.

Save - You can save your application at any time by clicking the Save
button at the top of the screen.

Note: If you choose to save your grant application before you have
fully completed it, you will receive an error message. This message is
used to warn the applicant that the grant application package is not yet
completed. Click “Yes” to the File Overwrite message. You will be
able to save your grant application package and complete it at a later
time.

Note: It is highly recommended that you create a folder on your hard
drive for your grant applications. Jot down the name of the folder or
location where you saved your application so you can find it at a later
date.
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8. Submit - The Submit button becomes active after all mandatory elements
and mandatory fields of the PureEdge forms in the grant application
package have been completed. If you are attaching files make sure that the
documents attached are the final versions you want to submit with your
application. All completed forms including the Attachment Form must be
moved to the completed portion of the application. Some examples of data
that will be validated are the format of email addresses, the format of dates,
and the required fields in the forms that have been moved over to the
Mandatory Completed Documents for Submission box.

9. Print - Pressing the Print button prints all forms in the application package.

10. Pre-Filled Information - All information on the top portion of the application
package will already be filled in by the system.

11. Application Filing Name - Assign a unique name for each application
package, which will help both you and Grants.gov identify your application.
This can be any name you choose. HUD recommends that you use a
combination of your organization name and the project name for easy
tracking.

12. Documents/Forms - Documents in the Grants.gov application package are
labeled as two groups: Mandatory and Optional. HUD has placed forms
required for all applicants for a program in the Mandatory Documents
category. However, the Optional Documents may be mandatory
submissions for some applicants dependent upon the applicable rules in the
program NOFA. For example, if you use or intend to use Federal funds for
lobbying activities, you must complete the SF-LLL (it is mandatory) even
though it is in the Optional Documents box. However, if you do not intend
to lobby or you are a federally recognized Indian tribe, you would not have to
complete the document. Be sure to read the NOFA to find out which
documents are mandatory and which are optional under the program for
which you are applying.

Note: Once forms are completed and moved to the Completed
Document for Submission boxes, you can click on the Check Package
for Errors button to see if all the mandatory fields in the Mandatory and
Optional Documents are completed. The mandatory fields will be
highlighted in yellow.

When completing a document not applicable to you, enter NA in all
mandatory text fields and 000 in all mandatory numeric fields.
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13. Open Form - To open any form, click it, and then click the Open Form
button. Note: It is recommended that you complete the Standard Form (SF-
424) first. See B.7 How To Complete the Standard Form — 424. Once the
SF-424 is completed, the information will transfer to the other forms. When
you are finished entering data in any form, click the Close Form button.
Your work will be temporarily saved.

Note: In order to save your complete application package, you must
click the Save button on the application cover page.

14. Move Form - To denote that a form is complete, click on it, and then click
the right-pointing arrow to move it over to the right.

15. Move Mandatory Forms - Once completed, all forms in the Mandatory
Documents box must be moved to the Mandatory Completed Documents
for Submission box to submit your application. Complete all forms in the
Optional Documents box that are required as part of your submission and
place in the Optional Completed Documents for Submission box. See
B.5 How To Complete Mandatory Fields In The Application Package.

16. Check Package for Errors - If the Submit button does not become active
after all mandatory elements (highlighted in yellow) in the Mandatory
Documents have been completed, click on the Check Package for Errors
button to identify the number of errors and where they are located in the
application.

17. Attachments - This is where you can attach other documents that pertain to
the application (i.e., Rating Factors, Narrative Statements, Scanned
Documents, Documents Contained in the Instructions Download). See B.11
How To Use The Attachments Forms.

You can attach 15 documents to the Attachments Form in the Mandatory
Documents box and you can attach any number of documents to the Other
Attachments Form in the Optional Documents box. If a large number of
such attachments need to be submitted, you may compress them into a zip
file for submission. See also Chapter 9, Zip (Compressed) File Assistance.
Once you have completed the documents, save and attach them to the
Attachments Form and move them to the Mandatory or Optional
Completed Documents for Submission box. Click Save after you move
each document.
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B4. Sample Grants.gov Grant Application Package
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B5. How To Complete Mandatory Fields In The Application Package

Example 1
= Scroll down the application page to the yellow highlighted area. The yellow
highlighted areas are Mandatory Fields that must be completed before you can
submit your application. Applicants must input information into these fields.
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= Once you add data into the Mandatory Fields the yellow highlight will disappear.
In this example, “Lead-Based Paint Hazard Control Test” was entered as the
Application Filing Name. Notice that the yellow highlight is no longer visible.
Make sure that all Mandatory Fields are completed.
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Example 2

Use the Move Forms to Submission List and Move Forms to Documents List
buttons to move the Mandatory Documents to the Mandatory Completed
Documents for Submission and the Optional Documents to the Optional
Completed Documents for Submission sections.
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In this screenshot the three forms in the Mandatory Documents section have been

moved to the Mandatory Completed Documents for Submission section. See
also Chapter 3, B12, Items 14 and 15.
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B6. How To Complete Documents/Forms In The Application Package

There are two types of forms in the grant application package that you downloaded from
Grants.gov — Mandatory and Optional Forms. The NOFA will indicate which forms
are Mandatory and Optional. In each of the forms, you will find mandatory data fields
with a yellow background. See also Chapter 3, Section B3. Components of the

Application, ltem 12.

Note: Even though your specific NOFA may not require you to fill out a form in
its entirety, you must still fill out the mandatory fields in each of these forms.
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B7. How To Complete The Standard Form - 424

Among the Mandatory forms in the grant application package, you
should complete the SF-424 form first. By doing this, common
data (such as applicant name and address and the DUNS number,
etc.) will be completed in other PureEdge electronic forms in the
application package.

Note: As an AOR, the authenticated electronic signature you
received as part of the Credential Provider process will serve

Be sure to enter the
same DUNS number
you used in the
registration process
on the SF-424 under
Organizational
DUNS.

as the official signature on the SF-424 cover page, and will be authenticated when

you submit your application electronically.
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B8. How To Submit Narrative Statements

File Format for Narrative Statements

If you are required to submit narrative statements as part of your application, you must
submit them as an electronic file in Microsoft Word (version 9 or earlier) Microsoft
Excel 2000, or in Portable Document Format (PDF) that is compatible with Adobe
Reader version 6.0 or earlier.

Note: If HUD receives a file in a format other than those specified, HUD will not be
able to read the file, and it will not be reviewed.

Graphic Images and Photos in the Narrative Statement

Documents that applicants possess in electronic format, e.g., narratives they have
written, or graphic images (such as Computer Aided Design (CAD)) files from an
architect), must be saved in PDF format compatible with Adobe™ Reader version 6.0 or
an earlier version and attached using the “Attachments” form included in the application
package downloaded from Grants.gov. In addition, some NOFAs may request photos.
If this is the case, then the photos should be saved in .jpg or jpeg format and attached
using the attachments form.

Responding to Rating Factor in the Narrative Statement
Each response to a Rating Factor that requires a narrative statement should be
submitted as a separate file labeled with the appropriate Rating Factor name.

Attaching Additional Files to the Narrative Statement

Additional files or documents needed for the application package should be attached
using the Attachments Form or Other Attachments Form included in the application
package.

Reducing File Sizes in the Narrative Statement

To reduce the size of each attachment, all or several files can be compressed using a
zip utility. See also Chapter 8 — Converting Documents to Portable Documents Format
(PDF). In addition see Chapter 9, Zip (Compressed) File Assistance.

HUD'’s standard zip utility is WinZip10 or below. Files compressed with the WinZip
utility must use either the 'Normal' option or 'Maximum (portable)' option within the
WinZip utility to ensure that HUD is able to decompress the file. Files received utilizing
compression options other than 'Normal' or 'Maximum (portable)' will be ignored.

Note: HUD cannot open files compressed using a utility other than WinZip10
or below. If HUD receives files compressed using another utility, it cannot
open the files and therefore, they will not be read.
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B9. How To Submit Third Party Letters, Certifications Requiring
Signatures, And Other Documentation

Applicants required to submit documentation from organizations providing matching or
leveraging funds, documentation of 501(c)(3) status or incorporation papers, documents
that support the need for the program, Memorandum of Understanding (MOUs), or
documentation that supports your organization’s claim regarding work that has been
done to remove regulatory barriers to affordable housing have the following two options:

How To Scan Documents To Create Electronic Files

Third-party documentation can be scanned and saved as separate electronic files. If
your computer has the capacity to upload scanned documents, submit your documents
with the application by using the Attachment Form in the Mandatory or Optional Forms
section of the application. If your computer does not have the memory to upload
scanned documents, you should use the facsimile solution described below.

Electronic files must be labeled so that the recipient at HUD will know what the file
contains. Program NOFAs will indicate any naming conventions that applicants must
use when submitting files using the attachment form.

Matching or leveraging letters can be scanned into a single folder, or the applicant can
create a separate file for each scanned letter and label it accordingly. All scanned files
should be placed together in a zipped folder and then attached to the application
package for electronic submission. See also Chapter 9, Zip (Compressed) File
Assistance.

Applicants should be aware that scanning documents increases the size of files.
Therefore to avoid upload issues due to the size of the files being transmitted to
Grants.gov via your internet service provider, HUD recommends that if a document
can be transmitted as an attached Microsoft Word, Microsoft Excel or PDF file, or
sent by facsimile, those methods should be used rather than submission of
scanned documents.

Note: Attached documents will only be accepted if saved as PDF, Microsoft
Word 2000, and Excel 2000 files.

How To Fax Required Documentation

Applicants may submit required documentation to HUD via facsimile (fax). The fax
method may only be used to submit attachments that are part of your electronic
application. HUD will not accept entire applications via fax.

Applicants must use form HUD 96011, Facsimile Transmittal, as the cover page of the
fax. The form HUD 96011, Facsimile Transmittal, is an electronic form and is found in
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the Mandatory Documents box of the PureEdge Grant Application Package. See B.10
Sample HUD Form 96011, Facsimile Transmittal. HUD reads this cover page with an
optical character reader and if a different cover page is used for the fax transmission,
HUD cannot associate your fax to the submitted electronic application and it will not be

available for review and evaluation purposes.

When Should the Fax Method be Used?

You should only use the fax method to submit required documents when they cannot be
attached to the electronic application package as a pdf, doc, xls, jpeg, or jpg, or the size

of the submission is too large to upload from the applicant’s computer.

Tips for Using the Fax Method
Applicants using the fax method should remember the following points:

Complete Form SF-424 First

After downloading your application, complete form SF-424 first, save the
forms to your hard drive, and use the saved forms to create your
application. Completing form SF-424 first will result in all applicant
information data fields being populated in the Facsimile Transmission

Your facsimile
machine should
provide you with a
record of whether
your transmission
was received by
HUD. Save this
record as proof of
your transmission.

Form HUD 96011. Be sure to complete all required data fields on the Facsimile

Transmittal Form HUD 96011.

