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IMPORTANT NOTICE
These application instructions conform to the Corporation for National and Community Service’s (hereinafter the Corporation) online grant application system, eGrants. The eGrants system is designed to serve the Corporation’s applicants and grantees. All Corporation funding announcements are posted on their web site at www.cns.gov and at www.grants.gov.
Filing an Application: The eGrants system will be used to serve all the North Dakota Department of Commerce (hereinafter the Department of Commerce) – North Dakota State Commission on National and Community Service’s (hereinafter the State Commission) applicants and future sub-grantees. The State Commission requires all applicants to use the eGrants system for submitting their application. If an applicant is unable to file an application using eGrants, you must contact the State Commission for written permission to do so and for additional instructions prior to submitting an application for funding.
Public Burden Statement: Comments on the burden may be sent to the Corporation, Attn: Amy Borgstrom, 1201 New York Avenue, NW, Washington, D.C. 20525. CNCS informs people who may respond to this collection of information that they are not required to respond to the collection of information unless the OMB control number and expiration date are current and valid. (See 5 C.F.R. 1320.5(b)(2)(i).) 

Privacy Act Notice: The Privacy Act of 1974 (5 U.S.C § 552a) requires that the following notice be provided to you: The information requested on the AmeriCorps Application Instructions is collected pursuant to 42 U.S.C. §§ 12581 - 12585 of the National and Community Service Act of 1990 as amended, and 42 U.S.C. § 4953 of the Domestic Volunteer Service Act of 1973 as amended. Purposes and Uses - The information requested is collected for the purposes of reviewing grant applications and granting funding requests. Routine uses may include disclosure of the information to federal, state, or local agencies pursuant to lawfully authorized requests. In some programs, the information may also be provided to federal, state, and local law enforcement agencies to determine the existence of any prior criminal convictions. The information may also be provided to appropriate federal agencies and Department contractors that have a need to know the information for the purpose of assisting the Department’s efforts to respond to a suspected or confirmed breach of the security or confidentiality or information maintained in this system of records, and the information disclosed is relevant and unnecessary for the assistance. Executive Summaries of all compliant applications received and applications of successful applicants may be published on the CNCS website as part of ongoing efforts to increase transparency in grantmaking. This is described in more detail in the Notice of Federal Funding Opportunity. The information will not otherwise be disclosed to entities outside of AmeriCorps and CNCS without prior written permission. The information requested is mandatory in order to receive benefits. 

Federal Funding Accountability and Transparency Act: Grant recipients may be required to report at www.FSRS.gov on all subawards and may be required to report on executive compensation for recipients and subrecipients. 
Universal Identifier: Applications must include a Dun and Bradstreet Data Universal Numbering System (DUNS) number and register with the Central Contractor’s Registry (CCR). All grant recipients are required to maintain a valid registration, which must be renewed annually.
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OVERVIEW OF NORTH DAKOTA 
AMERICORPS*STATE FORMULA PROGRAM  
Project Year 2013-2014
The following application instructions contain the information that AmeriCorps applicants must provide if they are applying for AmeriCorps*State Formula funding. You will be applying for this funding through the North Dakota State Commission on National and Community Services.
If you are an organization interested in applying for State Commission AmeriCorps State Competitive, State Commission AmeriCorps State Competitive Fixed Amount Grants, and/or State Commission Competitive Education Awards Program, and Planning funding, National Direct, National Education Award only, National Professional Corps, Indian Tribes, and National Planning  funding, you will apply by using the Corporations instructions at http://www.americorps.gov/pdf/13_1031_americorps_nofo_instructions.pdf.
The Department of Commerce – State Commission is requesting proposals to operate projects under the AmeriCorps*State Formula funded grants.  AmeriCorps is a national service program which offers Americans, regardless of their age, race, color, national origin, sex, political affiliation, religious affiliation or disability, the opportunity to engage in community service to meet critical needs in the areas of:

· Education

· Clean Energy and Environment

· Healthy Futures 
· Veterans
· Economic Opportunity
· Disaster Services
AmeriCorps projects provide full and part-time opportunities for citizens, referred to as members, to provide service to their communities through community organizations and agencies.  In exchange for their service, AmeriCorps members can receive a living allowance and an education award for post-secondary education expenses upon successful completion of their term of service.  

AmeriCorps*State formula grant funded projects are federally funded with a local non-federal cash and / or in-kind match requirements. AmeriCorps*State formula grant funded projects must be equal opportunity projects.  Proposals received by the State Commission will be reviewed by State Commission staff for compliance, ranked by a peer review panel and subjected to State Commission approved scoring criteria. 

State Commission receives a total of $600,000 for AmeriCorps*State Formula Grants each year.
Use these instructions in conjunction with the 2013 Notice of Federal Funds Opportunity (Notice) and the AmeriCorps Regulations, 45 CFR §§ 2520–2550, which are available online at http://www.gpoaccess.gov/ecfr Tile 45 Public Welfare. The Notice can be found at http://www.americorps.gov/for_organizations/funding/nofa.asp. The Notice includes deadlines, eligibility requirements, submission requirements, maximum amount of funding per Member Service Year (MSY), and other information that changes each year for all AmeriCorps grant programs. 
AmeriCorps Project Requirements

The following table is a list of AmeriCorps project requirements and where in the Code of Federal Register (CFR, Title 45) the requirements can be found that a pertinent to your application and project, should you receive funding. 
Project Requirements in the AmeriCorps Regulations

	Requirements and Selection
	Citation in the AmeriCorps Regulations

	Member Service Activities
	§2520.20 - §2520.55

	Prohibited Activities
	§2520.65

	Tutoring Projects
	§2522.900-2522.950

	Matching Funds 
	§2521.35-2521.90

	Member Benefits
	§2522.240-2522.250

	Calculating Cost Per Member Service Year (MSY)
	§2522.485

	Performance Measures
	§2522.500-2522.650

	Evaluation
	§2522.500-2522.540 and §2522.700-2522.740  


If there is any inconsistency between the AmeriCorps regulations, the NOFO, and the Application Instructions, the order of precedence is as follows:

1.  AmeriCorps regulations 45 CFR §§ 2520–2550 which takes precedence over the


2.  Notice of Federal Funding Opportunity (NOFO) which takes precedence over the

3.  Application Instructions

Eligible Applicants
To implement, operate, or expand an AmeriCorps project in North Dakota, an applicant must be one of the following:

· State and local non-profit organizations
· Community and Faith-based organizations 

· State, local, and higher education institutions 
· State and local governments
· U.S. Territories
Planning Grants

The State Commission does not offer Planning Grants but all new sub-grantees are subjected to the “project development phase” which is outlined in the section below.
New AmeriCorps*State Formula Funded Sub-Grantees
Before you even begin to apply for AmeriCorps*State formula grant funding you need to read and know the latest AmeriCorps Provisions which can be found at http://www.americorpsnd.com. This resource gives you the information needed to start an AmeriCorps Project. 

If you are applying for AmeriCorps funding for the first time your application must include a time allotment and a budget, if needed, for the “project development phase.” This phase should not take longer than 3 months to complete. This phase is required to be completed within 3 months from the start of project contract. This phase requires that you plan the time and funding needed for the following:

1. 
Developing position descriptions for your AmeriCorps members that identify the essential and marginal functions of each position. This is an important first step in this phase. It is only once you understand what the Members will be doing that you can begin to recruit your Members.
2.
Develop timesheets for members to track their service, training and fundraising activities. Member’s time must be tracked by these three categories.
3.  Developing a recruiting process. You will explain this in your application but things may have changed since you first wrote the application. Once you know what the Members will be doing you can begin to recruit the Members. In this step you begin to determine who you think your likely target group or base is. A target group or base is a section of your communities’ population that you feel would be best suited to fill the AmeriCorps member’s positions. 

4.
Developing community partnerships. As you begin to recruit the Members you will need to develop relationships with organizations that can help your organization’s AmeriCorps project accomplish its goals. These partners will range from organizations that can help you meet your match requirements to organizations that will host your AmeriCorps members. 

5.
Developing the Member’s applications and contracts. AmeriCorps has developed a standard applications and contracts but not all projects feel these documents meet their needs. You may develop your own documents but you must remember to include the required AmeriCorps clauses in those documents.
6.
If applicable, develop host site agreements. The agreements should include what the member’s duties and limitations are, along with who will be providing the supervision of the member(s), the limitations of the supervision and accommodations needed. Not all AmeriCorps projects are run from one location, thus “host sites” are developed to help your organization and the Members deliver the service.
7.
Redefining your performance measures. You must include in your application, performance measures, one that clearly identifies with your primary need. All performance measures will have performance measures with an output measures and an outcome measure.
8.
Developing the performance measurement plan to include the instruments used to collect data that measures your projects performance and the process you will use to collect, analyze and aggregate the data.
The project development phase must be completed before advancing to the operating phase. If you are selected for funding and do not plan to complete this phase before the grant year starts, your application must detail the amount of funds budgeted for the project development phase in the project operating cost section. The budget for the project development phase must be described in the “Amendment Justification” section of the application and the amounts must be included in the “Budget Narrative” section. All reimbursements can only be made based on actual costs incurred once the contract year starts.
Overview of the Selection Process
The State Commission selects applications for funding using a multi-stage process that may include a review by panels of experts, State Commission staff, or their designees and approval by State Commission, as a whole. The review by panels of experts includes individuals such as community service practitioners, educators, administrators, former national service participants, and specialists in the areas such as the environment, independent senior living, public safety, education, and homeland security. Because the participants on these panels are outside experts, you should not assume that they are familiar with your grant project, even if you are a previously funded project. Please provide sufficient information in your application for a reviewer who is unfamiliar with your project.

