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 TC "SF 424, Application for Federal Assistance"\l 1 
Insert completed SF 424 here.  This form is included on the Earmark Training May 2005 CD.  Since the file is in PDF format, you will only be able to open the file, insert your data and print it out unless you have purchased special PDF software that allows you to save the PDF document. The form may also be downloaded from the ETA website at  http://www.whitehouse.gov/omb/grants click Forms at the bottom of the page and then select SF 424.  

1. Abstract

See Proposal Guide, Section 1, for detailed instructions and examples. Recommend one page.

Answer these questions:

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

What objectives do you intend to accomplish?  Include statement about what the project is trying to achieve (i.e., goal(s) statement).  Recommend a paragraph or less.

Why are you implementing this project?  Describe the community need addressed by project.  Use facts to support the need statement.  Recommend a paragraph or less.

How will you deliver services?  Discuss approaches to training.  How will services, not part of this grant, be provided?  Mention any unique feature of your service methods or delivery mechanism.  Recommend one or two paragraphs.
2. Statement of Need

See Proposal Guide, Section 2, for detailed instructions and examples.  Recommend three pages or less.

A. Description of the Issue

Describe the issue.  Recommend a paragraph or less. 

B. Description of the Target Area

Define geographic boundaries.  Describe the physical and social features of the area being served that affect the need for services or strategies being used.  Recommend a paragraph or less.

C. Economic Information

Describe principle employer needs and conditions relevant to the project.  May use the table below to display information, and add a short written narrative if necessary.  Information should link to project goals and performance measures.  Recommend one page or less.

Economic Information

	Occupations to be Trained
	Growth Forecast
	Average Wage
	Area Companies Experiencing Labor Shortages in the Targeted Occupations

	
	
	
	

	
	
	
	


D. Socioeconomic Information

Complete the Target Area Demographics table using data from the Census.  May add additional rows of information or a short narrative if desired.  Recommend one page or less.

Target Area Demographics

	Subject
	Target Area

	POPULATION
	

	Total Population
	

	INCOME
	

	Median Household Income
	

	POVERTY 
	

	Persons w/ Income Below Poverty
	

	Families w/ Income Below Poverty
	

	EDUCATIONAL ATTAINMENT
For adults age 25 and up
	

	Less than 9th grade 
	

	9th to 12th grade, no diploma
	

	High school graduate (includes GED)
	

	Some college, no degree
	

	Associate degree
	

	Bachelor’s degree
	

	Graduate or professional degree
	

	EMPLOYMENT STATUS
	

	Unemployment Rate
	

	OTHER**
	


**Add rows to table if desired

3. Performance Measures

See Proposal Guide, Section 3, for detailed instructions and examples. Recommend two pages or less.

A. Performance Measure

State the goal(s) as the project’s mission statement.  Ensure that the mission presents a solution to the need as described in previous section.  Identify the project’s performance measures, including how that measure is defined (who is included in the numerator and denominator and what is the measurement time period) and the expected level of performance.  Recommended that grantees use the chart below to provide the information for this section.  A narrative statement may also be used to provide supplemental information.

	Performance Measure
	Expected Level of Performance
	Actual Level of Performance

	Measure 1:  (List and describe measure here)

Parameters (Describe parameters here)
	
	These cells will be completed in the 
Final Project Narrative Report

	Measure 2:  (List and describe measure here)

Parameters:  (Describe parameters here)
	
	

	Measure 3:  (List and describe measure here)

Parameters:  (Describe parameters here)
	
	

	
	
	

	
	
	


B. Program Reporting and Processes

If different than the grantee organization on the cover page, identify the organization that will maintain responsibility from program-specific reporting.  Describe the process used to maintain, track and report program outcomes data.  Describe what types of information will be tracked, how the information will be secured, how often the reports will be generated, and how the information collected will be used to manage the project.  

4. Statement of Work

See Proposal Guide, Section 4, for detailed instructions and examples. Recommend eight pages or less.