How to Use the Facsimile Transmission Form

Print out the Facsimile Transmission Form for submission of attachments by fax. For
each attachment faxed to HUD, you should attach the Facsimile Transmission Form

HUD 96011 associated with the application.

Fax Contains Unique Imbedded ID Number

Each application package downloaded from Grants.gov contains a unique embedded ID
number. Therefore, applicants using the Facsimile Transmission Form HUD 96011
should make sure that the same form is used for every faxed attachment supporting a
particular application. See Chapter 3, Section B10. Sample Facsimile Transmittal.

HUD Fax Number
Faxed attachments can be faxed to (800) HUD-1010.

Third Party Use of the Fax Form

If you have to provide a copy of the form HUD-96011 to another party that will be
responsible for faxing an item as part of your application, make a copy of the facsimile
transmittal cover page from your downloaded application and provide that copy to the
third party for use with the fax transmission. Please instruct third parties to use the form
HUD-96011 that you have provided as a cover page when they submit information
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supporting your application using the facsimile method, because it contains the
embedded ID number that is unique to your application submission.

Check Accuracy of Fax Transmission

Be sure to check the record of your transmission issued by the fax machine to ensure
that your fax submission was completed “OK.” For large or long documents, HUD
suggests that you divide the document into smaller sections for faxing purposes. Each
time you fax a document that you have divided into smaller sections, you should
indicate on the cover sheet the section number of the total number of sections you
submitted, (e.g., “Part 1 of 4 parts” or “pages 1-10 of 20 pages”).

Preview Your Fax Transmission

HUD recommends that you “preview” how your fax will be transmitted by using the
copy feature on your facsimile machine and make a copy of the first two or three pages,
If the fax cuts off or is unclear, you will see what HUD receives as a fax. If the fax is not
clear or cuts off at the bottom, of the page, applicants should use a different facsimile
machine or have the machine adjusted. All faxed materials must be received no
later than 11:59:59 p.m. eastern time on the application deadline date.

Note: Applications submitted entirely via fax will be disqualified. Failure to
use the form HUD-96011 as the cover page will create a problem in
electronically matching your faxes to the application. If HUD is unable to
match the faxes electronically due to an applicant’s failure to follow these
directions, HUD will not hand-match faxes to applications and will not
consider the faxed information in rating the application.

What To Do If You Are Not Faxing Any Documents

The Facsimile Transmittal form is a Mandatory Form and, therefore; you must open it
and enter some information in each of the highlighted fields. In the section of the form
titted “Name of Document Transmitting:” enter the words “Nothing Faxed with this
Application”. Complete the remaining highlighted fields and indicate in the section of
the form titled “How many pages (including cover) are being faxed?” enter the
number “0”.
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B10. Sample HUD Form 96011, Facsimile Transmittal

The Facsimile Transmittal number is an embedded number unique to each application.
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B11. How To Use The Attachments Forms

Attachments Form

The first attachments form is the Attachments Form, which is a Mandatory Form in all
of HUD’s grant applications. Use this form to attach files needed for the grant
application.

Note: HUD will only accept attached files that are in Microsoft Word (version 9 or
earlier), Microsoft Excel 2000 or PDF files. Software other than the above will not
be accepted.

Creating Attachments
When creating attachments to your application please follow these rules:
= DO NOT attach a copy of the electronic application with your attachments as an
attachments file. HUD cannot open these files when they are attached as
attachments.
= Check the attachment file and make sure it has a file extension of .doc, .pdf, .xls,
jpg or jpeg.
= Make sure that file extensions are not in upper case. File extension must be
lower case for the file to be opened.
= DO NOT use special characters (example: #, %, /, etc) in a file name.
= DO NOT include spaces in the file name.
= Keep file names not more than 50 characters.

Adding Attachment Forms
= To add a form click on Add Attachment.

L e T T L T T L e L e L T T T e e e e R T

Chumm Form I o

ATTACHMENTS FORM
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= This will take you to your computer’s directory. Locate the file that you want to
attach and highlight it, click on OPEN.
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= The file that you selected will now appear on the form. A total of 15 documents can
be attached to this form. See also Chapter 3, Section B3. Components of the
Application, Item 17.
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Other Attachments Form

The second attachments form is the Other Attachments Form, which is located in the
Optlonal Documents sectlon of the appllcatlon
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= Ifa Iarge number of such attachments need to be submltted you may
compress them into a zip file for submission. See also Chapter 9, Zip

(Compressed) File Assistance. To add attachments to this form, click on the
Add Optional Other Attachment box.
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= This will take you to the Form Attachments dialogue box, click on Attach.
= On this screen, which is your computer’s directory, locate the file that you
~ want to attach hlghllght it, and click on OPEN.
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= At this screen, notice the file that was selected now appears as an attachment.
= Click Done when all attachments have beenadded
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Clicking on Done will take you back to the Other Attachment Form where you
can repeat the steps to add additional forms, delete forms that have already
been attached, or view/open forms that have been attached.
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To see the forms that you have attached in this section, click on the Add
Optional Other Attachment box. This will take you to the Form Attachments
dialogue box where you can see the forms that have been attached.
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Deleting An Attachment
Follow the steps below to delete a document that you have uploaded to the
Attachments or Other Attachments Form

1. Open the application. Click on either Attachments or Other Attachments Form.
Click the Open Form Button.
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Example 1 — Deleting an Attachment Using the Attachments Form

Open the Attachments Form.

Click on Delete Attachment.

The Remove Attachment Window will appear. Click “Yes” to delete or “No” to
return back to the form.

4. Repeat the process to remove additional attachments.
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Example 2 — Deleting an Attachment Using the Other Attachments Form

1. Open the Other Attachments Form.

2. Click on Delete Optional Other Attachment or Delete Mandatory Other
Attachment. If multiple documents are attached, the Form Attachments dialog
box will open.

3. Click on the Remove button.

4. The Remove Attachment Window will appear. Click “Yes” to delete or No to return
back to the form.

5. Click the Done button when you are finished deleting the documents.
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Viewing An Attachment

Follow the steps below to view a document that you have uploaded to the form.

Example 1 - Viewing an Attachment Using the Attachments Form

1.
2.
3

Open the Attachments Form and click the View Attachment button.
The attachment will open.

Repeat the steps to view other attachments.

Click on the Close Form button when done.
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Example 2 - Viewing an Attachment Using the Other Attachments Form

1. Open the Other Attachments Form and click the View Mandatory Other
Attachment button.

2. If only one document was attached, the document will open. If multiple documents
are attached, the Form Attachments dialog box will open.

3. From the Form Attachments dialog box, select the document or documents you
would like to view and click the Display button.

4. Click the Done button to return back to the form without displaying the attachment.
Closing the open document returns you back to the form.

5. To exit, click the Close Form button.
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B12. How to Request A Waiver From Electronic Application
Submission

You can submit a waiver request if you will be unable to submit your application
electronically. On December 29, 2005, HUD published a final rule that established in 24
CFR 5.1005 the regulatory framework for HUD’s electronic submission requirement. If
the waiver is granted, the applicable program office’s response will include instructions
on how and where to submit the paper application. HUD strongly recommends that an
applicant who is unable to submit an application electronically, submit its waiver request
to the applicable HUD office no later than 15 days before the application deadline
date.

To obtain more information on waivers go to the General Section of the NOFA at:
http://www.hud.gov/offices/adm/grants/fundsavail.cfm.

Also, see 24 CFR.1005 at:
http://www.hud.gov/offices/adm/grants/mandatoryelectronicsubmit.pdf.

You Are Now Ready To Submit Your
Application!!
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C. Apply Step 3: How To Submit A Completed Grant Application

Package
You are urged to submit your application early to avoid any Remember where
problems with your application submittal. you saved your

application on your

Note: All facsimile attachments must be transmitted and computer.

received by the application submission date and time.

C1. Steps To Take Before You Submit Your Application

Once you have completed your application package, HUD recommends that you take
the following steps before submitting your application:

Review the application package and all the attachments to make sure it contains
all the documents that you want to submit to HUD as your complete application; if
it does, save it to your computer.

If you have previously saved versions of the application to your computer,
remove those files so that you do not mistakenly upload the wrong
application submission. To check for other application packages, conduct a
search for files with the .xfd extension.

Check your AOR status on Grants.gov. Contact your E-Business POC if you
have not received authorization to submit the application, request authorization.
See Chapter 2, E4. How to Check Your AOR Status.

When you are ready to submit the completed application, close all other
applications on your computer and turn on your browser. HUD recommends
using Internet Explorer as your browser for transmitting the application as
it has been successfully used by a wide variety of applicants.

Click the Check Package for Errors button on the application package and
correct any problems identified. See the sample Grants.gov application at
Chapter 3, B4 Sample Grant.gov Grant Application, and ltem 16.

Click the Submit button. If the Submit button is not active, your application
package still has errors. Go through the error check again until all errors have
been corrected and Save your application. See the Sample Grants.gov
application at Chapter 3, B4 Sample Grants.gov Grant Application, and Item 8.

Also see Chapter 3, B3. Components of the Application, Item 8 and Iltem 16.
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Note: If you are using a dial-up modem, it may take several minutes for the
application to be uploaded and submitted. Please be patient. This process does
take longer using a dial-up modem. A high-speed Internet connection or DSL
connection will process the application at a much faster rate.
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C2. Tips To Follow When Checking For Errors
Check to be sure you have completed the following actions:

= All mandatory fields in all Mandatory Documents have been completed and
moved to the Mandatory Completed Documents for Submission box.

= The Save button has been clicked after all documents have been moved to
the Mandatory Completed Documents for Submission box.

Note: Mandatory fields are slightly yellow in color.

= All mandatory fields in the Optional Documents that you used have been
completed and moved to the Optional Completed Documents for
Submission box.

See also Chapter 5 — Troubleshooting Application Submission Errors.
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Be prepared to

C3. Submitting The Completed Application provide your

Grants.gov

. T Username and
Once all problems with your application are corrected and you save the Password when

application, the Submit button will become active. You will then need to | submitting your
click the Submit button application.

= On this screen enter your Grants.gov Username and Password.
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= At this screen, which is the Application Submission Verification and Signature
screen you will be asked to review the information on the screen and given an
opportunity to sign and submit your application or exit the application. If everything is
correct click on Sign and Submit Application. If not, click on Exit Application,
which returns you to the previous page where you can make changes.
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C4. Grants.gov Confirmation And Validation Messages

Grants.gov Confirmation Message
= If you select Sign and Submit Application, you will receive a Confirmation from

Grants.gov, which advises that your application is being processed. i

. . - . is recommended
The confirmation only indicates that Grants.gov has received your that you save and
application. It does not indicate that your application has passed print this screen
validation, which is the next step in the process for the application to for your records.

be accepted and ready for funding agency pick-up.

= This Confirmation includes the Grants.gov Tracking number assigned to the
application.