The State Commission’s grant selection process includes, but is not limited to, the following elements:

1. 
Determining whether your proposal complies with the application requirements, such as deadlines, eligibility requirements, aligned performance measures, etc.

2.
Applying the basic selection criteria articulated in the AmeriCorps regulations.
3.  
Applying selection criteria announced by the State Commission.
4. 
Ensuring innovation and geographic, demographic, and project diversity across the State Commission portfolio. 

5.
Any other important factors the State Commission believes should be considered in determining who should receive funding.

The State Commission may conduct interviews to elicit more information concerning your application in person or through conference calls as needed on a case-by-case basis. 
The State Commission reserves the right to not fund a proposal for any reason.  Proposals with an average peer reviewer score below 65 will not be considered.
State Commission Application Scoring Criteria
State Commission policy 1-17-06 sets forth the criteria the State Commission uses along with the AmeriCorps regulations. Those criteria include, but are not limited to:

1. Peer Reviewers score.
2. Member enrollment rate (previously funded applicants only).

3. Member retention rate (previously funded applicants only).

4. Member service hour completion rate (previously funded applicants only).

5. Exceeding match percentage rate for project costs.

6. Meeting past performance measurement goals (previously funded applicants only).

This and other State Commission policies can be found on-line at: http://www.workforce.nd.gov/councils/state-commission-on-national-and-community-service/.
Special Provisions
1.
Department of Commerce – State Commission requires applicants to provide a Faxed, Mailed or E-mailed AmeriCorps Notice of Intent to Apply form for AmeriCorps*State formula funding to the State Commission office by 4:00 p.m. CST on January 11, 2013. This form can be obtained from the following website: http://www.americorpsnd.com. 
2.
Non-Award: The Department of Commerce – State Commission reserves the right to not fund a proposal that exceeds the State’s federal share of funding for cost per Member Service Year (MSY) set by the Corporations for National and Community Services. The current cost per Member Service year for each state is set at $13,300. One MSY is the equivalent of a full-time service term. Applicants will calculate their cost per MSY by dividing the Corporation’s share of their budget request by the number of MSYs requested in the application.  
	Service Term
	Hours
	MSY

	Full-time
	1700
	1.000

	Half-time
	900
	.5000

	Reduced Half-time
	675
	.3810

	Quarter-time
	450
	.2646

	Minimum-time
	300
	.2117


Example: One MSY is equivalent to 1700 service hours. Requesting 4 minimum-time members is .8468 MSY (.2117 times 4); requesting 4 quarter-time members is 1.0584 MSY; requesting 4 reduced half-time member is 1.5240 MSY.

3.
The Corporation uses a grants management system called eGrants that includes on-line grant applications, awards, and reporting functions.  The Department of Commerce – State Commission requires you to use this eGrants system to submit your application, if possible. The system offers a built-in budget and application compliance checks to ensure that you complete all parts of the application.
To access eGrants, go to the https://egrants.cns.gov/espan/main/login.jsp website to get started. You’ll need to create an eGrants account at this point if you don’t have one. 
4. The Department of Commerce – State Commission will not accept any AmeriCorps*State formula funded proposals that:

►
If submitted electronically…
♦
is not submitted on eGrants before midnight CST on February 20, 2013. Proposals received after February 20, 2013, will be rejected and listed that way on the eGrants system. You will select the Commission AmeriCorps State FY 2013 formula prime application number, which will be sent to you when you submit your notice of intent to apply. Your computer problems are not a reason for an extension!
►
If submitted by paper…
♦
You must notify the State Commission that you intend to file by paper through the notice of intent process;
♦
if not delivered to the address indicated on the cover of this document by 4 p.m. CST on February 20, 2013;
♦ 
is delivered to any address other than that provided on the cover page of this document; and

If the application is transmitted by facsimile; the State Commission nor the North Dakota Department of Commerce will not accept liability of a claim, demand, or other actions for any reason based on the faxed application.  
When notifying the Department of Commerce – State Commission of the process you will use to file your application, you must submit your application according to that process, via paper or eGrants.
5.
Applicants may not amend their proposal after the closing date and time but may withdraw their proposal at any time. The State Commission reserves the right to negotiate with an applicant which will allow the applicant to amend their proposal.
6.
Do not submit other supplementary materials such as annual reports, videos, brochures, letters of support, or any supplementary material not requested in the application.  The information will not be used to score your application.
7. 
The State Commission reserves the right to negotiate with the applicants or re-invite proposals from the applicants without going through a new public proposal process.
8.
All questions or inquires concerning this Request for Proposal must be made in written form and be submitted to the addresses provided, on the cover page, no later than (5) calendar days prior to the proposal deadline.  All answers to written questions received in proper time will be posted on the http://www.americorpsnd.com website.  Verbal responses to any inquiry cannot be relied upon and are not binding on either party.
9.
If a contract is to be awarded as a result of this Request for Proposal, it shall be awarded to the legal name on the application.  “Responsible” means the capacity in all respects to perform fully the contract requirements and the integrity and reliability to assure performance of the contract obligations.
10.
Notice in writing to an applicant and the subsequent execution of a written agreement shall constitute the making of a contract.

11.
The contract will contain the relevant provisions of this Request for Proposal, as well as such other terms as may be mutually agreed upon, whether arising from the proposal or as a result of any negotiations prior to or subsequent thereto.

12.
In the event of any inconsistency between the Request for Proposal and the ensuing contract, the contract shall govern.

13.
The Department of Commerce – State Commission has the right to refuse an application. 

14.
Any amendments by the Department of Commerce – State Commission to the Request for Proposal will be issued in writing and sent to those that have filed an application or the request of an amendment.

15.
The Department of Commerce – State Commission is not liable for any costs of the preparation of a proposal.
16.
A Peer Review Committee will review each proposal.  The awarding of grant funds does not rest solely with the Peer Review Committee’s ratings or remarks. The State Commission reserves the exclusive right to determine the qualitative aspects of the proposals relative to the evaluation criteria.

17.
It should be noted that all information, including documents, submitted to the Department of Commerce – State Commission are in the custody and control of the Department of Commerce and thus subject to the protection and disclosure provisions of the Access to Information and Protection of Privacy Act.  This Act allows any person a right of access to records in the custody or under the control of a public body subject to limited and specific exemptions.
18.
The Proposal and accompanying documents submitted by an applicant become the property of the State Department of Commerce – State Commission, are public record, and will not be returned.
19.
Any applicant filing for AmeriCorps competitive or tribal funding will be considered for formula funding provided the applicant notifies the State Commission of their intent to apply for competitive or tribal funding, actually applies for the funding and makes their application available to the Department of Commerce – State Commission. The notice of intent to apply and applications must be made available to the State Commission by the formula funding deadlines.

Additional Required Information
All applications submitted on eGrants or by paper must also submit the following documents by the application due dates, in paper form, can be done via mail or fax:

A. 
SF 424 Facesheet 

You can print out this report from eGrants.

1.
Completed Evaluation Report of Your Organization

If your organization has had an evaluation completed on the organization itself or any part of the organization within the last 3 years you must submit a copy of that report for a State Commission review.

2.
Completed Evaluation Report of Your Project / Services

If your organization has had an evaluation completed of the proposed project or, if you are a current sub-grantee, of the project you are currently running you must submit a copy of that report for a State Commission review.

3.
501(c)(3) / 990 Form / any official form that shows the organization is eligible to receive AmeriCorps funds

These documents will support your eligibility to receive AmeriCorps funding. The documents must certify that your organization is a public or private nonprofit organization; including labor organizations; a faith-based and other community organization; an institution of higher education; a government entity within states, territories (e.g., cities, counties); or Indian Tribes status.
4.  Audit


All applicants must provide their most recent A-133 audit, your organization’s financial audit, or your most recent financial statements if you have not had a formal audit. 

5.
Financial Management Survey

This document requires you to answer some basic questions about your organizations financial structure. This survey can be found at http://www.americorpsnd.com.
6.
Budget Checklist

This document requires you to answer questions concerning the budget you are proposing to run your AmeriCorps project. You can find this on our website at http://www.americorpsnd.com.