A. Target Group To Be Served (Participants)

1. Description

State who will be trained by the project.  Selection should be connected to the need. Include special skill needs if appropriate (example: basic math).  Recommend a paragraph or less.

2. Rationale for Selection

Discuss how number to be served is supported by size of potential pool of candidates.  Recommend a paragraph or less.

3. Needs and Other Services

Discuss services needed as indicated by data. Discuss how participants will gain access.  Recommend a paragraph or less.

B. Services To Be Provided

1. Description of Services

Discuss each service (even those not paid for by grant), who provides, when, where, delivery methods. May show in chart/matrix.   No page length recommendation.

2. Services Flow Chart

Provide a project service/activity flow chart.

3. Partner/Collaborator Participation

Discuss partner commitments, including services delivered by partners.  Refer to any Letters of Commitment.  Recommend 1 page or less.

4. Linkages with Workforce Investment System

Describe what efforts have been made to link the project with the State and/or local workforce investment system?  What are the outcomes of the aforementioned efforts?  Does the grantee have a formal agreement with the State and/or local workforce investment board, including the one-stop operator?  If yes, please describe the nature of the agreement or provide a copy of the agreement as an attachment to the grant proposal.  Recommended one to three paragraphs.

C. Work Plan

Complete a Work Plan such as the chart below.  Take goals directly from Section 3.  Twelve-month projects do not include Year 2 in Work Plan.  Be sure to list all critical tasks, including Start-Up tasks such as hiring staff or executing subcontracts.

1. Work Plan

Example: Work Plan

	Goal
	Task
	Year 1
	Year 2
	Staff Responsible
	How Measured

	
	
	Q1
	Q2
	Q3
	Q4
	Q5
	Q6
	Q7
	Q8
	
	

	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	


2. Narrative

Provide basis/rationale/logic for tasks and timeline.  Recommend one page or less.

D. Utilization

1. Products

Discuss the product(s) that will result from the project.  Describe the end product. (Examples: report, customer satisfaction survey.)  May include sample.  Discuss how the product will benefit the workforce system.  Recommend ¾ page or less.

2. Findings

Discuss anticipated findings and how the findings will benefit the workforce system.  Recommend ¼ page or less.

E. Evaluation Component

1. Evaluator

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

2. Designing the Evaluation

Complete Steps 1 through 3 by filling in the table below.  Write short narratives for Steps 4 through 6. Recommend 2 pages or less.

Steps 1-3: Complete the table below.

Example: Evaluation Plan

	Performance Measure
	How Measured
	Data To Be Collected
	Data Source
	When/Who

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


Step 4: Analyze data.

Step 5: Prepare reports.

Step 6: Improve project.

3. Costs and Funding

Describe the amounts and sources of funds that will support the evaluation.  Recommend a paragraph.

4. Evaluation Report (Final Project Narrative Report)

State who will submit report.  Recommend one sentence.  (Submit Final Evaluation Report (Final Project Narrative Report) using Evaluation Template, which will be provided later.)

F. Phase-Out Plan

Describe strategy for concluding current project activities.  Will project be sustained?  How will sustainment plan be developed?  Outline role of project partners in helping to sustain the project.  When planning, consider activities that will be completed after end date of project.  Indicate time frame for Phase-Out activities.  May use diagram.  Recommend four paragraphs or less.

5. Personnel

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

A. Staffing Level Rationale

Discuss basis for number of staff.  If using staffing ratios (for example, 1 teacher to 15 participants), detail the ratios.  Include organization chart.  Ensure adequate staff to complete the work.  Recommend one page or less, including organization chart.

B. Key Staff

Identify key staff by name, most relevant qualifications.  If hiring, list qualifications desired and hiring process.  Put resumes and job descriptions (for unfilled positions) in Attachment B.  Recommend one page or less.

6. Budget

See Proposal Guide, Section 6, for detailed instructions and examples. 