Note: It is recommended that you save and print this screen for your records.
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Confirmation 2l

Thank you for submitting your grant application package via Grants gov. Your application is currently being processed by the Grants gow system. QOnee
yaur submission has been processed, Grants gov waill send email messages to advise you of the progress of your application through the system. Cver
the next 24 1o 40 hours, you should recemve two emails. The first wall confirm receipt of your application by the Grants gow system, and the second wall
indhcate that the apphication has ether been successhully vabdated by the system prior to ransnission to the grantor agency or has been rejected due to
BITOTS

Please do not hit the back button on yaur browser

If your application iz successfully validated and subsequenthy retieved by the grantor agency from the Grants gowv system, yau will recefse an additional
email. This email may be delvered several days or weeks from the date of submission, depending on when the grantor agency retrieves it.

You may also monitor the processing status of your submission within the Grants gov system by using the follmaing steps:

Gu to hitp e grants gov

Click on the “Applicants® link at the top of the Grants gov home page
Login to the: system using your AQR user id and passvword

Click on the “Application Status® link at the left of yaur screen

Bk —

Mate that once the grantor agency has retrieved your application from Grants gov, yiou will necd to contact them directly for any subsequent statis
updates . Grants gov does not participate in making any sward decisions

IMPORTANT NOTICE: Il you do not recene a receipt confirmation and either @ vabdation confirmation or @ regection email message within 48 houwrs,
pleaze contact us. The Grants qov Contact Center can be reached by email 2t supportifgrants gov, or by telephone at 1-800-518-4726 . Ahways include
yaur Grants gov tracking number in all correspondence. The tracking numbers 1ssued by Grants gov ook hke GRANTHHHEE, Contact Center hours
ot operation are Monday-Fnday from F0U .M. to 200 F M. Eastern Standard Time

The following apphication tracking information was generated by the system:

Grants.gov Tracking Number : GRANTOODE003S

CFDA Numbar : 14 B62

CFDA Description : Indian Community Development Block Grant Program

Funding Opportunity Mumber : FR-4444-T-02 =
] [ 15 [ iheme

thst_t| Glrumuem-tmm...ld ﬁ:mdl'*hd[u..'l [58] Merselt Excel ] & submissbon Conlir... i 12DB3 | |« N 407
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Screen shot continued:
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If your application is successfully validated and subsequently retneved by the grantor agency from the Grants gov gystem, you will recene an addibonal
email. This email may be delivered several days or weeks from the date of submisgion, depending on when the grantor agency rétmeves it

You myay also monitor the processing staws of your submission within the Grants.gov system by using the following steps:

(3ot hilipy i craandss oune

Click on the "Apphcants® link al the top of the Grants gov horme page
Login to the system using your AQR user id and password

Click on the "Application Status® link at the left of your screen,

dn G kD —

Miote that once e granfor agency bas retreved your appheation from Grants goy, you eall meed o condact therm drectby for any subsegquent status
updates Granks e doe=s not participate in makang amg aeand decisons

IMPORTANT NOTICE: It you do not recere a receipt conbirmabon and ether a validabon conhrraben or a rejechon emal message withun 48 hours,
please contect us, The Grants gov Contact Center can be reached by ermanl ot suppod@arants qov, or bry telephone at 1-800-518-4728 . Alwarys mchede
your Grants gov tracking number in all correspondence, The tracking numbers issued by Grants gov look lke GRANTXOCCOCC0M, Contact Center hours
of operation are Monday-Friday from 7-00 A M_to 3:00 P M. Eastern Standard Time.

Thie fallewang apphcatnon trackeg nbormatom was generated by the syshem

Grants.gov Tracking Mumber : GRAMTINOE0ES

CFDA Mumber : 14 HEZ

CFDA Description : I Cormrmuaty Divelogment Block Grant Frograrm
Funding Opportunity Number : FR-4444-T.117

Funding Dpportunity Description : Irwfean Cormrmuaty Development Block Grant

Agency Name : US Department of Housng and Urban Development
Application Name of this Submissien: TEST ICUHG Apphcahan

DatelTime of Receipt : NG 07 (8 406 PM, EST

[t is suggested you Fave andfor Frint this respanse for your recards

CLOSE

& 3 [ imrmt |

distart| | @ NewMamo - Lotus ... | )4 Mol wird Fo.. «| [R2] Mirusolt el |[ 7 subission Confe_ ) 1cres | | (W qarem

Application Submission Validation Check
Applications submitted through Grants.gov must be received and validated by
Grants.gov no later than 11:59:59 p.m. eastern time on the application deadline date.

After you receive a Confirmation Message, your application will then go through a
validation process. The validation check ensures that:
= The application is virus free;
= The application meets the deadline requirements established for the funding
opportunity;
= The DUNS number submitted on the application matches the DUNS number in
the registration, and that the Authorized Organization Representative has been
authorized to submit the application for funding by the organization identified by
its DUNS number;
= All the mandatory (highlighted) fields and forms were completed on the
application; and,
= The application was uploaded using Internet Explorer or Netscape browsers.
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If the application fails any of the above items during the validation check, the application
package will be rejected and the submitter will receive an email indicating the reasons
why the application was rejected.

The validation check occurs 24 to 48 hours after the application submission.

Grants.gov Validation Message

Within 24-48 hours after submitting your electronic application you should receive a
Validation Message from Grants.gov. The Validation Message will tell you if the
application has been received and validated or if it has been rejected, and why. See
C5. Sample Grants.gov Validation Messages.

The Validation Message also provides application tracking information. It is
recommended that you Save and/or Print this response for your records.

Please be aware that the Grants.gov validation does not indicate that HUD has
reviewed the content of your application. Completion of the Grants.gov validation
merely indicates that the application has been successfully received and is ready for
pick-up by HUD. HUD retrieves validated applications from Grants.gov on a daily basis.
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C5. Sample Grants.gov Validation Messages

This is a sample of a Validation Message of an application that has been
received by Grants.gov.
2l MillerScanDocs - Microsoft Word IZ"E”: .-
Bl Edt Wew lrest Fomat [ook Table Window bep fidobePOF
Hormal w Hrial vl RTOD E=E=
DFE &Ry '8¢ v-o QHOE
TEE
c) NN 12
From: support@arants. gov I
To:

Subject: Grants.gov Submission Receipt GRAMTO00E000
Diate: Wed, 06 Feb 2000 04:06.15 PMEST

Your apphicaion hes been receivad by Grants gov and is corent by
being velidated.

Your submission was received at 08-Fab- 2006 04-0515 PM EST

Twoe GRANT
Grants gov Tracking Mumber, GRAMNTO0060035

e will notify vou wia emal when wour applicaion has been;
walidated by Grants gov and 15 ready for the Grantor agency to
Telnieve and review

_ DUNS Number 999995999
- iﬁpplicﬂu’nn Mame: TEST ICDEC _
: EOnnortunit‘.f Mame: Indian Community Development Clock Grant;

Frogram )
AR Name. Doilhera Yorkshire

nitps://apoly. grants.gov/ApplicantloginGet!D =
Thaskk: you.

Custorer Sapport bitp o grasde aov

ANLHE-GHANLS

™ M. W, | Locabor,. | BN Deston.. 3 M. v __,_',1 1040 &AM
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Sample of a Grants.gov Validation Message rejecting an application.

3 MiflerScanDocs  Micrasaft Word
| Bo [t Yew Dsat Fomat Took Toble Wndw b Adohe PO
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From: suparti@larants gov

Ta:

Subyect: Grants. gov Bejechon Notiee Forfpalic ation
GEANTO0DE3S

Trate: Wed, 08 Feb 2006 03.06:15 PM EST

% Your submuceron was recesved at at (8 Feb 2006 03:06:15 PHEgr['
% Type: GRANT
' ’ Grants. gov TracKing Mumber; GRAITO0060035

The fellowing enmors were delecled
Error: 0 UNAUTHORGZED SUBMITTER. EFRORE FATAL You have not ;
4 registered successfully with Crants. gew or the E-Dusiness Powt of Contact for your
organizabion has not azsioned you tlf rights to submit grant applications on hehalf of |
ur organization through Grants gov. Venfy that you have registered with
Ems 2ov or that you have recerved an email notification stating that vou have been
designabed ac an Autherized Orpanization Reprecentative (AQR) and are able to
+ submit Eam: on behalf of your organization Te verify of you have been
L auceecetully reglsten_-d with bfants £ov fo b
: Tlps f{appl ; f
with Tranis pova
% https:Napply zrants. gothﬂ.tl:gn vRegister,

% Eror: 1. IIVALID DUNS ERROREATAL, THE DUNS number entered i your

. lication 1s invalid or does not march the DUNS number that is registered with the

a entral Contractor Bemstry (CCR). Venty that the DTUNS number entered 15 comrect
and registered with the Central Cortractor Registry (CCR). For wnstructions on how

to register with the CCE. go to http:\ferwrw. grants. gowiC gister, :

. For mstructions ou ow Lo register
poanated ag an ACR, oo bo

nrmﬂtmn an heng

Sujetse

slafes)4|
PaE S secs 86 (MS5r uma ool e me B PR TEE [

.,' start B G Bt g dMio.. - @R 1045 M
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Sample of a Grants.gov email notification where an application has been
validated.

! ..i MillprScanbocs « Microsaft ' Word
BT
] '_E 2 : .
-—- beszage from <supportd@grants gove on Wed, 09 Feb 2006 09.37:13 0400 ——
To:
Bubject Grants. gov Subnussion Validation Beceipt for Application
: GRANTOOOGK0 35

Your application has been received and validated by Grants. gow and 13 ready for the Gramor
aEeney B retrieve for revaew

Tepe GRANT

Cirants gow Tracking Humber, GRARTOO060035

We will netify you via emall when your applicatien has been retrieved by the Granter agency
for review

Thank you
Custemer Support

i AR R
200.-518.GRAVTS

PLEASE MOTE: This email 15 for notification pargases only. Pleass do not reply to thas
email for any purpote.
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C6. Application Submission

Early submission will allow you sufficient time to resubmit your application if
problems arise!

Applicants are advised to submit their applications 24 —72 hours prior to the
application deadline date so that if an issue arises you have sufficient time to correct
the problem and successfully submit the application prior to the deadline date. Please
remember that to have a successful submission, applications must be received and
validated by Grants.gov prior to the 11:59:59 PM on the application deadline date.

HUD recommends that all applicants submit their application no later than 48 to 72
hours before the deadline. That way, if the application fails the validation process, the
applicant will receive an email notification providing the error messages. By submitting
48 to 72 hours in advance of the deadline, applicants have time to cure deficiencies in
their application and resubmit it in time to meet deadline requirements.

In developing the application submission dates, HUD has considered the validation
process and established due dates for all NOFAs that build in the additional time for the
validation process. For example, if HUD previously provided a 60-day application
period, HUD will provide a 63-day application period. In this scenario, however, in order
to meet the validation requirement, your application must be submitted by the 60™ day.
For example, if an application is due on November 10, 2006, you should submit your
application no later than November 7, 2006 to allow sufficient time for your application
to be validated by Grants.gov. To compensate for the Grants.gov validation, HUD adds
an extra three days to the application preparation time.