7.
Schedule of Federal Funds Award Form
If your organization is not required to have an A-133 audit conducted you must submit a report that details any other federal funds your organization has received the last two years. This form can be found at http://www.americorpsnd.com. Only certain cells in the form are available for input.

8.
Grievance Procedure Policy
Submit your organizations grievance policy for review. This policy must be in compliance with 45 CFR §§ 2540.230. This policy must be included in the member’s contract.

9. 
Assurances and Certifications Form
You can print this out when you complete the form in eGrants or you can find it at our website at http://www.americorpsnd.com.
•
Review, Authorization, Assurances, and Certifications (Authorize and Submit Section): to submit your application you must read the Authorization, Assurances, and Certifications carefully.  Complete each section of the Assurances and Certifications.  The person who authorizes the application must be the applicant’s authorized representative.    

10. Survey on Ensuring Equal Opportunity for Applicants

You can print this out when you complete the form in eGrants or you can find it at our website at http://www.americorpsnd.com.
•
Survey on Ensuring Equal Opportunity for Applicants: The Corporation and other federal agencies are collaborating with the White House Office of Faith-Based and Community Initiatives to conduct a survey of organizations that apply for federal funding.  The purpose of this voluntary information collection is to compile statistics on the types of organizations that apply to the Corporation for funds, such as number of employees, budget size, and self-identification as a faith-based/religious organization or a non-religious community-based organization.  Information provided on your form will not be considered in any way in making funding decisions.

11.  Labor Union Concurrence

If a program applicant: 

(1) Proposes to serve as the placement site for AmeriCorps members; and 

(2) Has employees engaged in the same or substantially similar work as that proposed to be carried out by AmeriCorps members; and 

(3) Those employees are represented by a local labor organization, then the application must include the written concurrence of the local labor organization representing those employees. Written concurrence can be in the form of a letter or e-mail from the local union leadership. 
(4) Proposes to place AmeriCorps members at sites where they will be engaged in the same or substantially similar work as employees represented by a local labor organization, then the applicant must submit a written description of how it will ensure that.

(5) No AmeriCorps member will be placed into a position for which a recently resigned or discharged employee has recall rights as a result of a collective bargaining agreement, from which a recently resigned or discharged employee was removed as a result of a reduction in force, or from which a recently resigned/discharged employee is on leave or strike.
For the purposes of this section, “program applicant” includes any applicant to the Corporation or a State Commission, as well as any entity applying for assistance or approved national service positions through a Corporation grantee or sub-grantee. 
Submission Instructions for Additional Documentation

These documents must be submitted to the Department of Commerce – State Commission.  The deadline for submitting these materials is the same as the deadline for submitting your application. The Department of Commerce – State Commission reserves the right to not fund a proposal if any one of these documents is not submitted on time.
Submit required attachments to the address on the cover page of this document, attention to Jerry Houn.
In eGrants, change the status of the evaluation from the default “Not Sent” to the applicable status (Sent or Not Applicable).Then add the Titles for each of the other documents and provide its status (Sent or Not Applicable). All 11 documents must be sent, in paper form to the Department of Commerce – State Commission, via mail, fax or e-mail by the due date. If an item is “Not Applicable” you must indicate so in eGrants and notify the Department of Commerce – State Commission as such. When submitting this information to the State Commission, if any of the items do not apply to your organization you must indicate this by submitting a written document attesting to the fact it does not apply. You may submit one written document that attests to multiple items not applying to your organization. This can be done in Memo form.

APPLICATION INSTRUCTIONS:
For AmeriCorps*State Formula Funds in eGrants
The following application instructions contain the information that AmeriCorps*State Formula Funded applicants must provide in their application.

Basic Application Criteria: Categories and Respective Weights
In evaluating your application for funding, peer reviewers will assess your project design, organizational capability, and the project’s cost-effectiveness & budget adequacy. The weights assigned to each category are listed in the chart below. Reviewers will measure your application narrative against these criteria, and at these requested weights.
	Category
	Percentage

	Problem(s)
	15%

	Solution(s)
	15%

	AmeriCorps Member: Selection, Training and Supervision
	10%

	Outcomes: Performance Measures
	10%

	Sustainability
	10%

	Organizational Capacity
	10%

	Staffing
	10%

	Cost-Effectiveness
	10%

	Budget Adequacy
	10%


In eGrants the sections are broken down as follows:

Rationale and Approach Section – you will clearly label the five subsections within this section as Problem(s), Solution(s), AmeriCorps Member, Outcomes and Sustainability
Organizational Capacity Section – you will clearly label the two subsections within this section as Organizational Capacity and Staffing
Cost Effectiveness and Budget Adequacy Section – you will clearly label the two subsections within in this section as Cost Effectiveness and Budget Adequacy
If you do not clearly label the subsections within each section, you will risk losing points because your application lacks clarity.

Evaluation Summary or Plan Section – you will clearly label this as “N/A”
Amendment Justification Section – you will clearly label this as “N/A” unless you budget for the project development phase.
Clarification Summary Section – you will clearly label this as “N/A”
Continuation Changes Section – you will clearly label this as “N/A”

All sections must be completed as instructed. The Department of Commerce – State Commission reserves the right to reject any application that is not completed as instructed. You may not exceed 50,000 characters in these sections combined. The character count includes spaces and punctuation. 
Submitting Your Application Information
Your application must consist of the following components. Please make sure to complete each one.

I 
Applicant Information

II.
Application Information
III.
Narratives
IV. Performance Measures

V. Documents

VI. Budget
VII. Review and Submit

VIII. Survey on Ensuring Equal Opportunity for Applicants 
Starting Your Application in eGrants: In eGrants, before Starting Section I, you will need to:
· Start a new Grant Application

· Select a Project Area (from the drop down box select “AmeriCorps”)

· Select a NOFA (from the list select – Commission AmeriCorps State FY 2013)
Since you will be an AmeriCorps*State Formula Funded applicant, at this point, you will select your State Prime ID number, before moving on to the next section. This information will be released to you once the State Commission receives your notice of intent to apply form.
Information entered in the Applicant Info, Application Info, and Budget sections will populate the SF 424 Facesheet. If you are submitting your application in hard copy, you will find a copy of the SF 424 on our website at http://www.americorpsnd.com.
I. 
Applicant Information
In this section you will have to complete the following: 
●
All applicants will select “New” for application type. 
●
Enter, or update the requested information in the fields that appear. 
●
The contact person needs to be the person who can answer questions about the application. 

II. Application Information
In this section you will complete the following: 
● 
Areas affected by your proposed program. Please input “ND” as the state where you plan to operate. For city or county information, please follow each one with “ND”. 

● 
Requested project period start and end dates. These dates will October 1, 2013, the state date, and September 30, 2014, the end date. 

● 
Indicate Yes or No if you are delinquent on any federal debt. If the answer is yes you can stop here.
● 
For the State Application Identifier: Enter N/A. 

● 
Answer “No” for the question of “Application is Subject to Review by State Executive Order 12372 Process.” 

● 
You cannot request a waiver of the volunteer leveraging.
● 
Leave the box for “Program Initiative” blank. 

● 
The “Estimated Funds Requested” box will be populated automatically after you complete the budget.
III. Narratives
The narrative section of the application is your opportunity to convince reviewers that your project is needed in your community. You will make the case that you have a well-designed project plan with a clear and compelling justification for the requested funds. Below are some general suggested guidelines to help you present your project in a way the reviewers will find compelling and persuasive.
• Lead from your project strengths and be explicit. Do not make the mistake of trying to stretch your proposed program description to fit each funding priority and special consideration articulated in the regulations or the Notice. 
• Be clear and succinct. Reviewers are not interested in jargon, boilerplate, rhetoric, or exaggeration. They are interested in learning precisely what you intend to do, and how your project responds to the criteria presented below.

• Avoid circular reasoning. The problem you describe should not be defined as the lack of the solution you are proposing. 

• Explain how. Avoid simply stating that the criteria will be met. Explicitly describe how the proposed project will meet the criteria. 

• Don’t make assumptions. Even if you have received funding from the Corporation in the past, do not assume your reviewers know anything about you, your proposed program, your partners, or your beneficiaries. Avoid overuse of acronyms, reviewers may not be familiar with them and may have difficulty remembering what they stand for and it could confuse them. 

• Use an impartial proofreader. Before you submit your application, let someone who is completely unfamiliar with your project read and critique the project narrative. 

• Follow the instructions and discuss each criterion in the order they are presented in the instructions. Use headings and capital letters to differentiate narrative sections according to the criteria. 
In eGrants, you will enter text for the sections titled Executive Summary, Rationale and Approach, Organizational Capacity and Cost Effectiveness and Budget Adequacy. You may not exceed 50,000 characters for all the narratives or about 25 double-spaced pages. The character count includes spaces and punctuation.

