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SF-424 Application for Federal Assistance

Insert a completed form SF 424 here.  This form is included on the Earmark Training CD.  The Earmark Training CD includes the form.  The form may also be downloaded from the ETA website at: http://www.doleta.gov/sga/forms.cfm, click SF 424 Application for Federal Assistance  
The following Project Technical Proposal template with brief instructions is provided for your convenience, for completing your proposal.  There are also more detailed instructions and examples in for detailed instructions in The Proposal Guide, Section I. 

Once you finalize your proposal, you can omit the Instruction boxes.

I. TECHNICAL PROPOSAL

1. Abstract

See Proposal Guide, Section I-1, for detailed instructions and examples for the Abstract. Recommend allowing one page in length.   

Answer these questions:

What is the purpose that the project is intended to accomplish?  This must reiterate the purpose contained in the Earmarked Appropriation line of the Congressional Conference Report but you may add clarifying details.  Recommend a paragraph or less.

Who are the grantee and the project partners?  Provide applicant organization’s name.  Briefly describe roles, contributions of key partners, and other substantial contributors.  Recommend a paragraph or less.

Why are you implementing this project?  Briefly describe the needs addressed by the project.  Recommend a paragraph or less.

What outcomes do you anticipate for your project?  These will commonly be stated in terms of outcomes for individuals, but may include other desired outcomes depending on of project. 

How will you delver services?  Discuss components of the project and how they relate to the need.  Mention any unique features of your service methods or delivery mechanism. Recommend one or two paragraphs.

Statement of Needs


See Proposal Guide, Section I-2, for detailed instructions and examples.  

A. Project’s Purpose 


Describe the purpose that the project is intended to accomplish.  This must reiterate the purpose contained in the Earmarked Appropriation line of the Congressional Conference Report.  Only activities that substantially conform to the Congressional text are eligible for funding under the Earmarked Program but you may add clarifying details.  Recommend a sentence in length. 

B. Description of the Major Issues Addressed  

What are the major issues or problems that the project is addressing in conjunction with the project’s purpose? Generally these should be no more than a half dozen in number, but for some project designs, might consist be a single, distinct issue.  Provide enough factual (preferable quantified) information to explain the issue and its significance.  

The scope of each issue should be no longer than the project is proposing to address. For example, a project with a neighborhood focus should not address a state-wide issue.

Section 171 of the Workforce Investment Act (see Appendix B of Reference Book 1)--which governs what is permissible for demonstration, pilot and similar projects funded with an Earmarked appropriation--requires that “such projects shall include the provision of direct services to individuals to enhance employment opportunities.”  Therefore, with rare exception, one or more of these issues must be about the needs of the individuals that the project will serve.  

The issues will be used to organize the remainder of the technical proposal.

Issue #1,_____:

Issue #2,_____:

Issue #3,_____:

Issue #...

Individuals to be Served (Participants)


 In this section describe the population of individuals to which the project will provide services.  Include any eligibility requirements that the project will use.

Also explain why this population was selected.

a) Description of Individuals Being Served and Eligibility Criteria (if Applicable)

b) Rationale for Selection

2. Description of the Impacted Area


A. Area Delineated


Delineate the geographic boundaries of the area being impacted.  Describe the physical and social features of the area being served that affect the need for the project or strategies being used.  

Where appropriate, ETA encourages grantees to plan strategies that serve large, multi-county regions or labor markets. Such a region might overlap two or more states.  In these instances the states and counties affected would be included in the description.  Tables or maps may be included to accomplish this. 

B. Labor Market Information for the Area


Describe the principal employment needs and conditions relevant to the project.  May use the table below to display relevant occupational information, and add a short written narrative.  Information should link to project issues and goals.  Recommend one page or less in length.

Occupational Projections Table


	TARGETED OCCUPATIONS
	CURRENT

EMPLOYMENT
	GROWTH

FORECAST
	AVERAGE

WAGE

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


C. Socioeconomic Information for the Area 


You may provide here any additional, pertinent, socioeconomic data about the area that was not included in the issues section.   Recommend a half page or less.