Save and File Receipts

Applicants should save all receipts from Grants.gov as well as facsimile receipts for
proof of timely submission. Applicants will be considered as meeting the deadline date
requirements when Grants.gov has received and validated your application no later than
the deadline date and time, and all fax transmissions have been received by the
deadline date and time.

Proof of Application Submission

Proof of timely submission and validation of an application is automatically recorded by
Grants.gov. An electronic time stamp is generated within the system when the
application has been successfully received and validated.

Confirmation Receipt

Upon submitting an application at Grants.gov, you will receive a Confirmation, which
advises that your application is being processed. This Confirmation will also include the
Grants.gov Tracking Number. Print the confirmation and save it with your records.
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Validation Receipt Via eMail
Within 24 to 48 hours the applicant will receive a validation receipt via email notification.
Print the confirmation and save it with your records.

C7. Changes To Your Application After Submission To Grants.gov

If you wish to make changes to your application before the application due date but after
you have submitted it through Grants.gov, you can make changes to your existing
application stored on your computer and resubmit that application through Grants.gov.

Note:
= HUD will use the last application submitted as your official submission to
review and evaluate.

= Any earlier submissions will be disregarded.

=  Any previous attachments faxed to HUD will still be accepted as part of your
application as long as you resubmit the same application.

» Jfyou download a new application, you will need to fax the documents again
because the Facsimile Transmittal Number changes with each application.

Note: If the Program Section of the NOFA calls for funding on a first come-first
serve basis, the last application submittal will be the basis for determining the
date and time of the application submission.

Also see Chapter 5 — Troubleshooting Application Errors.

If you are having submission problems, please contact the Grants.gov support office at
800-518-GRANTS (4726).
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D. Apply Step 4: How To Track The Status Of A Completed Grant
Application Package

Once you have submitted an application, you can check the status of your application
submission. You can identify your application by CFDA Number, Funding Opportunity
Number, Competition ID, or Grants.gov Tracking Number.

To check the status:
» Go to http://www.grants.gov/, under Quick Links click on Applicant Login.
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= Click on the Check Application Status link at the left of your screen.

E Granls.pov - Granlors - Microsoll Internel Explorer
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¥ou have successfully registered with Grants.gov. You can now use this section of the site to manage
vour appleant probile and to check the stabus of your applications,

Check application Status

once you have submitted an application, you can check the status of your application submission in this
sietinn ou con wentify your apphcetion by CF0A Numbser, Furding Spporturity Mumbor, Sompebition 15,
and/for Grants .gov Tracking Nurmber, The following status infarmation is provided:

+ Date/Time: The date and time Grants.goy received your application.
= Status: Application statuses include the tallowing:

« Received: Grants.gov has received the application, but the application is awaiting validation.

+ Validarnd: Grants.gov validated the application and it is available for the ageney to download,

« Reoerved by Agency: The agency has conhrmed recspt ol the apphcation package.

» agendy Tracking Number assigned: The agaency has assigned an intemal tracking number to
your apgheifion. Ths o the st stabus that Grants.goy tracks, Updates boypornd Bas sk B
checked with the agency directly. Note: all agencies do not assign tracking numbers. If you do
not see an agency brackng number, this does nol infer thal the agency did not receve o
process your application. The assignment of tracking numbers is based on the policy of 3
particular agancy,

+ Rejected with Crrors: Grants.gov was unable to process your application because of an erron(s)
and cannot ac&eut the appheabion untl you corract the errars and succasshully resubmit the o
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gl S B interet
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= The following status information will be provided.

— Date/Time: The date and time Grants.gov received your application.
— Status: Application statuses include the following:

o Received: Grants.gov has received the application, but the application is
awaiting validation.

o Validated: Grants.gov validated the application and it is available for the
agency to download.

o Received by Agency: The agency has confirmed receipt of the application
package.

o Agency Tracking Number Assigned: The agency has assigned an internal
tracking number to your application. This is the last status that Grants.gov
tracks. Updates beyond this must be checked with the agency directly.
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Note: HUD does not assign a tracking number. All agencies do not assign
tracking numbers. If you do not see an agency tracking number, this does
not infer that the agency did not receive or process your application. The
assignment of tracking numbers is based on the policy of a particular
agency.

o Rejected with Errors: Grants.gov was unable to process your application
because of an error(s) and cannot accept the application until you correct the
errors and successfully resubmit the application. You will receive email
notification with information on how to address the error(s). If your application
is rejected, you will need to address the errors and resubmit the application.
See Chapter 5 - Troubleshooting Application Errors for more information.

— Status Date: The date and time, your application status was updated.
—Agency Tracking Number: A tracking number assigned by the agency, if
applicable.
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CHAPTER 4 - REGISTRATION RENEWAL TIPS FOR ORGANIZATIONS
THAT SUBMITTED AN APPLICATION LAST YEAR

Even though your organization submitted an application last year, there are steps
that you need to take to make sure that you are ready to submit an application
this year. Provided below are the things that you will need to do and should
know before you get started.

Note: The CCR Point of Contact, E-Business Point of Contact, and AOR can be
the same person or different people.

Did you submit an application last year? Will you submit one this year? If the
answer is yes, the following seven items are things you will need to know and do.
If the answer is no, see below.

You will need to renew your CCR Registration. See Item A below.

You will need to know your organization’s DUNS. See Iltem B below.

You will need to check your AOR status in Grants.gov. See Item C below.

You will need to know the organization’s E-Business Point of Contact (E-Business
POC). See Item D below.

You will need to know your Grants.gov User Name and Password. See ltems F and
G below.

You will need to know the organization’s MPIN. See ltem H below.

If you are also the organization’s E-Business POC, you will need to know the
organization’s TPIN. See Item | below.

hoN=

o

No

Did your organization submit an electronic application last year, but this will be
your first time submitting one? If yes, the following five items are things you will
need to know and do.

1. You will need to register with the Credential Provider. See ltem J below.

2. You will need to register with Grants.gov. See ltem K below.

3. You will need to get authorization from the organization’s E-Business Point of
Contact to submit an electronic grant application to Grants.gov. See item E below.

4. You will need to know your organization’s DUNS. See Item B below.

5. You will need to renew your CCR Registration. See Item A below.

Provided below are instructions to assistance in submitting an electronic grant
application to Grants.gov.
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A. How Do | Renew My Organization’s CCR Registration?

Applicants are required to renew/update their information in CCR on an annual basis. If
you do not renew your registration it will expire and result in your Grants.gov application
being rejected.

1. To renew your registration the CCR Point of Contact identified in the CCR Trading

Partner Profile (TPP) should go to http://www.ccr.gov/, and click on Register in

CCR, click on Update/Renew, click on CCR UPDATE TPIN. (If you do not know

your TPIN see the section below on CCR Point Of Contact — Don’t Know Your

TPIN?)

Enter your DUNS number and TPIN, and click Submit.

If there are no changes to the registration, click the Validate/Save button for the

information to register in the system, then click Submit.

4. If there are changes, enter the changes, and then click Submit.

5. After you submit your changes, you will receive a notice advising that you
successfully finished your CCR Registration.

wn

If you need assistance with the registration process, you can contact the CCR
Assistance Center, Monday through Friday from 8:00 am to 8:00 pm Eastern Standard
Time at (888) 227-2423 or (269) 961-5757 or online at www.ccr.gov.

In addition, a CCR Handbook is available by clicking on the CCR Handbook tab at the
top of the page at www.ccr.gov.

IRS Employer/Taxpayer Name Validation. \When you register or renew your
registration at CCR, during the registration process, you will complete an IRS Consent
Form to allow the validation of your legal business name and Employer Identification
Number (EIN) or Tax Identification Number (TIN). The information that you enter in
CCR must match the IRS records for the most current tax year reported. Prior to
becoming active in CCR, it will take at least one to two business days to validate new
and updated records, longer if there are discrepancies. If you have questions about
your EIN or TIN, call 800 829-4933.

CCR Use of DUNS Information. During the CCR registration, your Legal Business
Name, Doing Business Name (DBA), Physical Address, and Postal/Zip +4 will be pre-
populated from the Dun and Bradstreet (D&B) database. If the information is correct,
you can proceed with your registration. If not, you can make corrections at
http://fedgov.dnb.com/webform. When D&B confirms that a modification has been
made, you must re-visit CCR and “accept” D&B’s changes. This process may take two
to five business days.

It is highly recommended that you print your TPP. It contains the DUNS number, CCR
and E-Business Point of Contact, and the MPIN. Click on View TPP and then print.
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B. How Can | Find My Organization’s DUNS Number?

In order to register and submit an electronic application via Grants.gov, your
organization will need a DUNS number. If your organization submitted an application
last year, it has a DUNS number.

1.

IS ol

~

You should contact the chief financial officer, grant administrator, or authorizing
official within your organization.

You can search the CCR Database.

Go to http://www.ccr.gov/.

Click on Search CCR.

Click on Advanced Search.

To find a specific vendor, enter the company name or a combination of criteria, for
example, Name and State or State and Zip Code

When the record(s) appear, click on the DUNS number to view the rest of the
registration.

The status and expiration date of the registration is listed in green at the top of the
screen.

You can also call Dun & Bradstreet at 866-705-5711.

C. How Do | Check My AOR Status In Grants.gov?

You need to make sure that your Grants.gov registration is active and you have the
rights to submit a grant application on behalf of your organization.

1. An AOR can check their status at http://www.grants.gov by clicking Applicant
Login under the Quick Links section of the screen.

OR

Go to https://apply.grants.gov/ApplicantLoginGetID.

2. At the next screen, enter your Username and Password supplied by the
Credential Provider, click on Login.

3. On the left side of the screen, select Manage Applicant Profile. Your status will
be either Approved or AOR Request Sent.

4. If the status is Approved you are authorized to submit grant applications on
behalf of your organization.

5. If the status is AOR Request Sent you have not been approved and you should
contact your E-Business POC and have them authorize you as an AOR with
Grants.gov (See the section below on How Does The E-Business POC
Authorize The AOR To Submit Applications?).
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D. How Can | Find The Organization’s E-Business POC?
You can search for the name of your organization's E-Business POC by following these
steps:

Go to www.ccr.gov and select Search CCR.

At the next screen enter your DUNS Number.

Click on Search.

Scroll down to the Electronic Business POC section.

PO =

Or you can call the CCR at 888-227-2423 for assistance.

E. How Does The E-Business POC Authorize The AOR To Submit
Applications?

1. Go to http://www.grants.gov/ and under Quick Links click on the “E-BIZ POC
Login”.

Or

Go to: https://apply.grants.gov/ApplicantLoginGetID.

2. Enter DUNS and MPIN (If you do not remember your MPIN see the section
below on E-Business POC Don’t Know Your MPIN?).

3. At the next screen select Manage Applicants.

4. The next screen will identify the AORs that have registered with Grants.gov and
you can assign or reassign roles.

F. Forgot Your AOR Grants.gov Password?

In the event that you forget your Password when submitting your application, the AOR
can obtain a new password from the Credential Provider by completing the following
steps:

Go to https://apply.grants.gov/OrcRegister.