Please note that the Narratives Section also includes fields for Evaluation Summary or Plan, Amendment Justification, Clarification Information, and Continuation Changes. These are not required fields. Please enter N/A in these fields. They may be used at a later date.
Let’s start the application…

The following sections include elements that will contribute to your successful response to the criteria as articulated in these instructions and the AmeriCorps regulations. We strongly suggest that you review the regulations as well as the Notice and these instructions before preparing your narrative.
Executive summary

Please provide a one-paragraph executive summary of your proposed program. This summary should be one-half page or less. The summary should include who, what, where, when, and why: 

● Who will be serving? Who will be served? 

● What will the AmeriCorps members do? 

● Where will the activity take place? 

● When does the project begin and end? 

● What is the expected outcome(s) of the project? 

● What is the CNCS investment? What is the match amount? 

CNCS may post these summaries on www.nationalservice.gov in the interest of transparency and Open Government.
Selection Criteria 
Each application must clearly describe a project that will effectively deploy AmeriCorps members to solve a significant community problem. 
1. 
Rationale and Approach (Program Design) Section
a) 
Problem(s) (15%):  In separate paragraphs, describe each of the following points
•
Describe the “primary” problem you want to address
· Your performance measures will include an output measure and an outcome measure that will need to align with the problems you state you will address.
· Explain why you choose the problem
· Describe the targeted population you want to serve

· Explain why you choose this targeted population
· Provide documentation that this is a problem in your community and what the severity of the problem is in your community
( 
Information describing the problem on a state or national level is not appropriate to justify the problem is a problem in your community

· Describe the secondary problems you want to address, if applicable
( 
Follow the steps listed above for detailing your secondary problems
b)
Solution(s): AmeriCorps Member Roles and Responsibilities (15%): In separate paragraphs, describe each of the following points
•
What services / activities will the AmeriCorps members provide to help solve the problem(s)
· These are the services / activities the AmeriCorps members will provide, not the staff

· How many AmeriCorps members are you requesting to help provide the services / activities and what slots (service terms) are you requesting

· How do the number of AmeriCorps members and the slot types you are requesting align with the services / activities the AmeriCorps members will be providing

c)
AmeriCorps Member: Selection, Training and Supervision (10%): In separate paragraphs, describe each of the following points

•
Describe your plans for recruiting the AmeriCorps members and what qualifications you will be looking for in the AmeriCorps members
· Describe how the AmeriCorps members you select to provide the services / activities will represent a diverse group and are representative of the communities they will serve in and the clients they will serve.
· Describe specific training the AmeriCorps members will need and will receive to provide the services or activities you plan for them to provide.
· Provide a schedule of the trainings, who the instructors will be and the duration of the trainings.
· Describe who will supervise the members
· The type of contact they will have with the members

· The type of training they will receive to oversee the members and the project’s services / activities

· What on-going support the supervisors receive
d)
Outcomes: Performance Measures (10%): In separate paragraphs, describe each of the following points

· Describe how your primary service activities will help you to address the primary problem

· Describe how your secondary service activities will help you to address your secondary problems

· What changes do you plan to see in the community or clients based on the services / activities the AmeriCorps members will provide

· These should be based on the performance measures you will develop for this application

· You will have one performance measure for each problem you labeled

· Describe any goals you have set in the past and tell us if you accomplished those goals

e)
Sustainability (10%):
•
Describe how the proposed project will recruit volunteers from the communities to expand the services / activities to help solve the problems identified within this application.
· Describe who will be your community partners / stakeholders in this project and how they will help you provide the services / activities in the communities to help solve the problems identified within this application.
· Describe your plans for ensuring that the impact of your program in the community is sustainable beyond the presence of federal support.
· Describe your host sites for this project, what role the host sites will play in delivering the services / activities your plan to provide and how you will ensure adequate programmatic and financial oversight. 
· For tutoring programs, explain how you will ensure compliance with the AmeriCorps regulations concerning tutoring projects, such as selection of AmeriCorps tutors, training required, etc.
· Current Grantees only, detail the number of AmeriCorps slots requested in the past, how many of the slots you filled, and how you plan to ensure that all AmeriCorps members slots requested will have ample time to complete their term of service.
2. 
Organizational Capability
a)
Organizational Background (10%):
• 
Describe how your organization’s management supports the staff and how the staff will support this project
· Describe your organizations prior experience with federal funding, to include AmeriCorps funding if applicable.
· Describe where your organization is generating its revenue from and the revenue it will use to support this project 
· Detail the amounts and sources of the funds, to include if the funds are derived from the federal government, donations, fundraising, etc.
· Cash match cannot be derived from fees charged for the services / activities offered by this project
· If you use in-kind match, describe where the match came from, the amount of the in-kind match and how you valued the in-kind match
· Briefly, describe your organizations mission and strategic plan
b)
Staffing (10%):
•
Describe the qualifications of the project coordinator
· Describe the qualifications of the host site supervisor(s)
· Describe how the AmeriCorps members will be supervised and supported during their term of service

· Describe who and how you plan to evaluate the project’s design and success
· Describe your host sites, how you selected and how you plan to monitor them.
3.
Cost Effectiveness and Budget Adequacy
a)
Cost Effectiveness (10%):
•
Explain why you believe the cost per MSY is adequate to support a successful project

· If you will be paying the members a living allowance, explain how you determined the living allowance amount

· Remember not to exceed the allowable cost per MSY of $13,300

· Describe how much of the match you will be using for this project will come from cash and where the cash match is coming from
· If you plan to use other federal funds you must explain which agency is supplying the funds and how you obtained their approval to use the funds as a match for the AmeriCorps funding
· Describe how much of the match you will be using for this project will come from in-kind and how you plan to determine the value of the in-kind items
· For current sub-grantees, describe how you are increasing your organization’s share of the costs of the project
b)
Budget Adequacy (10%):
•
Describe what you are budgeting for in the following categories and why you believe the amount is adequate:
· Personnel time and benefits

· Give a description for each person who will be paid under this project

· Supplies

· Travel (member and staff)

· Training (member and staff)

· Contractual and Consultant Services
· Evaluation

· Other program costs

· If applicable, describe your organization’s policies and per diem rates concerning each of these categories
· Describe what you budgeted for in both federal and match funds
If you feel that any of these circumstances have an impact on your organizational capability that has not already been discussed, please describe it.
Note: There a four other narrative sections –

· Evaluation Summary or Plan

· Amendment Justification 

· Clarification Summary 

· Continuation Changes 

· Just enter “N/A” for the narrative in these sections

IV.
Performance Measures
Applicants must check the relevant boxes in the Performance Measure tab in eGrants in order to be considered for CNCS’ assessment of the strategic considerations and Special Initiatives. 

Grant Characteristics: 

● Communities of Color 


● Economically disadvantaged young adults/Opportunity Youth 
● Encore Program 
● Faith- and community-based organizations 

● Geographic Focus – Rural
● Geographic Focus – Urban 


● Governor and Mayor Initiative 
● Native Americans


●  Low-income individuals
● New Americans


● Older Americans
● Rural Residents


● People with Disabilities 
● SIG/Priority Schools
● Veterans, Active Military, or their Families 
● None of these
All applicants must submit performance measures with their application.
For the primary problem and all the secondary problems you listed in the Rational and Approach: Problem(s) section of this application you need to have a performance measure to address the solution to those problems. Thus, if you list a primary problem and a secondary problem, you need to have a performance measure that addresses those two problem.

For every other performance measured entered you must have an output and an outcome result for each. These results should reflect the changes that will occur in the one-year the contract is for.

All applicants must include as part of their performance measures, a volunteer recruiting and member development performance measure. Use the following two paragraphs when completing these two performance measures as written here.

For the volunteer recruitment measure, the output will be as follows: at least “X” number of volunteers will be recruited by the AmeriCorps members. The outcome will be as follows: X% of volunteers recruited will report that they had a meaningful experience and will volunteer again in the future. 

For the member development measure, the output will be as follows: All enrolled AmeriCorps members who complete their services will receive training in “you list the specific service duty, practical training(s)”. The outcome will be as follows: X% of AmeriCorps members who completed their service will complete the “you list the specific service duty, practical training(s)” will have “you tell us who is going to rate their knowledge on the trainings” verify they have the knowledge to perform the activities associated with these trainings. You will need to describe how it will be verified that the members received the “knowledge.”

You must put in a number for the “X” components. You must tell the reader what trainings they will receive and how you will verify they received knowledge from those trainings.

For more information about Performance Measures go to: http://www.nationalserviceresources.org/star/ac
For more information about the National Performance Measures go to: 

http://www.nationalserviceresources.org/national-performance-measures/home.
About the Performance Measures Module 
In the performance measures module, you will: 

● Provide information about your program’s connection to CNCS focus areas and objectives. 

● Show MSY and slot allocations. 

● Create one or more aligned performance measure. 

● Set targets and describe data collection plans for your performance measures. 

Home Page 
To start the module, click the “Begin” button on the Home Page. 

As you proceed through the module, the Home Page will summarize your work and provide links to edit the parts of the module you have completed. You may also navigate sections of the module using the tab feature at the top of each page. 

Once you have started the module, clicking “Continue Working” will return you to the tab you were on when you last closed the module. 