A. Budget and Supporting Documentation

Explain or justify the amounts entered in Column A for Items 1-7 and Items 9-10.  If sufficient information is contained in the worksheets, they will serve the purpose of a budget narrative.  The narrative (or worksheets) ties the grant budget to the proposal's Statement of Work.  If some of the funds supporting the Statement of Work come from other sources, explain that here to ensure that your budget will be viewed in the correct context, but indicate that match funds are not required for earmark projects.  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.  No recommendations for page length.

Directions for Completing the Federal Budget Information Form

Please provide sufficient detail in the budget worksheets provided in the Excel table below.  You may also include narrative information in the Budget section as well, if needed.  

· How to Insert Information

· Double right-click on the Federal Budget Information Form below.

· Select Worksheet Object then select Open.   

· Microsoft Excel will open and you can begin to enter information into the Excel worksheets.  

· Remember do not enter data in the shaded areas of the worksheets since the shaded cells contain formulas that automatically fill for you.

· The entire workbook contains 10 Excel worksheets.  The Summary worksheet will automatically sum all of the information entered on the other 9 worksheets, so it is best to enter the information in the following worksheets first: (a) Personnel, (b) Fringe Benefits; (c) Travel; (d) Equipment; (e) Supplies; (f) Contractual; (g) Other; (h) Indirect Cost; and (i) Training Cost/Stipend.  

· Make sure you select the Summary worksheet before saving the information.  You should do this because the only worksheet that will appear in the Word document is the last worksheet selected in Excel.

· How to Print the Information

· To print the Excel Worksheets make sure you are in Excel, go to the dropdown menu at the top and select File, then Print.  
· In the Print dialogue box, under Print What select Entire Workbook.  
· You will need to attach the Excel printouts to your hardcopy Grant Proposal submission to ETA.
· How to Save the Information

· Again, make sure you select the Summary worksheet then click back into Microsoft Word document.
· While in Microsoft Word, select File. 

Then select Save.  The information entered into the Excel table, as well as any other data in the Proposal Template, will be saved.  

· PART II – BUDGET INFORMATION



[image: image2.wmf]SECTION A - Budget Summary by Categories

(A)

(B)

(C)

1.

Personnel

2.

Fringe Benefits (Rate  %)

3.

Travel

4.

Equipment

5.

Supplies

6.

Contractual

7.

Other

8.

Total, Direct Cost

(Lines 1 through 7)

9.

Indirect Cost (Rate   %)

10.

Training Cost/Stipends

11.

TOTAL Funds Requested

(Lines 8 through 10)

SECTION B - Cost Sharing/Match Summary (if appropriate)

(A)

(B)

(C)

1.

Cash Contribution

2.

In-Kind Contribution

3.

TOTAL, Cost Sharing/Match

(Rate   %)

NOTE: Use Column A to record funds requested for the initial period of performance (i.e., 12

months, 18 months, etc.); Column B to record changes to Column A (i.e., requests for

additional funds or line item changes); and Column C to record the totals (A p

This table will automatically fill once data is entered on the other worksheets, however, 

you may need to enter Rate % under Fringe Benefit and Indirect Cost.


Program Reporting and Processes

If different than the grantee organization on the cover page, identify the organization that will serve as the fiscal agent and maintain responsibility from fiscal reporting.  Describe the process used to maintain, track and report fiscal data.  Describe what types of information will be tracked, how the information will be secured, how often the reports will be generated, and how the information collected will be used to manage the project.   Recommend two to three paragraphs.

7. Attachments

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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Summary

		This table will automatically fill once data is entered on the other worksheets, however, you may need to enter Rate % under Fringe Benefit and Indirect Cost.