Statement of Work


See proposal Guide, Section I-4, for detailed instructions and examples.  

The Statement of Work has five subsections.  The Statement of Work contains an overview of the project goals and major components addressing the issues outlined in your Statement of Need (Section 2).  This section also contains the work schedule and a description of your partners/collaborators and linkages with the Workforce Investment System.  

D. Project Goals

For each of the issues identified, provide one or more goals for what the project is to accomplish by the end of the grant period.  Goals should be action oriented, measurable (preferably quantifiable) and time-specific.  

The goals should be no longer than a sentence each.

Goal #1,_____: 

Goal #2,_____: 

Goal #3,_____: 

Goal #...,_____: 

Major Project Components 

a) Description of Components for Addressing Each Issue and Goal.

For each major project component, discuss who provides what, when, and where, and delivery methods. This section is the heart of the technical proposal.  At least one of the services must describe services for individuals.  Components can address multiple goals. 

Note that federal regulations restrict the use of funds for some categories of activity such as for construction. In addition Section 181 of WIA restricts the use of funds for employment generating activities, economic development activities and similar activities that are not directly related to training for eligible individuals under the Act. 

If some components are funded from other funding sources, they can be included here but separate funding should be explained.

Allow two or more paragraphs per component.   (Secondary activities/tasks are to be listed later as part of the Work Schedule.) 

Component #1, ________:

Component #2, ________:

Component #3, ________:

Component #..., ________:

b) Diagram of Project Components 


Provide any project component/service diagrams or flow charts as applicable. May be on separate pages and in a landscape format.

Work Schedule


Complete a Work Schedule chart.  Add or delete rows as appropriate. Take components directly from Section 4.B(1).  Shorter projects do not need to include a full 2nd year in the Work Schedule.  But, be sure to list all critical tasks, including start-up tasks such as hiring staff or executing subcontracts.  Also, the Schedule should include post-project activities such as the completion of evaluations.

	WORK SCHEDULE

	Project Component
	Task
	Year 1
	Year 2*
	Staff / Organization Responsible

	
	
	Q1
	Q2
	Q3
	Q4
	Q5
	Q6
	Q7
	Q8
	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	

	
Evaluation
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	


Insert Xs for periods of occurrence. Show entries only in those quarters needed to complete the project and the evaluation.

E. Partner/Collaborator Participation


Discuss partner commitments, including services delivered by partners that are essential to the project’s implementation and success.  Recommend a paragraph per partnering organization. 

Refer to any Letters of Commitment that describe specific services which will be provided by a partner. Note that a letter of support does not qualify as a letter of commitment.  Only attach letters of commitment.

Do not include services that may be competitively procured later from various firms or organizations.  (These activities should, however, be described in the Major Project Component sections of the narrative (4.B (1)) as well as in the contractual section of the budget rationale.)

F. Linkages with the Workforce Investment System


Describe what efforts have been made to link the project with the State and/or local workforce investment system, or other DOL-funded activities.  Does the grantee have a formal agreement with the State and/or local Workforce Investment Board, including the Career One-stop operator?  If yes, please describe the nature of the agreement.  Recommend one to three paragraphs.

3. Project Outcomes 
     

See Proposal Guide, Section I-5, for detailed instructions and examples. Recommend two pages or less.

A. Performance Measures and Planned Outcomes   


For each project component or goal identify the performance measures that will determine whether the project was successful during the grant period.  Include how that measure is defined (e.g., what is included in the numerator and denominator, what data that are excluded, and what is the measurement’s time period), and provide the expected level of performance.  Include any significant product outcomes such as reports or curricula. For employment and training type activities, the measures should include the WIA Common Measures when applicable (refer to the Section I-5). 

Use the chart below to provide the information for this section.  A narrative statement may also be used to provide supplemental information such as about data collection methods and responsibilities.