To edit the interventions, objectives, MSYs, and slot allocations for your application, click the “Edit Objectives/MSYs/Slots” button. 

After you have created at least one performance measure, the Home Page will display a chart summarizing your measures. To edit a performance measure, click the “Edit” button. To delete a measure, click “Delete.” To create a new performance measure, click the “Add New Performance Measure” button. 

Objectives Tab 
An expandable list of CNCS focus areas appears on this tab. When you click on a focus area, a list of objectives from the CNCS strategic plan appears. A list of common interventions appears under each objective. 

First click on a focus area. Then click on an objective and select all interventions that are part of your program design. Interventions are the activities that members and volunteers will carry out to address the problem(s) identified in the application. Select “other” if one of your program’s interventions does not appear on the list. Repeat these actions for each of your program’s focus areas. Select “other” for your focus area and/or objective if your program activities do not fall within one of the CNCS focus areas or objectives. 

Choose your program’s primary focus area from the drop-down list. Only the focus areas that correspond to the objectives you selected above appear in the list. Next, select the primary intervention within your primary focus area. You will be required to create an aligned performance measure that contains your primary intervention. 

You may select a secondary focus area and a secondary intervention. The primary and secondary focus area may be the same if you have more than one intervention within the focus area. 

MSYs/Slots Tab 
On this tab, you will enter information about the allocation of MSYs and slots across the focus areas and objectives you have selected. Begin by entering the total MSYs for your program. 

Next, enter the number of MSYs your program will allocate to each objective. Only the objectives that were selected on the previous tab appear in the MSY chart. If some of your program’s objectives are not represented in the chart, return to the previous tab and select additional objectives. The MSY chart must show how all your program’s resources are allocated. 

As you enter MSYs into the MSY column of the chart, the corresponding percentage of MSYs will calculate automatically. When you have finished entering your MSYs, the total percentage of MSYs in the chart must be 100%. The total number of MSYs in the chart must equal the number of MSYs in your budget (+/- 1 MSY). 

In the slots column, enter the number of members that will be assigned to each objective. Some members may perform services across more than one objective. If this is the case, allocate these members’ slots to all applicable objectives. For example, if one member works on both school readiness and K-12 success, allocate one slot to each of these objectives. It is acceptable for slots in this table to exceed total slots requested in the application due to double counting members’ service across multiple objectives. 

Performance Measure Tab 
This tab allows you to create sets of aligned performance measures for all the grant activities you intend to measure. You must create at least one aligned performance measure that includes your primary intervention. You may create additional aligned performance measures. 

To create an aligned performance measure, begin by selecting an objective. The list of objectives includes those you selected on the objectives tab. 

Provide a short, descriptive title for your performance measure.

Briefly describe the problem your program will address in this performance measure. 

Select the intervention(s) to be delivered by members and member-supported volunteers. The list of interventions includes the ones you selected previously for this objective. Select only the interventions that will lead to the outcomes of this aligned performance measure. If you selected “other” as an intervention and wish to include an applicant-determined intervention in your aligned performance measure, click “add user intervention” and enter a one or two word description of the intervention. 

Select output(s) for your aligned performance measure. The output list includes only the National Performance Measure outputs that correspond to the objectives you have selected. If you do not wish to select National Performance Measures, you may create an applicant-determined output by clicking “Add User Output.” 

Select outcome(s). If you have selected a National Performance Measures output with a corresponding National Performance Measures outcome, these outcomes will be available to select. If you have not selected a National Performance Measures output, or if there is no corresponding outcome, create an applicant-determined outcome by clicking “Add User Outcome.” 

For Capacity Building National Performance Measures, you may select optional outcomes. Complete the corresponding drop-down box for any outcome selected. 

Enter the number of MSYs and slots your program will allocate to achieving the outcomes you have selected in this performance measure. Since programs are not required to measure all grant activities, the number you enter does not have to correspond to the MSY chart you created on the MSY/Slots tab; however, the total number of MSYs across all performance measures within a single objective cannot exceed the total number of MSYs previously allocated to that objective. Slots may be double-counted across performance measures, but MSYs may not. 

Click “next” to proceed to the data collection tab. Later you can return to this tab to create additional aligned performance measures. 

Data Collection Tab 
On this tab, you will provide additional information about your interventions, instruments and plan for data collection. 

Describe the design and dosage (frequency, intensity, duration) of the interventions you have selected. 

Expand each output and outcome and enter data collection information. 

Select the data collection method you will use to measure the output or outcome.

Describe the specific instrument(s) you will use to measure the output or outcome. Include the title of the instrument(s), a brief description of what it measures and how it will be administered, and details about its reliability and validity if applicable. 

Enter the target number for your output or outcome. Targets must be numbers, not percents. 

For applicant-determined outputs and outcomes, enter the unit of measure for your target. The unit of measure should describe the population you intend to count (children, miles, etc.). Do not enter percents or member hours as units of measure. 

After entering data collection information for all outputs and outcomes, click “Mark Complete.” You will return to the Performance Measure tab. If you wish to create another performance measure, repeat the process. If you would like to continue to the next step of the module, click “Next.” 


Summary Tab 
The summary tab shows all of the information you have entered in the module. 

To print a summary of all performance measures, click “Print PDF for all Performance Measures.” 

To print one performance measure, expand the measure and click “Print This Measure.” 

Click “Edit Performance Measure” to return to the Performance Measure tab. 

Click “Edit Data Collection” to return to the Data Collection tab. 

“Click Validate Performance Measures” to validate this module prior to submitting your application.
All applicants must complete Steps 1-6. Then, if you are: 
● Entering applicant-determined performance measures, follow steps 7A-18A. 

● Opting in to the National Performance Measures, follow steps 7B-17B. 

Step 1: Select Characteristics. 
To begin, click one or more boxes in the “Grant Characteristics” 

Step 2: Select Focus Areas 
Select the Focus Area in which your primary service activity fits. You may also select “Capacity Building” if this is a significant area of member activity. If your primary service activity does not fit into a Focus Area, select “Other” and skip to Step 5. You may select multiple Focus Areas to represent significant areas of AmeriCorps member activity. Do not include multiple Focus Areas to describe the same activity. Select the Focus Area that best describes the activity. 

Step 3: Choose whether to Opt-in to National Performance Measures: 
When you select a Focus Area, eGrants automatically pre-populates the selection “No” in response to the question “Will you be using a national performance measure related to this Focus Area?” 

● Leave this selection as “No” if you do not want to participate in the National Performance Measures for that Focus Area. 

● Change the selection to “Yes” if you want to opt-in to the National Performance Measures for that Focus Area. 

You must consult the “National Performance Measures Instructions” to determine which performance measures are appropriate for your program: http://www.americorps.gov/for_organizations/funding/nofa_detail.asp?tbl_nofa_id=91. You may also find resources at this link to be helpful: 

http://www.nationalserviceresources.org/national-performance-measures/home 

If you selected “Other” as your only Focus Area, you will skip this step as there are no National Performance Measures for “Other”.

Step 4: Complete the MSY Chart(s) 
For each Focus Area selected, complete a Member Service Years (MSY) Chart. If you have selected Capacity Building or Other, complete an MSY Chart for these selections as well. Click the “view/edit MSY Slots” orange link. There are two sets of numbers to enter in each MSY Chart. First, for each slot type, enter the number of members that will be providing service in that Focus Area. 

Second, enter the percent of time that members of each slot type will spend on activities in that Focus Area. Use whole numbers to represent the percent. Do not use a % or a decimal. (For example, for 100 percent, type “100.”) eGrants will calculate the total MSYs for each slot type, then aggregate the MSYs for the entire chart in the “Total MSYs Devoted to Priority” field at the bottom of the chart. 

Note that MSYs in each category should be mutually exclusive. Do not double count MSYs. The total MSYs across all Focus Areas, Capacity Building, and Other should not exceed the total MSYs requested in the budget. 

Step 5: Add a Service Category 
For each Focus Area selected above, as well as Capacity Building and Other, you must select a Primary Service Category. Click the “Add a Service Category” orange link. Select your Focus Area from the drop-down menu and click “Go.” (See Attachement B for a list of service categories) 

Select your Service Category from the options provided in the pop-up menu. The Service Category you select will determine the Indicator drop-down options in later steps. 

If this is the first or only Service Category you select, eGrants will automatically check “Primary” to indicate this is your primary activity. To select more than one Service Category, simply click the “add a service category” link. Only one Service Category should be indicated as the primary per Focus Area. You may add additional service categories if appropriate for your program design. Additional service categories may be labeled as “Secondary.” 

Step 6: Add a Performance Measure 
You must create at least one aligned set of Performance Measures representing your Primary Service Activity, which is achieved through either National Performance Measures or applicant-determined performance measures. An aligned measure includes and output and an outcome. 

If you have opted-in to National Performance Measures, you will see the links for both 

“add a national performance measure” and “add an applicant performance measure.” If you have not opted-in to National Performance Measures, you will only see the link for “add an applicant performance measure.”