Enter the DUNS number you used to register with the CCR and Credential Provider.
Click the Register button.

On the left of the screen, click the User Administration link.

Click on Forgotten Password.

Enter the Username that you received from the Credential Provider.

Click the Submit button.

You will receive the question that you entered as your password reminder.

Enter the answer to the question in the Answer field.

©CoNoOoOR~WN =
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10.Click the Submit button. You will be prompted to enter a new password. Once you
enter a new password, the Grants.gov system will automatically be updated with the
new password.

Or you can contact Operation Research Consultants (ORC), the Grants.gov Credential
Provider at 800-816-5548 or 703-246-8536 between 7:30 a.m. to 6:00 p.m. eastern
standard time or via email at eauthhelp@orc.com.

G. Forgot Your AOR Grants.gov Username?

If you forget your Grants.gov Username, the AOR should contact the Grants.gov
Credential Provider, Operation Research Consultants (ORC), at 800-816-5548 or 703-
246-8536 between 7:30 a.m. and 6:00 p.m. eastern standard time or via email at
eauthhelp@orc.com. You may be required to re-register.

Note: If you are required to re-register with the Credential Provider, you will need
to re-register your Username and Password with Grants.gov.

H. E-Business POC — Don't Know Your MPIN?
You can search for your MPIN by following these steps:

1. Go to http://www.ccr.gov/.

2. Select Register in CCR.

3. Click on Update/Renew.

4. Click on CCR UPDATE TPIN.

5. (If you do not remember your TPIN see section below on CCR Point Of Contact —
Don’t Know Your TPIN?).

6. Enter your DUNS Number and TPIN and then click Submit.

7. On the left side of the screen, select View TPP.

8. Scroll down to the bottom of the page for the MPIN.

9. Make a copy of the TPP for your records.

Or you can call the CCR at 888-227-2423 for assistance.

|. CCR Point Of Contact — Don’t Know Your TPIN?

1. Call the CCR at 888-227-2423 to find the organization’s CCR Point of Contact.
Upon receipt of the CCR Point of Contact name, this person should follow the next
steps. If this person is no longer with the company, a new CCR Point of Contact
should be assigned. The CCR will assist you with the changes.

2. The CCR Point of Contact should go to http://www.ccr.gov/.

3. Click on Update/Renew.

4. At the next screen click on Don’t Know Your TPIN?
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5. Select Click here for a TPIN Letter request.
6. On the next screen enter your DUNS number and click on Send TPIN Letter. A
confidential TPIN letter will be mailed to the CCR Point of Contact only.

J. How Do | Register With The Credential Provider?

In order to safeguard the security of your electronic information, Grants.gov utilizes a
Credential Provider to determine with certainty that someone is really who they claim to
be. An assigned AOR must register with the Grants.gov Credential Provider to create a
username and password, which are needed to submit an application package through
Grants.gov.

1. To register: Go to: http://apply.grants.gov/OrcReqister.

2. Scroll down the page and enter your DUNS number and click on Register.

3. At the next screen scroll down and select Get your Credentials here: User ID.
Complete and submit all information on the E-Authentication User Information
screen.

4. On the next screen you will confirm your information, create your own User Name
and Password, and click on Submit. If all information has been entered correctly,
you will receive a notice of Registration Success. User names and passwords are
validated on the same day that you register.

You can verify your registration at: http://apply.grants.gov/OrcReqister.

1. Enter your DUNS number and click on Register.

2. Select Check your Credentials here: Credential Check.

3. Enter your Grants.gov Username and Password.

4. If you registered with the Credential Provider, you will receive the following notice:
You have successfully verified your Registration.

K. How Do | Register With Grants.gov?
The AOR must register with Grants.gov in order to submit an application for an
organization. You can register with Grants.gov on the same day.

1. To register with Grants.gov go to https://apply.grants.gov/GrantsgovReqgister.

2. At the next screen Enter your Username and Password supplied by the Credential
Provider and click on Register.

3. Complete all information on the Authorized Organization Representative User
Profile screen and click Submit.

4. Upon following all steps correctly, you will receive a notice that you successfully
registered with Grants.gov. The E-Business POC will receive a notice stating that
someone has registered to submit grant applications on behalf of your organization
(see the section above on How Does The E-Business POC Authorize The AOR
To Submit Applications?).
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CHAPTER 5 - TROUBLESHOOTING APPLICATION SUBMISSION

ERRORS

A. Most Frequent Grants.gov Error Messages

Error Message

Error Explanation

Error Tip

UNAUTHORIZED_
SUBMITTER ERROR

This error occurs if a
submitter has not registered
with a Credential Provider and
with Grants.gov, or when the
E-Business Point of Contact
has not approved the
submitter as an Authorized
Organization Representative
(AOR) on Grants.gov.

The AOR should verify that he or she has
registered with a Credential Provider and has
registered the credential at Grants.gov. If the
answer to both these questions is yes, the E-
Business Point of Contact should immediately
go to the Grants.gov website and approve the
submitter as an AOR.

INVALID_APP_ORG
_ONLY_OPP ERROR

The grant opportunity for
which you have applied is
designated for Authorized
Organization Representatives
(AOR) only. However, your
application for a grant/grants
was not submitted on behalf
of a company, organization,
institution, or government.

An AOR submits a grant on behalf of a
company, organization, institution, or
government. AORs have the authority to
sign grant applications and the required
certifications and/or assurances that are
necessary to fulfill the requirements of the
application process.

INVALID_DUNS ERROR

The DUNS number in the
application is invalid or does
not match the DUNS number
that is registered at
Grants.gov.

The applicant should immediately check the
application DUNS number, correct the error (if
any) and resubmit the application. If the
DUNS number is correct, the applicant should
immediately contact Grants.gov to notify them
of the problem and ask why it received the
“INVALID_DUNS_ERROR” and take any
corrective measures required.

OPP_CLOSED ERROR

The Closing Date of the grant
opportunity for which you
have applied has already
passed and the grantor
agency is no longer accepting
applications.

Confirm the close date of your application. If
you require additional information contact the
grantor agency directly.

INVALID_APP_INDIVIDUA
L_ONLY_OPP_ERROR

The grant opportunity for
which you have applied is
designated for individuals
submitting on their own
behalf. However, your
application for a grant/grants
was submitted on behalf of a
company, organization,
institution, or government.

An individual submits a grant on their behalf,
and not on behalf of a company, organization,
institution, or government. Individuals sign
the grant application and its associated
certifications and assurances that are
necessary to fulfill the requirements of the
application process.

OPP_EXIST_ERROR

The grant opportunity for
which you have applied is no
longer accepting applications
or may have been deleted.

Unfortunately, the grant opportunity is no
longer accepting applications. You may want
to contact the agency directly to see if similar
opportunities will be available in the future.
You can also sign up for email notifications of
future comparable grant opportunities.
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B. Five Common Reasons An Application Is Rejected

1. The DUNS number is not the same as the DUNS number registered at
Grants.gov.

2. A virus was detected during the submission of your grant application.
3. The application was submitted after the deadline for receiving applications.

4. The submitter is not approved to submit grants applications on behalf of the
organization.

5. The organization was not registered at CCR and submitted an invalid DUNS.
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C. Tips To Help Error-Proof Your Application

Problems/Error Message

Corrective Action

User ID and Password do not match.

1) Check that you entered your User ID and
Password (the credential) exactly as obtained
with the Credential provider. The site is case
sensitive.

2) Check that you have registered your User ID and
Password with Grants.gov

3) Verify your User ID and Password by going to
http://e-auth.orc.com/ and clicking on Verify
Credential.

You are not authorized to submit on behalf of your
organization.

You are registered with grants.gov but have not been
made an AOR by your E-Business POC. Contact the E-
Business POC and request authorization. If you have
the MPIN and DUNS number, you can log in using the
EBiz link at the top of any grants.gov page, and perform
this operation yourself.

MEC error -

This is a general Microsoft error that is preventing
communication between your computer and
Grants.gov. This error is NOT a Grants.gov
generated error; it is on the users’ end. Grants.gov
cannot troubleshoot this type of error code. There
could be any number of reasons for this error, but
the most common is that the size of the submission
is causing a communication interruption.

You should try to reduce the size of your application
package by removing optional attachments or submitting
required attachments manually (requires Agency
approval). A firewall issue, either within your domain or
with your Internet Service Provider, may also cause this.

Page not found/Error 404 -

This is an error message when a URL page that
you requested is not available. You may not be
able to find the page because of the following: the
page does not exist; a mistyped address; an out-of-
date bookmark/favorite; or a search engine has an
out-of-date listing.

Check the address to be sure that it is correct. Ifitis,
wait a few moments and try again.

We cannot accept your application at this time;
please resubmit later.

This is a very rare error condition encountered when the
hard disk on one of the servers receiving applications is
full. Please call support at Grants.gov immediately upon
receiving this message.

Website found waiting for reply —
Message is related to the user's desktop
machine/browser.

Most literature point to spyware/adware infestation that
practically hijack the user's browser and cause
tremendous slow down or no access at all. This is NOT
related to any of the Grants.gov servers. This may be
due to the user’s desktop running two firewall software
systems. Other industry literatures talk about some
corporate firewall that can cause this message to appear.
There is also evidence that this message is related to
users who are using a router connected to residential
DSL/Cable services. In this case, it is a bandwidth issue.

Submission has been archived for later
submission.

Open Pure Edge viewer, click on the “gear” symbol,
which is user preferences, and ensure the setting is to
“work online”.
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Problems/Error Message

Corrective Action

Cannot launch viewer -

This message occurs when trying to open up a
saved application file. It indicates that the previous
save resulted in a corrupt file, i.e. unusable.

Applicant should try to revert to a previously saved
version of the file or start over.

A virus was detected during the submission of
your grant application package.

Verify if any of your file attachments have a virus. When
you have confirmed that you do not have a virus,
resubmit your application.

The DUNS number entered on the SF424 in Block
5 is invalid or does not match the DUNS number
that is registered with the Central Contractor
Registry (CCR).

Verify that the DUNS number entered is correct and
registered with the Central Contractor Registry (CCR).
For instructions on how to register with the CCR, click
http://www.grants.gov/CCRRegister.

You have not registered successfully with
Grants.gov or the E-Business Point of Contact or
your organization has not assigned you the rights
to submit grant applications on behalf of your
organization through Grants.gov.

Verify that you have registered with Grants.gov or

that you have received an email notification stating that
you have been designated as an Authorized
Organization Representative (AOR) and are able to
submit grants on behalf of your organization. To verify if
you have been successfully registered with Grants.gov,
test your login at:
https://apply.grants.gov/ApplicantLoginGetID. For
instructions on how to register with Grants.gov and for
information about being designated as an AOR, click
https://apply.grants.gov/GrantsgovRegister.

The application you have submitted does not
contain the correct forms for this opportunity.

Most likely, the grantor agency has changed the forms or
other requirements for this application. Download the
application package again, complete the forms, and then
resubmit your application.