		SECTION A - Budget Summary by Categories

						(A)		(B)		(C)

		1.		Personnel		0

		2.		Fringe Benefits (Rate  %)		0

		3.		Travel		0

		4.		Equipment		0

		5.		Supplies		0

		6.		Contractual		0

		7.		Other		0

		8.		Total, Direct Cost
(Lines 1 through 7)		0

		9.		Indirect Cost (Rate   %)		0

		10.		Training Cost/Stipends		0

		11.		TOTAL Funds Requested
(Lines 8 through 10)		0

		SECTION B - Cost Sharing/Match Summary (if appropriate)

						(A)		(B)		(C)

		1.		Cash Contribution

		2.		In-Kind Contribution

		3.		TOTAL, Cost Sharing/Match
(Rate   %)

		NOTE: Use Column A to record funds requested for the initial period of performance (i.e., 12
months, 18 months, etc.); Column B to record changes to Column A (i.e., requests for
additional funds or line item changes); and Column C to record the totals (A p





Personnel

		Category 1: Personnel

		Staff Title		Positions		Monthly
Salary		Number of Months		Total

										$0

										$0

										$0

										$0

										$0

										$0

										$0

								TOTAL PERSONNEL		$0





Fringe Benefits

		Category 2: Fringe Benefits

		Type of Benefit								Cost

								TOTAL FRINGE BENEFITS

		Note:  Remember to provide the Fringe Benefit percentage on the Summary worksheet if you are using a percentage of Personnel method.

		If you do this on a percentage of Personnel basis then enter the dollar amount in "TOTAL FRINGE BENEFITS" cell on this worksheet (the gray cell on this sheet).  However, if you do not use a percent of Personnel to calculate the Fringe Benefit amount then for each fringe benefit item enter the cost in the right hand column entitled "Cost" (the white cells on this sheet).  The spreadsheet will then automatically total the costs under "TOTAL FRINGE BENEFITS."  The amount entered in "TOTAL FRINGE BENEFITS" will be automatically entered on the Summary Sheet.





Travel

		Category 3: Travel

		Item		Staff Person		Amount		Days/Mileage		Cost

										0

										0

										0

										0

										0

										0

										0

						TOTAL TRAVEL				0





Equipment

		Category 4: Equipment

		Description		Unit Cost		# Units		Total

								$0

								$0

								$0

								$0

								$0

								$0

								$0

								$0

						TOTAL EQUIPMENT		$0





Supplies

		Category 5: Supplies

		Description		Unit Cost		# Units		Total

								0

								0

								0

								0

								0

								0

								0

								0

				TOTAL SUPPLIES				0





Contractual

		Category 6: Contractual

		Description		Contracted Amount

		TOTAL CONTRACTUAL		$0				0





Other

		Category 7: Other

		Description		Unit Cost		# Units/ Months		Total

								$0

								$0

								$0

								$0

								$0

								$0

								$0

								$0

						TOTAL OTHER		$0





Indirect

		Category 9: Indirect Cost

		Description						Total

						TOTAL INDIRECT		$0

		Note:  Remember to enter the Indirect Cost Rate percentage on the Summary worksheet

		If you do have an Indirect Cost Rate, then enter the percentage and the dollar amount on the Summary worksheet only.

		If you do not have an Indirect Cost Rate and/or you are charging indirect costs using a cost allocation plan, then on this worksheet itemize the elements/items of indirect cost under the Description column and the respective amounts under the Total column that comprise your total indirect/overhead costs.  The worksheet will automatically sum the amounts and enter the TOTAL INDIRECT COSTS on the Summary worksheet.

		CAUTION: Because Indirect Costs generally include Administrative Costs which are limited to ten percent (10 %) of the total award amount, this may impact your ability to fully recover all allocable indirect costs under this award.  A discussion of the types of costs that are to be classified as Administrative Costs is included in chapter 2 of the Earmark Grant Reference Book Two.  An evaluation of your Indirect Cost Pool may be necessary to determine the proportionate share of indirect costs that constitutes administrative costs.





Training

		Category 10: Training Cost/Stipends

		Description		Unit Cost		# Units		Total

								$0

								$0

								$0

								$0

								$0

								$0

								$0

								$0

						TOTAL TRAINING COST/STIPENDS		$0