Choose National Performance Measures or Applicant-Performance Measures or

● Follow the instructions 7A – 17A for each aligned set of applicant-determined measures you need to create. 

● Follow the instructions for 7B – 17B for each aligned set of national performance measures you need to create. 

Applicant Performance Measures
Step 7A: Add a Performance Measure 
Follow the instructions for 7A – 18A for each applicant-determined performance measure you will create. Begin by creating the Performance Measure Output and then repeat steps 13A-18A to create an aligned Outcome. 

Step 8A: Select a Focus Area 
The Focus Area drop-down box will consist of all the focus areas that were initially select in the main Focus Area section. 

Step 9A Add Performance Measure Title 
Give this performance measure a title—usually 3-4 words that describe the activity— and enter it in the text box. 

Step 10A: Select a Service Category 
Service Category is a drop-down menu of choices based on your earlier identification of Service 

Categories; select one and continue by pressing the “go” button 

Step 11A: Describe Strategies to Achieve Result 
Briefly describe the intervention that will lead to the outcome you are proposing. Keep statements to one or two paragraphs with a maximum of 500 characters. 

Step 12A: Select a Result Type 
You will need to select the Result Type that you intend to track for this activity – output or outcome – and click “Add New Results Section.” You should begin each aligned 

measure with the selection of an Output Measure. 

Step 13A: Write a Result Statement 
Enter 1-2 sentences stating the expected output or outcome. 

Step 14A: Select an Indicator 
Select an Indicator from the drop- down menu. If the options provided do not include the 

Indicator you are measuring, select “other” and describe the Indicator in the text box that will appear. 

Step 15A: Write a Target Description 35 
In 250 characters or less, include a description of the target. Be sure to include how you 

determine what is counted in this target. For example: 100 parents will attend the eight-week parenting skills/drop-out prevention class. 

Step 16A: Select a Target Number or Percent 
Write the number from your target statement in the Target box and indicate whether it is a whole number or percent 

Step 17A: Identify your Instruments 
Describe the Instruments that will be used to measure your output/outcome in 250 characters or less. These are specific tools to collect information such as a behavior checklist, tally sheet, attitude questionnaire, or interview protocol. 

Step 18A: Write a Performance Measure Statement 
Provide the expected result and target combined into one or two sentences in 1,000 characters or less. 

Once you have completed the output performance measurement information, do the same for your outcome and/or additional measures, if necessary. Begin by identifying the Result Type as “outcome” and complete Steps 13A through 18A again. If you would like to enter an “outcome”, you may do so by completing Steps 13A through 18A again.
National Performance Measures
Follow the instructions for 7B –17B for each aligned set of National Performance Measures you need to create. You will use these instructions to complete measures if you have opted in to National Performance Measures for any Focus Area. Please refer to National Performance Measures Instructions for complete instructions for aligning measures. 

● If you select the Education Focus Area and opt-in to National Performance Measures, you are only allowed to select National Performance Measures. You are not allowed to add any additional, applicant-determined measures. 

● If you select the Disaster Services, Economic Opportunity, Environmental Stewardship, Healthy Futures, or Veterans Focus Areas, or Capacity Building, and opt-in to National Performance Measures, you will enter your National Performance Measures. If you choose, you may add additional, applicant-determined Measures after you enter the National Performance Measures. 

Step 7B: Add a National Performance Measure 
Click the “add a national performance measures” orange link. Then select the Focus Area. Only those Focus Areas that were checked as participating in the National Performance Measures will be displayed. 

Step 8B: Add a Performance Measurement Title
Give this performance measure a title — usually 3-4 words that describe the activity — and enter it in the text box. Continue by pressing the “go” button. 

Step 9B: Describe Strategies to Achieve Result 
Briefly describe the intervention that will lead to the outcome you are proposing. Keep statements to one or two paragraphs with a maximum of 500 characters. 

Step 10B: Select a Result Type 
You will need to select the Result Type that you intend to track for this activity – output or 

utcome– and click “Add New Results Section.” You should begin each aligned measure with the selection of an Output Measure. 

Step 11B: Select the Indicator 
This is where you select your National Performance Measure. There is a drop-down list containing the National Performance Measures for the Focus Areas that you have selected. 

Once you select your first National Performance Measure, eGrants will provide onscreen instructions about other National Performance Measures you must use in conjunction with this measure or if you need to add an applicant-determined outcome. 

If you need to add an applicant-determined outcome measure, you will select 

“Other” from the pop-up list. 

Step 12B: Write Result Statement 
Enter 1-2 sentences stating the expected output or outcome. 

Step 13B Write a Target Description 
In 250 characters or less, include a description of the target. Be sure to include how you determine what is counted in this target. For example: 100 parents will attend the eight-week parenting skills/drop-out prevention class. 

Step 14B: Select a Target Number 
Write the number in the Target box from your target description. You are only allowed to use a number. 

Step 15B: Identify your Instruments 
Describe the Instruments that will be used to measure your output/outcome in 250 characters or less. These are specific tools to collect information such as a behavior checklist, tally sheet, attitude questionnaire, or interview protocol. Check for guidance on appropriate instruments posted at the National Performance Measures resource 

page: http://nationalserviceresources.org/national-performance-measures/home 

Step 16B: Write a Performance Measures Statement 
Provide the expected result and target combined into one or two sentences (1,000 characters or less).

Step 17B: Create Aligned Measure 
After completing the output performance measurement information, do the same for your outcome. Begin by identifying the Result Type, and then complete Steps 11B to 16B again. 

Once you complete entering an aligned measure as defined by the National Performance Measure, you will return to Step 7 and create any other aligned measures to report member activities in Focus Areas or other areas of service either by: 

● Following Steps 7A – 18A for an applicant-determined measure or 
● Following Steps 7B – 17B for an aligned National Performance
V.
Budget
How to Begin: You will enter detailed budget information in eGrants. Your detailed information creates the summary budget form.  Your budget must provide a full explanation of all proposed costs including their purpose, justification, and the basis of your calculations.  Where appropriate, present calculations in an equation format, e.g., two (2) staff traveling @ $350/trip for 2 trips = $1400; or, salary $60,000 @ 20% devoted to project = $12,000.

A. 
Overview of Key Statutory and Regulatory Budget Requirements

Program requirements, including requirements on match, are located in the AmeriCorps regulations. The single overall minimum match of 24% applies for the first three years of funding. Starting with the fourth year of funding, match gradually increases every year to 50% by year ten. 

• 
Equipment costs must not exceed 10% of the total Corporation share.

• 
Administrative costs must not exceed 5% of the total Corporation funds requested. The grantee share cannot exceed 10% if you elected to use the Corporation Fixed amount.  
•
If you are applying for the first time, you must match with cash or in-kind contributions at least 24% of the project’s total Operating Costs (Section I) plus Member Costs (Section II) plus Administrative Costs (Section III). If you are applying for your fourth year of funding your Department of Commerce – State Commission can tell you where you are in the match schedule.
• 
The acceptable sources of matching funds are federal, state, local, private sector, and/or other funds in accordance with applicable AmeriCorps requirements. If you plan to use other federal funds as a match, that federal funding source MUST give special permission to be used as a match for another federal funding source. 
• 
In each section of the budget, you should clearly and specifically identify the source and total dollar amount of cash match from private, state and local and federal funds, and the source and total amounts of in-kind support. 
Note: Most federal funds are not authorized to be used as match for another federal grant.  While the Corporation’s legislation may permit the use of non-Corporation federal funds as match for the grantee share of the budget for operating and administrative costs, the determining factor is the other federal agency.  You must ensure that your use of another federal agency’s funds as match for this national service project grant is permitted by the other agency.
B. 
Preparing Your Budget

Your proposed budget should be sufficient to allow you to perform the tasks described in your proposal narrative. 
Follow the detailed budget instructions, below, to prepare your detailed budget. eGrants will automatically populate a budget summary and budget narrative report. Once you have entered your budget information in eGrants you will be asked to validate your budget, and eGrants will check your submission for limited errors. Prior to submission be sure to review the budget checklist to ensure your budget is compliant.
As you prepare your budget:
• 
All the amounts you request must be defined for a particular purpose. Do not include miscellaneous, contingency, or other undefined budget amounts.
• 
Your detailed budget narrative must provide a full explanation of the proposed costs including their purpose and the basis of your calculation.

• 
For the Staffing, Travel, and Evaluation line items, and wherever else it may increase clarity, present your calculations in the form of an equation, e.g., Two (2) staff traveling @ $350/trip for 2 trips = $1400; or, Salary $60,000 @ 20% devoted to project = $12,000.

• 
Do not include unallowable expenses, e.g., entertainment costs (which include food and beverage costs) unless they are justified as an essential component of an activity.