	PERFORMANCE TABLE

	Name of Performance Measure 
	Measure

Definition or Formula
	Planned Level of Outcomes

	Measure 1:  


	
	

	Measure 2:  


	
	

	Measure 3:  


	
	

	Measure 4:


	
	

	Measure …:


	
	


B. Evaluation Component


WIA demonstration grants are required to have an evaluation report completed following the project’s completion.  The cost of the evaluation should be allowed for in the project budget and the evaluation should be included in the Work Schedule as a component.  The cost of the evaluation should be kept to a minimum, for example, by using graduate students from a university.

a) Design of the Evaluation


Describe the design of the evaluation.  What will be the evaluation methodology? What will be the steps of the evaluation? Who will conduct the steps?  Explain any difference between performance measures used in the evaluation and those listed in Section I-5b.  Recommend a half page in length.

b) Evaluator


State who will conduct the evaluation. Who will collect and analyze data? Who will write the evaluation report?  Recommend one or two paragraphs. 

4. Management and Personnel


See Proposal Guide, Section  I-6, for detailed instructions and examples.  Many earmarked projects are operated by large organizations such as counties or universities, or consortia, although others are operated by quite small organizations.  The following questions are intended to help ETA understand your organization.  Recommend two pages or less. 

A. Applicant Organization and Project Administration



a) Organization Structure

What is the structure of the organization(s) to be funded through the grant? What is the legal form of the lead organization? For example, is it a consortium, community college or non-profit corporation? Will the grant result in a new organization that doesn’t currently exist? What are major units of the applicant organization(s) involved with the project and their functions?  What is its governance structure, e.g., does a board of trustees review all grant proposals, etc.? The length of the description should vary based upon the complexity of the situation. Recommend a half page to two pages.

· Location of the Project within the Organization’s Structure


Provide a diagram that shows the relationship between the project and units within the applicant organization. The diagram may be on a separate page and in a landscape format.  Include a brief description of the project’s relations to these organizational units.  

Recommend a paragraph in length.

Relationship of Project to Other Organizational Activities

As applicable, explain how the project relates to similar, on-going activities of the organization. (If the organization is operating more activities than those funded through the grant, it may need to segregate out the data and expenditures for these activities later.) 

If this project is a continuation or follow-on to a previous grant (not necessarily an earmarked grant), explain the relationship between the new and prior grant activities. 

Note that grants through DOL are to be used for activities that are in addition to those that would otherwise be available in the absence of such funds. (See WIA Sec. 195.2.) 

Recommend a half page in length, dependent upon complexity.

b) Project Administration

· Project Oversight and Start-up Responsibilities


Explain which organizational positions, whether grant-funded or not, have different types of oversight responsibility for the project.  (For example, in some organizations the head of the organization, who signs the grant, is not involved in the project’s day-to-day activities; these activities are delegated to a project manager.)  

If this is not an on-going project, explain who will be responsible for project development during the start-up phase. For what start-up activities (e.g. staff recruitment) will this person(s) be responsible? As applicable, by when will the project be transitioned to newly-hired, project personnel? 

Recommend two to three paragraphs.

· Fiscal Responsibilities and Processes


Will the applicant organization also be the project fiscal agent? If not, what organization will be? What position(s) will be responsible for project financial records and reports? Recommend a paragraph in length.

Reporting Responsibilities and Processes


Which position will be responsible for collecting and analyzing programmatic data, maintaining files, and preparing summary reports including reports to ETA? Recommend a paragraph in length

B. Staffing Level Rationale

Discuss the basis for project staffing.  If using staffing ratios (for example, 1 teacher to 15 participants), detail the ratios.  Include an organization chart for the project itself if there are several project positions (this may be a separate page).  Ensure adequate staff to complete the work.  Recommend a half page excluding the chart.  (Explain staff salaries in the Budget Rationale to follow.)

· Key Staff


Identify key staff by position and function.  Describe the qualifications desired.  Recommend a paragraph or two per position.