Form was illegal XFD format —

Processing Exception —

You may receive this message after submitting an
application. The grant opportunity for which you
have applied is no longer accepting applications or
may have been removed by the offering agency, or
if the agency posted a new application package,
you may be submitting an old application.

Confirm the close date of your application. Confirm that
the Funding Opportunity Number and the Competition ID
on the package you are trying to submit matches the
current package on Grants.gov. If you require additional
information, contact the grantor agency directly.

Computer keeps freezing -

Often a computer will “freeze” because there is not
enough memory or hard storage space to handle
the files.

If your computer freezes, one possible cause may be that
you do not have enough memory or hard storage to
handle the file. Follow these steps to check your
computer’s resources. The information will also be
useful to the help desk staff in analyzing your problem.
a. Use the Task Manager capability on your computer to
close down the task that is not running properly. If
needed, shut down the computer and reboot. Be aware
that if you have not saved your work in progress when
you reboot, you may loose the unsaved portion of your
submission. Always periodically save your work.

b. If you have a My Computer Icon on your desktop,
right click on it. If you do not have a My Computer Icon
on your desktop, go to step d.

c. In the Properties dialog box, on the General tab, look
in the lower right corner and record the Processor speed
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Problems/Error Message

Corrective Action

and amount of RAM, then click OK to close the dialog
box.

(1) Double click on the same My Computer icon to
open Windows Explorer.

(2) Right click on the hard drive or server to where
you are saving the file or from which you are uploading
the file and select Properties.

(3) Record the size and amounts of free space on the
drive.

(4) If the RAM or hard drive free space on your
computer is no bigger or only slightly bigger than the file
you are working with, that may be the problem.

(5) Be sure to give this information to the help desk
when you call.

d. If you do not have a My Computer Icon on your
desktop, click on the Start button in the lower left corner
of your screen, then select My Computer from the pop-up
menu. Select view system information to record
processor speed and RAM as in 5¢ above, then click OK.
The Windows Explorer window showing My Computer
should remain on your screen. Follow step c above.

Disk Full or Out of Memory. This is related to the
size of the files that you are trying to upload and
the capacity of your computer to handle the load.

Create more room on your computer by taking off old
files that are not needed, reducing the size of the files
being uploaded, or submitting part of your application
using the facsimile solution. There are other ways to
address this issue, but because each computer is
configured differently and there are numerous variables
to take into account as to why an application can’t upload
to make the connection to Grants.gov, HUD stresses the
need to apply early and to submit your application when
the Grants.gov help desk is open so that if problems
arise, you can contact Grants.gov and the service
representatives are there to help you. Early submission
will also provide sufficient time to correct the problems
and walk you through a solution. See also Unsuccessful
Submission Attempt below.

Problem/Error Message - Unsuccessful Submission Attempt

The applicant has tried to submit the application but was unsuccessful. When trying to
submit the application the following occurs:

— Nothing happens.

— The screen goes blank.
— The wheel keeps spinning.
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In these cases your files are not connecting to Grants.gov and the transmission
problems are occurring locally. There are several reasons that may cause this problem.
Applicants should be aware that every computer is configured differently and many
organizations have firewalls that limit the size of files going out or into an organization.
These instructions are designed to address the most common reasons faced by
applicants.

Corrective Actions

1. Check to see if you have downloaded the newest version of the application
software from Grants.gov. The application will not operate properly if the most
recent software update has not been downloaded and completely installed. The
Grants.gov software requires applicants to download the software, run an install
procedure, and then reboot the computer for the installation to work properly.

2. Grants.gov also recommends uploading the application from your desktop. Call
the Grants.gov help desk at 800-518-4726; operators can walk you through
techniques that allow you to upload through your Internet browser.

3. Check to see if your computer lacks sufficient memory. Check your system,
including Random Access Memory and the hard drive, to ensure that your
computer has enough available memory to process the application. If your hard
drive is nearly full and you have multiple grant applications on your computer that
you have successfully submitted or submitted in a previous year, remove those
applications from your computer and save them on a CD, DVD, or jump drive so
that you can free up needed space on your computer. If the upload still remains a
problem, reduce the size of your application by using the facsimile solution for
some or all of your attachment files. If these suggestions do not solve the problem
immediately contact the Grants.gov help desk.

4. Check if your organization or your Internet Service Provider limits the size of the
files sent over the Internet. HUD has found that many organizations have firewalls
that set limits on file sizes or access to particular sites. HUD has also found that
some dial-up Internet Service Providers applicants limit the size of files uploaded to
the Internet. In these circumstances HUD recommends reducing the size of the
application package by zipping files using WinZip10 so that file size is reduced. In
addition, provided below are several ways to reduce the file size of a document if
you are using Microsoft WORD 2000.

a. Turn off fast saves. Using fast saves to save a document requires more disk
space while your document is open than using a full save. You may be able to
save disk space by clearing the allow fast saves option. On the Tools menu,
click “Options”, and then click the “Save” tab. Clear the allow fast saves check
box.
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b. Delete one or more versions of a document. Creating multiple versions of a
document using the Versioning feature may increase file size. To check
whether a document contains other versions, click Versions on the File menu.
If other versions exist, you may be able to reduce the file size by deleting the
oldest versions. Delete one or more versions of a document. On the “File”
menu, click “Versions”. Click the version of the document you want to delete.
To select more than one version, hold down CTRL as you click each version.
Click “Delete”.

5. The application package may be very large; be patient. Depending on the speed of
your connection, and the size of your application package, it could take some time
to upload. If it has been more than an hour, you should stop the transmission and
try to:

a. Move to a higher speed connection.

b. Reduce the size of your submission by removing optional attachments
(requires agency approval).

c. Contact the grantor agency for assistance or alternative submission
procedures.

You can also reduce the file size by using the facsimile solution for some or all the
attachments. HUD will not accept an application that is sent entirely by facsimile.
At a minimum, the downloaded application package with the xml-based files,
including a completed SF-424, must be submitted directly to Grants.gov.
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D. DO’S AND DON’'TS To Follow Regarding Electronic Application
Submission

What You Should Do

10.

11.

DO register early.
DO renew your registration with CCR annually.

DO provide to Dun and Bradstreet the same Legal Business Name, on record at the IRS.
The Legal Business Name, Doing Business Name (DBA), Physical Address, and Postal
Code/ Zip+4 will be pre-populated in CCR from D&B's records.

DO contact the IRS at 800-829-4933 if you have questions about your Legal Business
Name and/or EIN/TIN.

DO provide to CCR the same Legal Business Name and Employer Taxpayer Identification
Number (EIN) or Taxpayer Identification Number (TIN) that you provided to the IRS. This
data must match exactly. If these two fields are not identical at CCR, Dun and Bradstreet,
and the IRS, an error message will result and you will not be able to complete your
registration until the discrepancies have been resolved.

DO check your AOR status at Grants.gov to make sure your E-Business POC has
authorized you to submit an application on behalf of your organization.

DO look at HUD’s Desktop Users Guide for Submitting Grant Applications, which walks
applicants through the electronic process, beginning with finding a funding opportunity,
completing the registration process, and downloading and submitting the electronic
application. The Desktop Users Guide includes helpful step-by-step instructions, screen
shots, and error proof tips to assist applicants in becoming familiar with submitting
applications electronically. The Desktop Users Guide is available on line at
http://www.hud.gov/grants/index.cfm.

DO create a special folder for each new application and save all files related to the
application in that folder. Some applicants create the folder directly on their computer’s
desktop. Check all attachment files and make sure they have a file extension of doc, pdf,

xlIs, jpg, jpeg or zip.

DO make sure that file extensions are not in upper case. File extension must be lower
case for the file to be opened.

DO keep file names not more than 50 characters without special characters or spaces in
the file name.

DO review the application package and all the attachments to make sure it contains all the
documents you want to submit. If it does, save it to your computer and remove previously
saved versions.
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15.
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DO review the application package and all the attachments to make sure it contains all the
documents you want to submit. If it does, save it to your computer and remove previously
saved versions.

DO run the Check Package for Errors feature on the application package and correct any
problems identified.

DO expect a Confirmation notice from Grants.gov, which advises that your application has
been received and is being processed. This Confirmation includes the Grants.gov
Tracking Number, record this number for future use. Until you see a confirmation
message on your screen your application has not been submitted to Grants.gov.

DO use the Fax Form HUD-96011 as your Fax Cover Page if you fax attachments. In
order, for HUD to correctly match a fax to a particular application, the applicant must use
and require third parties that fax documentation on its behalf to use the form HUD-96011
as the cover page of the facsimile.

What You Should Not Do

1.

DO NOT fax your entire application to HUD. HUD will disqualify applications submitted
entirely by fax. Applicants should only use the fax method to submit required documents
when they cannot be attached to the electronic application package as a pdf, doc, xls,
jpeg, or jpg, or the size of the submission is too large to upload from the applicant’s
computer.

DO NOT use more than one of the following search fields (CFDA Number, Funding
Opportunity Number or Funding Opportunity Competition ID) when downloading the grant
application package and instructions. If you enter more than one, you will not find the
instructions. HUD recommends that you use the CFDA Number.

DO NOT wait more that 1-hour for your application submission to be uploaded to
Grants.gov. Stop the transmission and check the available disk and RAM space on your
computer. HUD has found that difficulty in uploading a file from the applicant’s desktop is
due to the application package being too large for the applicant’s computer to handle, or
the applicant’s network limits the size of files going in or out, or the Internet service
provider has a file size limit. Therefore, in such instances, the application should be
reduced in size by removing attachment files and submitting the information via the
facsimile method using the form HUD 96011 as the cover page.

DO NOT use special characters (examples: #, %, /, etc) in a file name.
DO NOT include spaces in the file name.

DO NOT attach a copy of the electronic application with your attachments as an
attachments file. HUD cannot open these files when they are attached as attachments.
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CHAPTER 6 — GRANTS.GOV ACRONYMS AND GLOSSARY

The following are definitions for technical terms and acronyms used in the data

communications industry:

TECHNICAL
TERM/ACRONYM

DEFINITION

Accrued Expenditures

Charges incurred by a recipient during a given period requiring the
provision of funds for: (1) goods and other tangible property received;
(2) services performed by employees, contractors, sub recipients, and
other payees; and (3) other amounts becoming owed under programs
for which no current services or performance is required.

Accrued income

Sum of: (1) earnings during a given period from (i) services performed
by the recipient, and (ii) goods and other tangible property delivered to
purchasers; and (2) amounts becoming owed to the recipient for which
no current services or performance is required by the recipient.

Acquisition Cost of Equipment

Net invoice price of the equipment, including the cost of modifications,
attachments, accessories, or auxiliary apparatus necessary to make
the property usable for the purpose for which it was acquired. Other
charges, such as the cost of installation, transportation, taxes, duty or
protective in-transit insurance, shall be included or excluded from the
unit acquisition cost in accordance with the recipient’s regular
accounting practices.

Advance Payment

A payment made to a recipient upon request, either before the
recipient makes outlays or through the use of predetermined payment
schedules.