• 
Do not include fractional amounts (cents).
Please refer to the relevant OMB Circulars on allowable costs for further guidance. The OMB circulars are online at www.whitehouse.gov/OMB/circulars.
• 
A-21 - Cost Principles for Educational Institutions, 2 CFR 220
• 
A-87 - Cost Principles for State, Local, and Indian Tribal Governments, 2 CFR 225
• 
A-122 - Cost Principles for Non Profit Organizations, 2 CFR 230

Projects must comply with all applicable federal laws, regulations, and OMB circulars for grant management, allowable costs, and audits, including providing audits to the A-133 clearinghouse if they expend over $500,000 in federal funds, as required in OMB Circular A-133.

C. 
Source of Match
In the “Source of Match” field that appears at the beginning of Section III, enter a brief description of the each Source of Match, the amount, the match classification (Cash or In-kind) and Match Source (State/Local, Federal, Private, Other or Not Available). 
You will enter a match description that details where the match is coming from, the amount of the match, the match classification (cash or in-kind) and the match source (State, Local, Federal, Private, or Other).  Any internal cash match must be listed under Private. The source match total must agree to the total grantee share costs. Your application can be rejected if the match detailed here does not agree with the total grantee share of costs.
Note: All costs recorded in the project operating section must be direct costs associated with project and the services it offers. Sub-grantees are required to meet the overall match they budgeted.
D. 
Budget Section I: Program Operating Costs

Complete this section of the Budget Worksheet by entering the “Total Amount”, “CNCS Share” (federal) and “Grantee Share” as follows:

1. 
Personnel Expenses: Under “Position/Title Description,” list each staff position’s title separately, who will be paid using these funds or match funds. The staff’s time listed here are only an estimate. All staff’s time claimed for reimbursement must be based on an actual time logs kept by each staff member. Each time log must be signed and dated, appropriately, by both the staff member and their immediate supervisor. 

Because the purpose of this grant is to enable and stimulate volunteer community service, do not include the value of direct community service performed by volunteers. However, you may include the value of volunteer services contributed to the organization that pertains to the AmeriCorps project for organizational functions such as accounting, audit work, or training of staff and AmeriCorps members.
2. 
Personnel Fringe Benefits: Under “Purpose/Description,” identify the types of fringe benefits to be covered and the costs of benefit(s) for each staff position reported under #1 above. Allowable fringe benefits typically include FICA, Worker’s Compensation, Retirement, SUTA, Health and Life Insurance, IRA, and 401K. You may provide a calculation or rate for total benefits as a percentage of the salaries to which they apply or list each benefit as a separate item. The benefits listed here are only estimates, Benefits claimed for reimbursement will actual cost based on actual time worked on the project. The actual time will be based on the time log outline in section #1 above.

Holidays, leave, and other similar vacation benefits are not included in the fringe benefit rates but are absorbed into the personnel expenses (salary) budget line item. 

3a.
Staff Travel: Describe the purpose for which program staff member will travel. Provide a calculation to include costs for airfare, transportation, lodging, per diem, and other travel-related expenses multiplied by the number of trips/staff. Where applicable, identify the current standard reimbursement rate(s) of the organization for mileage (not to exceed the federal mileage rate), daily per diem, and similar supporting information. Only domestic travel is allowable. 
All travel reimbursement must be based on your organization’s travel policies. Reimbursement should not exceed the federal mileage rate unless a result of applicant policy and justified in the budget narrative. Only domestic travel is allowable.
3b.
Member Travel: Describe the purpose for which members will travel. Provide a calculation to include costs for airfare, transportation, lodging, per diem, and other related expenses for members to travel outside their service location or between sites. Costs associated with local travel, such as bus passes to local sites, mileage reimbursement for use of car, etc., should be included in this budget category. Where applicable, identify the current standard reimbursement rate(s) of the organization for mileage, daily per diem, and similar supporting information.
All travel reimbursement must be based on your organization’s travel policies. Reimbursement should not exceed the federal mileage rate unless a result of applicant policy and justified in the budget narrative. Only domestic travel is allowable.
4.
Equipment: Equipment is defined as tangible, non-expendable personal property having a useful life of more than one year AND an acquisition cost of $5,000 or more per unit (including accessories, attachments, and modifications). Any items that do not meet this definition should be entered in #5, Supplies below. Purchases of equipment are limited to 10% of the total Corporation funds requested. If applicable, show the unit cost and number of units you are requesting. Provide a brief justification for the purchase of the equipment under Item/Purpose.
The State Commission reserves the right to collect all equipment that remains unexpired at the end of the contract period if future funding is discontinued for any reason.
5. 
Supplies: Include the amount of funds to purchase consumable supplies and materials, including member service gear and equipment that does not fit the definition above. You must individually list any single item costing $1,000 or more. Most computers and office equipment purchases will be listed in this section. You must individually list any single item costing $1,000 or more.  The maximum cost of member service gear, inclusive of any standard packages which may be offered, is $35 per member. Except for safety equipment, grantees may only charge the cost of member service gear to the federal share if it includes the AmeriCorps logo. Grantees may also add the AmeriCorps logo to their own local program uniform items using federal funds. All safety gear may be charged to the federal share, regardless of whether it includes the AmeriCorps logo. All other service gear must be purchased with non-federal funds.
The State Commission reserves the right to collect all supplies that remains unused or unexpired at the end of the contract period if future funding is discontinued for any reason.
6. 
Contractual and Consultant Services: Include costs for consultants related to the project’s operations, except training or evaluation consultants, who will be listed in Sections 7 & 8, below, respectively. Payments to individuals for consultant services under this grant may not exceed $750 per day (excluding costs for indirect expenses, travel, supplies, etc.). The $750 daily rate is a ceiling, and we anticipate budgeted daily rates at considerably lower levels. Indicate the daily rate, number of days, and total cost for consultants you are proposing to use and their contractual services. Daily rates over the maximum amount should be justified in the narrative. If the consultant does not charge you their full daily rate and wishes to contribute the amount they do not charge as in-kind match you must provide proof the consultants daily rate.
7a. Staff Training: Include the costs associated with training staff on project requirements and training to enhance the skills staff need for effective project implementation, i.e., project or financial management, team building, etc. If using a consultant(s) for training, indicate the estimated daily rate, not to exceed the maximum daily rate limit of $750. 
7b. Member Training

Include the costs associated with member training to support them in carrying out their service activities or AmeriCorps duties. If using a consultant(s) for training, indicate the estimated daily rate, not to exceed the maximum daily rate limit of $750. 
8.
 Evaluation

Include costs for project evaluation activities, including additional staff time or subcontracts, use of evaluation consultants, purchase of instrumentation, and other costs specifically for this activity not budgeted in Personnel Expenses. These costs do not include the daily/weekly gathering of data to assess progress toward meeting performance measures, but is a larger assessment of the impact your project is having on the community, as well as an assessment of the overall systems and project design. Indicate daily rates of consultants, where applicable. All time reported must be based on an actual time logs kept by each evaluator, if applicable. If using a consultant(s) for evaluation, indicate the estimated daily rate, not to exceed the maximum daily rate limit of $750.
9. 
Other Program Operating Costs

Allowable costs in this budget category should include when applicable:

• 
Criminal history background checks of members and federally and non-federally funded staff who work on the AmeriCorps project.

• 
Office space rental for projects operating without an approved indirect cost rate agreement that covers office space. If space is budgeted and it is shared with other projects or activities, the costs must be equitably pro-rated and allocated between the activities or projects. Any allocations must be made on a tangible basis.
• 
Utilities, telephone, Internet and similar expenses that are specifically used for AmeriCorps members and AmeriCorps project staff, and are not part of the organizations indirect cost/admin cost allocation pool. If such expenses are budgeted and shared with other projects or activities, the costs must be equitably pro-rated and allocated between the activities or projects.
•
Recognition costs for members. List each item and provide a justification in the budget narrative. Gifts and/or food in an entertainment/event setting are not allowable costs.
•
Do not report costs associated with your organization’s support staff unless they are directly chargeable to this project. If not directly chargeable to the project these costs would be considered administrative costs.
E. Budget Section II. Member Costs

Member Costs are identified as “Living Allowance” and “Member Support Costs.” Your required match can be federal, state, local, or private sector funds. 
1. 
Living Allowance: The narrative should clearly identify the number of members you are supporting by category (i.e., full-time, 1st year half-time, reduced-half-time, quarter-time, minimum-time) and the amount of living allowance they will receive in total, allocating appropriate portions between the Corporation’s share (CNCS Share) and grantee match (Grantee Share). You must pay a living allowance to full-time members.
Enter the total number of members you are requesting in each category / slot. Enter the amount of the living allowance for each type of member. The living allowance must be within the maximum and minimum amounts. Enter the number of members for which you are not requesting funds for a living allowance, but for which you request education awards. 
Minimum and Maximum Living Allowance
	Term of Service
	Minimum Number of

Hours
	Minimum Living

Allowance
	Maximum Living

Allowance

	Full-time
	1700
	$12,100
	$24,200

	1st year half-time
	900
	N/A
	$12,800

	Reduced Half-Time
	675
	N/A
	$9,600

	Quarter-Time
	450
	N/A
	$6,400

	Minimum-Time
	300
	N/A
	$4,300


Notes: There is no requirement to pay a living allowance to less than full-time members but a full-time members living allowance cannot be less than $12,100.
2. 
Member Support Costs: Consistent with the laws of the states where your members serve, you must provide members with the benefits described below.
• 
FICA for Members. Unless exempted by the IRS with accompanying documentation (note in the narrative and provide documentation with application), all projects must pay FICA for any member receiving a living allowance, even when the Corporation does not supply the living allowance. If exempted or if you do not which to budget for FICA you must indicate as such in the narrative. In the first column next to FICA, indicate the number of members who will receive FICA. Calculate the FICA at 7.65% of the total amount of the living allowance.

