Earmark Grant Proposal Checklist

Cover Page and SF 424

· The Cover Page submission date is the same as the date on the SF 424.

· The organization name on the Cover Page is the same organization transmitting the SF 424.

· The SF 424 contains a DUNS and EIN that match the name of the organization on the Cover Page.

· The SF 424 is fully completed.

· The SF 424 includes a proposed Period of Performance.

· The Estimated Funding Level in Block 15 of the SF 424 matches the Total Amount requested in the Budget.  Also, both amounts are consistent with the amount listed in the Appropriations Act or the rescinded amount.

Abstract

· An abstract is included in the Grant Proposal.

Statement of Need

· Includes information on the target area, if applicable.

· Data provided supports the need for services in the target area and/or to the target group.

· Economic information is pertinent to the target area.

Performance Measures

· The Grant Proposal contains performance measures that are quantified with an expected level of performance.

· Performance measures are consistent with the intent of the grant as described in the Appropriations Act.

· The Grant Proposal indicates how the grantee will track, maintain and report program data.

Services to be Provided

· The Grant Proposal describes the types of services/activities to be provided.

· The Grant Proposal describes who will provide the services and/or conduct the activities.

· The Grant Proposal describes where the services and/or activities will occur.

· The Grant Proposal contains a Service Flow Chart.

· The Grant Proposal includes information on how the grantee is linking its activities and services with the workforce investment system, including the local One-Stop system. 

Work Plan

· The Work Plan includes information on goals.

· The Work Plan includes information on tasks.

· A timeline for initiating and completing grant activities and services is included.

· The Work Plan identifies staff responsible for each task.

· Overall, the Work Plan is reasonable and consistent given the period of performance, funding level and staff capacity.

· Evaluation activities are included in the Work Plan (Grantees should be conducting evaluation activities within the grant performance period).  

Utilization

· The Grant Proposal explains how the results of the project can be used to inform the workforce investment system.

Final Narrative Report/Evaluation Report

· The Grant Proposal provides sufficient information about how the project will be evaluated and how date will be collected.

· The Grant Proposal indicates the cost of the evaluation.

Phase-Out Plan

· The Grant Proposal contains information on how a seamless transition will be provided to project participants.

Personnel

· The Grant Proposal contains information on the percent of time each staff person will devote to the project.

· The number of staff, as well as their skill sets, is reasonable given the services to be provided through the grant.

Budget

· The amount in each category indicated in the budget worksheets when totaled, is consistent with the total grant amount indicated on line 11 (Total Funds Requested) of the Federal Budget Information Form (Note:  Make sure all rows and columns add up correctly).

· If the Budget Summary by Category Form includes indirect costs, a copy of the grantee’s Indirect Cost Rate Agreement is included in the grant proposal.  The Indirect Cost Agreement includes the name of the cognizant agency, the indirect cost rate, and the expiration date for the agreement.

· If the grantee wishes to obtain approval to purchase Equipment listed in the Budget section of the proposal, the following is provided: (1) a statement justifying the need for the equipment; (2) a description of the equipment to be purchased; (3) the estimated cost of the equipment and (4) price quotes.  

· The amounts listed in the Budget are supported with worksheets enumerating the costs and a budget narrative.

· The budget narrative and budget worksheets contain sufficient information on how costs were calculated.
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