Agency Specific Data Sets

Data that an agency collects in addition to data on any of the SF-424
series forms.

Application Package

A group of specific forms and documents for a specific funding
opportunity that are used to apply for a grant.

Application Package Template

One or more forms and documents, which can be reused for multiple
opportunity-specific application packages.

Authorized Organization
Representative (AOR)

An AOR submits a grant on behalf of a company, organization,
institution, or government. AORs have the authority to sign grant
applications and the required certifications and/or assurances that are
necessary to fulfill the requirements of the application process.

Award

Financial assistance that provides support or stimulation to accomplish
a public purpose. Awards include grants and other agreements in the
form of money or property in lieu of money, by the Federal
Government to an eligible recipient. The term does not include:
technical assistance, which provides services instead of money; other
assistance in the form of loans, loan guarantees, interest subsidies, or
insurance; direct payments of any kind to individuals; and, contracts
which are required to be entered into and administered under Federal
procurement laws and regulations.

Cage Code

A five-character code, which identifies companies doing, or planning to
do business with the Federal Government, that is assigned through
the CCR.

Cash Contributions

A recipient’s cash outlay, including the outlay of money contributed to
the recipient by third parties.

Catalog of Federal Domestic
Assistance (CFDA)

An online database of all Federal programs available to state and local
governments, federally-recognized Indian tribal governments,
territories and possessions of the United States, domestic public,
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quasi-public, and private profit and nonprofit organizations and
institutions, specialized groups, and individuals.

Catalog of Federal Domestic

Assistance (CFDA) Number

The identifying number that a Federal program is assigned in the
Catalog of Federal Domestic Assistance (CFDA).

Central Contractor Registry
(CCR)

The Central Contractor Registry (CCR) is the primary vendor database
for the U.S. Federal Government. CCR validates applicant information
and electronically shares the secure and encrypted data with the
Federal agencies' finance offices to facilitate paperless payments
through Electronic Funds Transfer (EFT). The CCR stores your
organizational information, allowing Grants.gov to verify your identity
and to pre-fill organizational information on your grant applications.

Closeout

Process by which the awarding agency determines that all applicable
administrative actions and all required work of the award have been
completed by the recipient and the awarding agency.

Competition ID

A grantor selected ID that allows further distinction of the funding
opportunity number, which allows applications with the same funding
opportunity number to be assigned unique identifiers.

Context-Sensitive Help

Online help, which provides detailed information and instruction on a
specific topic.

Contract A procurement contract under an award or subaward, and a
procurement subcontract under a recipient’s or subrecipient’s contract.
Cookie A piece of information sent by a Web Server to a Web Browser that

the Browser software is expected to save and to send back to the
Server whenever the browser makes additional requests from the
Server. Depending on the type of Cookie used, and the Browsers'
settings, the Browser may accept or not accept the Cookie, and may
save the Cookie for either a short time or a long time.

Cooperative Agreement

An award of financial assistance that is used to enter into the same
kind of relationship as a grant; and is distinguished from a grant in that
it provides for substantial involvement between the Federal agency
and the recipient in carrying out the activity contemplated by the
award.

Cost Sharing or Matching

The portion of project or program costs not borne by the Federal
Government.

Credential Provider

The organization that validates the electronic identity of an individual
through electronic credentials, PINS, passwords and PKI certificates
for Grants.gov.

Current Accounting Period

The period of time the recipient chooses for purposes of financial
statements and audits.

Data Universal Numbering
System (DUNS)

A unique nine-character identification number provided by the
commercial company Dun & Bradstreet (D&B).

Date of Completion

The date on which all work under an award is completed, or the date
on the award document, or any supplement or amendment thereto, on
which awarding agency sponsorship ends.

Disallowed Costs

Charges to an award that the awarding agency determines to be
unallowable, in accordance with the applicable Federal cost principles
or other terms and conditions contained in the award.

Discretionary Grant

A grant (or cooperative agreement) for which the Federal awarding
agency generally may select the recipient from among all eligible
recipients, may decide to make or not make an award based on the
programmatic, technical, or scientific content of an application, and
can decide the amount of funding to be awarded.

Download

Transferring data (usually a file) from another computer to the
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computer you are using.

E-Authentication

A gateway, which provides access to numerous Credential Providers.

E-Business Point of Contact

An E-Biz POC is responsible for the administration and management
of grant activities in his/her organization. E-Biz POCS grant
representatives of their organization the privilege to submit grant
applications through Grants.gov.

Email

Messages, usually text, sent from one person to another via computer.

Equipment

Tangible nonexpendable personal property, including exempt property,
charged directly to the award having a useful life of more than one
year and an acquisition cost of $5000 or more per unit. However,
consistent with recipient policy, lower limits may be established.

Excess Property

Property under the control of an awarding agency that, as determined
by the head of the awarding agency or his/her delegate, is no longer
required for the agency's needs or the discharge of its responsibilities.

Exempt Property

Tangible personal property acquired in whole or in part with Federal
funds, where the awarding agency has statutory authority to vest title
in the recipient without further obligation to the Federal Government.
An example of exempt property authority is contained in the Federal
Grant and Cooperative Agreement Act, 31 U.S.C. 6306, for property
acquired under an award to conduct basic or applied research by a
nonprofit institution of higher education or nonprofit organization
whose principal purpose is conducting scientific research.

Federal Share of Real Property,
Equipment, or Supplies

The percentage of the property or supplies’ acquisition costs and any
improvement expenditures paid with Federal funds. This will be the
same percentage as the Federal share of the total costs under the
award for the funding period in which the property was acquired
(excluding the value of third party in-kind contributions).

Federally Recognized Indian
Tribal Government

The governing body of any Indian tribe, band, nation, or other
organized group or community (including any Native village as defined
in section 3 of the Alaska Native Claims Settlement Act) certified by
the Secretary of the Interior as eligible for the special programs and
services provided by him through the Bureau of Indian Affairs.

Fedgrants.gov

The current website at which you can search for grant opportunities.

Financial Assistance

The transfer of a thing of value from a Federal agency to a recipient to
carry out a public purpose of support or stimulation authorized by a
law of the United States (see 31 U.S.C. 6101(3)). An agency may
provide financial assistance through various types of transactions,
including grants, cooperative agreements, loans, loan guarantees,
interest subsidies, insurance, food commodities, direct appropriations,
and transfers of property in place of money.

Frequent Questions

A list of commonly asked questions and their answers.

Funding Opportunity
Announcement

A publicly available document by which a Federal agency makes
known its intentions to award discretionary grants or cooperative
agreements, usually as a result of competition for funds. Funding
opportunity announcements may be known as program
announcements, notices of funding availability, solicitations, or other
names depending on the agency and type of program. Funding
opportunity announcements can be found at
http://www.grants.gov/applicants/find _grant opportunities.jsp and on the
Internet at the funding agency’s or program’s website.

Funding Period

The period of time when Federal funding is available for obligation by
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the recipient.

Government A State or local government or a federally recognized Indian tribal
government.

Grant An award of financial assistance the principal purpose of which is to
transfer a thing of value from a Federal agency to a recipient to carry
out a public purpose of support or stimulation authorized by a law of
the United States (see 31 U.S.C. 6101(3)). A grant is distinguished
from a contact, which is used to acquire property or services for the
Federal government's direct benefit or use.

Grants.gov A “storefront” web portal for use in electronic collection of data (forms

and reports) for Federal grant-making agencies through the
Grants.gov site: http://grants.gov/

Grants.gov Tracking Number

A number set used by Grants.gov, which is used to identify each
application it receives.

Individual

An individual submits a grant on their behalf, and not on behalf of a
company, organization, institution, or government. Individuals sign the
grant application and its associated certifications and assurances that
are necessary to fulfill the requirements of the application process.

Intangible Property and Debt
Instruments

Includes trademarks, copyrights, patents and patent applications, and
such property as loans, notes and other debt instruments, lease
agreements, stock and other instruments of property ownership,
whether considered tangible or intangible.

Inter-Agency Electronic Grants
Committee (IAEGC)

An organization, which encourages and assists federal agencies in
developing electronic grants systems and standardizing electronic
commerce methodologies throughout the federal government. The
IAEGC is chartered to Grants.Gov Program Management Office.

Local Government

A local unit of government, including specifically: a county,
municipality, city, town, township, local public authority, school district,
special district, intra-state district, council of governments (whether or
not incorporated as a nonprofit corporation under State law), any other
regional or interstate entity, or any agency or instrumentality of local
government.

Login

The act of connecting to a computer system by giving your credentials
(usually your "Username" and "Password").

Mandatory Grant

A grant (or cooperative agreement) awarded under a program where
the authorizing statute requires the head of the agency or designee to
make an award to each eligible entity under the conditions and in the
amount (or based on the formula) specified in the statute.

Marketing Partner ID (MPIN)

A personal code that allows you to access other government
applications such as the Past Performance Automated System,
DoDBusOpps and TeDS. The MPIN may act as your password in
these other systems. You make up the code and register it in CCR.
The MPIN must have 9 digits containing at least one alpha character
(must be in capital letters) and one number (no spaces or special
characters permitted).

North American Industry
Classification System (NAICS)
Code

A code with a maximum of six digits used to classify business
establishments. This code will be replacing the Standard Industrial
Classification (SIC) code.

Obligations

The amounts of orders placed, contracts and grants awarded, services
received and similar transactions during a given period that require
payment by the recipient during the same or a future period. The
amounts of orders placed, contracts and grants awarded, services
received and similar transactions during a given period that require
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payment by the recipient during the same or a future period.

Operational Research
Consultants (ORC)

The organization that Grants.gov has selected to validate the
electronic identity of an individual through electronic credentials, PINS,
passwords and PKI certificates.

Organization

A grant applicant who is submitting a grant on behalf of a company,
state, local or tribal government, academia or research institution, not-
for-profit, or any other type of institution.

Outlays or Expenditures

Charges made to the project or program, which may be reported on a
cash or accrual basis.

Password A code used to gain access to Grants.gov along with a Username.
Good passwords contain letters and non-letters and are not simple
combinations such as virtue?.

PDF A file format designed to enable printing and viewing of documents

with all their formatting (typefaces, images, layout, etc.) appearing the
same regardless of what operating system is used, so a PDF
document should look the same on Windows, Macintosh, Linux, OS/2,
etc.

Personal Property

Property of any kind except real property. It may be tangible, having
physical existence, or intangible, having no physical existence, such
as copyrights, patents, or securities.

Point of Contact (POC)

An individual who is designated as the person responsible for
authorization and maintenance of information on behalf of a CCR
registrant, coordinating communication among organizations.

Prior Approval

Written approval by an authorized awarding agency official evidencing
prior consent.

Program Income

Gross income earned by the recipient that is directly generated by a
supported activity or earned as a result of the award.

Project Costs

All allowable costs, as set forth in the applicable Federal cost
principles (see Sec. 74.27), incurred by a recipient and the value of the
contributions made by third parties in accomplishing the objectives of
the award during the project period.