5. Sustainment Plan


See Proposal Guide, Section  I-7, for detailed instructions and examples.  If the project is to continue after the grant period, how will the project be sustained?  How will a sustainment strategy be developed?  Outline the roles of project partners in helping to sustain the project.  If the project is not to be continued, state that it will not be continued and include any phase down activities as part of the Work Schedule.  Recommend two or more paragraphs in length.

II.  Budget   

See Proposal Guide, Section II, for detailed instructions and examples. The budget is one of the most important pieces of the grant proposal.  A complete and well-developed budget eventually becomes an effective management tool; a budget that doesn’t truly represent a project’s needs and situation will make it difficult for managers to assess financial performance over the life of the project and may result in a grantee experiencing cost overruns.  The budget also provides ETA with information that is useful in assessing whether the activities and services described in the Statement of Work are consistent with the estimated costs in the budget.  

A. Budget Information Form 

This section should include the completed Budget Information Form, SF 424A. Please see Appendix G MS Excel file (Appendix G - SF-424A and Worksheets.xls) for the Budget Information Form and Budget Category Worksheets that are included in this section of the proposal.   

Only Section A and B (Page 1) of the budget information form (SF-424A) will be completed, however, both pages must be included in the application. Grantees cannot make any entries on the budget information form.  The required boxes are either already filled out or will automatically populate when the Budget Category Worksheets, addressed below, are completed.   Earmark grantees are not required to complete Sections C through F.  

In Section A- Budget Summary, the following information has been pre-printed in the first row: column (a) – Congressional Earmark 2008; column (b) – 17.261.  Section B, Budget Categories, will be automatically populated as the budget category Excel worksheets, addressed below, are completed. A. 2. Budget Category Excel Worksheet

Budget Category Excel Worksheets and Budget Narrative


a) Budget Category Worksheets 


This section should include the completed Budget Category Excel Worksheets and a narrative for each budget category. Please see Appendix G MS Excel file (Appendix G - SF-424A and Worksheets.xls) for the Budget Information Form and Budget Category Worksheets that are included in this section of the proposal.   

The SF 424A, Section B, requires grantees to classify expenses in the following object class categories:  Personnel, Fringe Benefits, Travel, Equipment, Supplies, Contractual, Construction (not used for earmark grants), Other, and Indirect Costs.  Appendix G contains an individual worksheet for each of these object class categories.  Complete the Budget Category Worksheets for each object class category.  Each worksheet identifies in detail the costs attributable to each object class category in Section B, lines 6(a) – 6(j) of the SF 424A. The worksheet cells contain instructions and drop down menus to aid in their completion. Data from the completed budget worksheets will automatically populate Sections A and B the SF-424A. 

Administrative Costs: In addition to the worksheets corresponding to the object class categories on SF-424A Earmark grantees are required to complete the Administrative Costs worksheet included in the Appendix G - SF-424A and Worksheets.xls workbook.

Budget Narrative

Each MS Excel worksheet includes a Budget Narrative section in which grantees must explain or justify the amounts entered for each Budget Category on the SF 424 A and the supporting worksheets. In this section, grantees should also provide a brief statement which explains how the costs associated with each object class category relate to the implementation of the statement of work and the achievement of grant goals.  Grantees should try to anticipate factors that may affect the budget when developing their projections and provide a narrative explanation of these factors in this section of the grant proposal.  See proposal guide Section II for examples of budget narratives.

Administrative Costs: In this section, also include a narrative explanation describing the percent of the award amount that will be spent on administrative costs, including a description of administrative services being charged to the grant.  Administrative costs are limited to 10% of the grant award.  ETA uses a function based definition of administration which means costs associated with certain functions, such as accounting, procurement, financial management, payroll etc. are considered administrative costs.  Be sure to review the definition and limitation discussion on administrative costs in Section II of the proposal guide.

III. Attachments
Additional items to include in final proposal.

A. Letters of Commitment
B. Staff Resumes
C. Articles of Incorporation (if applicable) 

D. IRS Status Form (if applicable) 

E. Indirect Cost Agreement (if applicable) 
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