Project Period

The period established in the award document during which awarding
agency sponsorship begins and ends.

Property

Real property, equipment, intangible property and debt instruments.

PureEdge Viewer

A small, free program that will allow you to access, complete, and
submit all application packages electronically and securely through
Grants.gov.

Quick Reference

A job aid that will provide the information you likely will use most often.

Real Property

Land, including land improvements, structures and appurtenances
thereto, but excludes movable machinery and equipment.

Recipient

An organization receiving financial assistance directly from an
awarding agency to carry out a project or program.

Research and Development

All research activities, both basic and applied, and all development
activities that are supported at universities, colleges, hospitals, other
nonprofit institutions, and commercial organizations. “Research” is
defined as a systematic study directed toward fuller scientific
knowledge or understanding of the subject studied. “Development” is
the systematic use of knowledge and understanding gained from
research directed toward the production of useful materials, devices,
systems, or methods, including design and development of prototypes
and processes. The term research also includes activities involving
training of individuals in research techniques where such activities
utilize the same facilities as other research and development activities
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and where such activities are not included in the instruction function.
Researcher A Grant Researcher writes, prepares, and/or searches for grant

applications on their own behalf, or on behalf of a company,
organization, institution, or government, but does not plan to sign the
grant application or its associated certifications and assurances.

Role Manager

The person listed as the Point of Contact for a specific grantor agency
or sub-agency. This person will receive any email notifications about
application submissions, depending on the option selected in the
agency's profile.

SIC Code

Being replaced by the NAIC code, a code that was used to classify
business establishments.

Standard Form 424 (SF-424)
series forms

Standard government-wide grant application forms including:
SF-424 (Application for Federal Assistance cover page);
SF-424A (Budget Information — Non-construction Programs);
SF-424B (Assurances — Non-construction Programs);
SF-424C (Budget Information — Construction Programs); and

SF-424D (Assurances — Construction Programs); as well as named
attachments including Project Narrative and Budget Narrative.

State Any of the several States of the United States, the District of
Columbia, the Commonwealth of Puerto Rico, any territory or
possession of the United States, or any agency or instrumentality of a
State exclusive of local governments.

Subaward An award of financial assistance in the form of money, or property in

lieu of money, made under an award by a recipient to an eligible
subrecipient or by a subrecipient to a lower tier subrecipient. The term
includes financial assistance when provided by any legal agreement,
even if the agreement is called a contract, but does not include
procurement of goods and services nor does it include any form of
assistance, which is excluded from the definition of “award.”

Subrecipient

The legal entity to which a subaward is made and which is
accountable to the recipient for the use of the funds provided.

Supplies All personal property excluding equipment, intangible property, and
debt instruments as defined in this section, and inventions of a
contractor conceived or first actually reduced to practice in the
performance of work under a funding agreement.

Suspension A post-award action by the awarding agency that temporarily

withdraws the agency’s financial assistance sponsorship under an
award, pending corrective action by the recipient or pending a decision
to terminate the award.

Synopsis of Funding
Opportunity

Summary information extracted from or based on the funding
opportunity announcement that is electronically posted at the
government-wide website known as Grants.gov. The posting at
http://www.grants.gov/applicants/find_grant opportunities.jsp includes
a direct link to the funding opportunity announcement or includes an
uploaded copy of the funding opportunity announcement.

System Requirements

Computer functionality and programming which is required in order for
a specific program to operate.

Trading Partner Identification

The restricted access number assigned by CCR to the main CCR
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Number (TPIN) Point of Contact who manages information for the CCR registrant.
Termination The cancellation of awarding agency sponsorship, in whole or in part,

under an agreement at any time prior to the date of completion.

Third Party in-kind

The value of non-cash contributions provided by non-Federal third

Contributions parties. Third party in-kind contributions may be in the form of real
property, equipment, supplies and other expendable property, and the
value of goods and services directly benefiting and specifically
identifiable to the project or program.

Tutorial A computer-based training lesson designed to teach you everything

you need to know about using Grants.gov.

Unobligated Balance

The portion of the funds authorized by an awarding agency that has
not been obligated by the recipient and is determined by deducting the
cumulative obligations from the cumulative funds authorized.

Upload Transferring data (usually a file) from the computer you are using to
another computer.

User Guide A well-indexed, comprehensive guide to reference information about
Grants.gov.

User Name The unique ID, which allows access into specific sections of
Grants.gov.

XML A widely used system for defining data formats. XML provides a very

rich system to define complex documents and data structures such as
invoices, molecular data, news feeds, glossaries, inventory
descriptions, real estate properties, etc.
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CHAPTER 7 — GRANTS.GOV PUREEDGE SUPPORT FOR NON-
WINDOWS USERS

For non-Windows users, a free Citrix server is available to remotely launch a Windows
session and submit completed grant applications.

Note that a limited amount of users can access the Citrix Server at any one time.

You will need to save your application often and also log off when you are not working
on your application package to help maximize server use. Wait until you are close to
completion of your package before attaching any documents to keep the size of the file
as small as possible. Finally, you will find the best time to work and submit an
application via Citrix is during off-peak hours, usually between 10 p.m. and 10 a.m.,
EST.

Macintosh System requirements are:
OS X Version 10.1, 10.2, 10.3 or 10.4
128 MB of RAM

10 NB Disk Space

PowerPC Processor

Click here to Download the Citrix Package for Macintosh OS X users.

An installation guide that walks you through each step of the installation is available
here. If you do not meet the Macintosh System Requirements, you may still download
the Citrix client. Once you have downloaded a Citrix client, you may link to the
Customized Citrix Package Setup guide for further instruction.

Customized Citrix Package Setup Guide

Applicants unable to use the standard Grants.gov Citrix Package can use the
configuration parameters below with their system-specific Citrix client. Citrix clients
come with a Citrix ICA Editor, enabling applicants to configure a customized connection
to Grants.gov. The suggested configuration parameters will assist applicants in
configuring their file:

Connection = Published Application

Connect to = |IE PureEdge

Network Protocol = TCP/IP

Server Location = 128.231.74.221

Encryption Level = 128 Bit

Window Size = 1024 x 768

Additional helpful links for Macintosh users:

PureEdge Instructions for Macintosh

PureEdge Support for Macintosh =

Install PureEdge on a Macintosh using Virtual PC™=.

For more help, contact the Grants.gov customer support center at support@grants.gov.
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CHAPTER 8 — CONVERTING DOCUMENTS TO PORTABLE
DOCUMENT FORMAT (PDF)

When completing a grant application package HUD recommends that applicants submit
attachments to Grants.gov as a PDF. Using PDF = allows you to preserve the
formatting of your document.

How can you convert your documents to Portable Document Format?

PDF generator software is available to help you save your documents as PDFs. There
are several programs for both PCs and Macs, along with websites that can perform the
conversion for you.

Please note that when naming your file, please do not use special characters or spaces
in the file names. Such files are unrecognizable as PDFs to some systems.

The list below contains some of the PDF generators available, many of which are free
or very inexpensive. Grants.gov or HUD does not endorse any particular software.
Consult the vendor websites for more information. The websites below are listed
alphabetically.

Adobe
http://www.adobe.com/products/acrobatstd/main.html
Print driver that will work with any application. (For PC or Mac)

BLC Technologies
http://www.gohtm.com
Web-based converter. Vendor emails PDF back to you. (For PC or Mac)

Create Adobe PDF Online
https://createpdf.adobe.com/index.pl/
Web-based converter. Vendor emails PDF back to you. (For PC or Mac)

CutePDF
http://www.cutepdf.com
Print driver that will work with any application. (For PC)

Go2PDF
http://www.go2pdf.com
Print driver that will work with any application. (For PC)

Pdf995
http://site4.pdf995.com
Print driver that will work with any application. (For PC)
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PDFcreator
http://docupub.com
Web-based converter. View PDF or emails PDF to you. (For PC or Mac)

Win2PDF
http://www.win2pdf.com/
Print driver that will work with any application. (For PC)

Zeon Corporation
http://www.pdfwizard.com/
Print driver that will work with any application. (For PC)
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CHAPTER 9 - ZIP (COMPRESSED) FILE ASSISTANCE

If you do not have access to .zip files on your computer, you can get software as
follows:

Microsoft Windows Users

For more information on .zip (compressed) files review this article:
http://office.microsoft.com/en-us/assistance/HA011276901033.aspx. About mid-way
through the article are a number of .zip utilities.

Mac Users

Users can view this article: http://docs.info.apple.com/article.html?artnum=24464. The
.Zip utilities are at the bottom of the page.

Other

Alternatively, you can do a web search using the term "free .zip utility," which will result
in a number of options. There are many brands of file compression software that will zip
and unzip files. HUD does not endorse any particular brand of software.

U.S. Department of Housing and Urban Development
Chapter 9 — Zip (Compressed) File Assistance 235


http://office.microsoft.com/en-us/assistance/HA011276901033.aspx
http://docs.info.apple.com/article.html?artnum=24464

Desktop User Guide For Submitting Electronic Grant Applications

CHAPTER 10 - IMPORTANT NUMBERS FOR ADDITIONAL
ASSISTANCE

Central Contractor Reqistration (CCR) - Contact the CCR Assistance Center,
8:00 a.m. to 8:00 p.m., Eastern Standard Time, Monday through Friday at 888-227-
2423 or 269-961-5757 for assistance or at http://www.ccr.gov/.

Credential Provider — Contact Operational Research Consultants (ORC), the
Grants.gov Credential Provider at 800-816-5548 or 703-246-8536 between 7:30 a.m. to
6:00 p.m. eastern standard time or via email at eauthhelp@orc.com.

Dun and Bradstreet — If you have questions or need additional information, call Dun
and Bradstreet at 866-705-5711.

Grants.gov Contact Center - If you have questions or need additional information,
call the Grants.gov Contact Center at 800-518-GRANTS (4726) or email at
support@Grants.gov. The Contact Center hours of operation are Monday through
Friday 7 a.m. to 9 p.m. eastern standard time. A training demo on how to complete an
application package is available under Tips and Tools on the Grants.gov homepage. If
you are hearing or speech-impaired, you may reach any of the telephone numbers in
this brochure by calling the toll-free Federal Information Relay Service at 800-877-8339.

HUD - You can also obtain information on HUD’s website at http://www.hud.gov/grants,
where you can find background information on HUD’s grant programs and HUD
webcasts that provide information on each grant program.

To find out more about the SuperNOFA program, contact the NOFA Information Center
at 800-HUD-8929 or at 800-HUD-2209 (TTY) for the hearing impaired. The hours of
operation are 10:00 a.m. to 6:30 p.m. eastern standard time, Monday through Friday,
excluding Federal holidays.

HUD Disclaimer

This document reflects screenshots and information from Grants.gov and the Central
Contractor Registration (CCR) as of February 2007. As these sites are updated, it is
HUD'’s intent to issue replacement pages on a quarterly basis. If you are interested in
receiving replacement pages contact us at: grantsoffice@hud.gov.
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