• 
Worker’s Compensation. The state of North Dakota requires worker’s compensation for AmeriCorps members. If you are not required to pay worker’s compensation you must obtain Occupational, Accidental, Death and Dismemberment coverage for members to cover in-service injury or incidents.
• 
Health Care and Child Care. You must offer health care and child care benefits, in accordance to AmeriCorps requirements, to full-time members.  You may choose to provide health care benefits and child care to less-than-full-time members from other sources (i.e. non-federal). Less-than-full-time members who are serving in a full-time capacity for a sustained period of time (such as in a full-time summer project) are eligible for health care benefits. However, you must obtain prior written approval from the State Commission to be able to offer this benefit. CNCS funds cannot be used to cover dependents. Documentation must be retained for those applicable members who elect not to accept health care coverage from your project. 
• 
Unemployment Insurance and Other Member Support Costs. Include any other required member support costs here. Some states require unemployment coverage for their AmeriCorps members. You may not charge the cost of unemployment insurance taxes to the grant unless mandated by state law. The state of North Dakota does not require unemployment insurance coverage of AmeriCorps members. Projects are responsible for determining the requirements of state law by consulting their state commissions, legal counsel, or the applicable state agencies. North Dakota does not require unemployment insurance for AmeriCorps members.
F. 
Budget Section III. Administrative/Indirect Costs

Definition: Administrative costs are general or centralized expenses of the overall administration of an organization that receives Corporation funds and do not include particular project costs. These costs may include administrative staff positions. For organizations that have an established indirect cost rate for federal awards, administrative costs mean those costs that are included in the organization’s indirect cost rate agreement. Such costs are generally identified with the organization’s overall operation and are further described in Office of Management and Budget Circulars A-21, A-87, and A-122 www.whitehouse.gov/OMB/circulars.
Any project wanting to use an indirect rate plan or cost allocation plan must receive prior approval from the State Commission to do so. Otherwise, if you wish to collect funding to support your administrative costs you must elect to use the Corporation’s Fixed Percentage Method.

Administrative costs include:

1. 
Costs for financial, accounting, auditing, contracting or general legal services, except in unusual cases whether they are specifically approved in writing by the Corporation as project costs.

2. 
Costs for internal evaluation, including overall organization’s management improvement costs (except for independent and internal evaluations of the project evaluations that are specifically related to creative methods of quality improvement).

3. 
Costs for general liability insurance that protects the organization(s) responsible for operating a project, other than insurance costs solely attributable to the project.

4. 
Costs of space, base utilities, and communication (telephone, fax, and Internet) that support administrative personnel.

5. 
Administrative costs may also include that portion of salaries and benefits of the project’s director and other administrative staff not attributable to the time spent in support of a specific project. The principles that pertain to the allocation and documentation of personnel costs are stated in the OMB circulars that are incorporated in Corporation regulations [45 CFR 2541.220(b)].

Administrative costs do not include the following allowable expenses directly related to a project (including their operations and objectives), such as:

1. 
Allowable direct charges for members, including living allowances, insurance payments made on behalf of members, training, and travel.

2. 
Costs for staff (including salary, benefits, training, and travel) who recruit, train, place, or supervise members or who develop materials used in such activities, if the purpose is for a specific project objective.

3. 
Costs for independent evaluations and any internal evaluations of the project that are related specifically to quality improvement.

4. 
Costs, excluding those already covered in an organization’s indirect cost rate, attributable to staff that work in a direct project support, operational, or oversight capacity, including, but not limited to: support staff whose functions directly support project activities; staff who coordinate and facilitate single or multi-site project activities; and staff who review, disseminate and implement Corporation guidance and policies directly relating to a project.

5. 
Space, facility, and communications costs allocated specifically to AmeriCorps project operations, excluding those costs that are already covered by an organization’s indirect costs rate.

6. 
Other allowable costs, excluding those costs that are already covered by an organization’s indirect cost rate, specifically approved by the Corporation as directly attributable to a project. 
Options for Calculating Administrative/Indirect Costs (choose either 1. OR 2.)

Applicants can choose to use one of two methods to calculate allowable administrative costs – a Corporation fixed percentage method or a federally approved indirect cost rate method. Regardless of the option chosen, the Corporation’s share of administrative costs is limited to 5% of the total Corporation funds actually expended under this grant.

1. 
Corporation Fixed Percentage Method – Five Percent Fixed Administrative cost Option: The Corporation fixed rate allows you to charge administrative costs up to a cap without a federally approved indirect cost rate and without documentation supporting the allocation. If you choose the Corporation Fixed Percentage Method (section IIIA in eGrants), you may charge, for administrative costs, a fixed 5% of the total of the Corporation funds expended. In order to charge this fixed 5%, the grantee match for administrative costs may not exceed an overall 10% of all direct costs expenditures.
To determine the Corporation share of Section III (administrative costs):

a. 
Multiply the sum of the CNCS (federal) funding share of Sections I and II by 0.0526. This is the maximum amount you can request as Corporation share of Administrative Costs. Enter this amount as the Corporation share. 
b. 
Then add up the CNCS (federal) funding share of Sections I, II and III.

c.
To determine compliance with the 5% CNCS (federal) funding share take the amount determined in “a” divided by the amount determined in “b.” If you get more or less than 5.000%, try adjusting the amount in “a” by $1. Making sure your final CNCS (federal) funding is 5.00000% or less.
To determine the Grantee share of Section III (administrative costs):

d.
Total together the costs of Section I (program operating costs) and Section II (member costs) including the CNCS (federal) funding share and the grantee share.
e. 
Multiply your answer from “d” times 10% and enter this amount as the grantee share of Section IIIA. 

2. 
Federally Approved Indirect Cost Rate Method: If you have a Federally Approved Indirect Cost (IDC) rate and choose to use it, the IDC rate will constitute documentation of your administrative costs including the 5% maximum payable by the Corporation. Specify the Cost Type for which your organization has current documentation on file, i.e., Provisional, Predetermined, Fixed, or Final indirect cost rate. Supply your approved IDC rate (percentage) and the base upon which this rate is calculated (direct salaries, salaries and fringe benefits, etc.). It is at your discretion whether or not to claim your entire IDC rate to calculate administrative costs. If you choose to claim a lower rate, please include this rate in the Rate Claimed field. 

a. 
Determine the base amount of direct costs to which you will apply the IDC rate, including both the Corporation and Grantee’s shares, as prescribed by your established rate agreement (i.e., based on salaries and benefits, total direct costs, or other). Then multiply the appropriate direct costs by the rate being claimed. This will determine the total amount of indirect costs allowable under the grant. 

b. 
To determine the CNCS (federal) funding share multiply the sum of the Corporation funding share in Sections I and II by 0.0526. This is the maximum amount you can claim as the Corporation share of indirect costs. 

c. 
To determine the Grantee share subtract the amount calculated in step b (the Corporation administrative share) from the amount calculated in step a (the Indirect Cost total). This is the amount the applicant can claim as grantee share for administrative costs.
The State Commission requires sub-grantees to meet the Administrative funding percentages and the overall match percentages at the end of each quarter. These matching requirements may be waived in limited circumstances by contacting the State Commission.
VI. Review, Authorize, and Submit

eGrants requires that you validate your budget. Once that validation returns no errors you will need to verify your entire application before submitting. If there are any errors eGrants will generate a list of errors that need to be corrected after each verification. If there are any errors you will not be allowed to submit the application. 
Read the Authorization, Assurances, and Certifications carefully. Complete each section of the Assurances and Certifications. The person who authorizes the assurances, certifications and the application must be the applicant’s Authorized Representative who can authorize, accept and commit funds on behave of the organization.
INSTRUCTIONS FOR ALL NON-FORMULA FUNDED GRANT PROJECTS

If you intend to apply for funding directly from the Corporation you must first notify the State Commission of your intent to do so in writing then follow the application information found at http://www.americorps.gov/for_organizations/funding/nofa.asp. The application instructions contained within detail the submission requirements for AmeriCorps*State formula funding applications only. 

The Corporation’s other funding application instructions for 2013-14 can be found at: http://www.americorps.gov/for_organizations/apply/index.asp. 
COMPLETING A PAPER APPLICATION
If you are not able to submit an electronic application, you will follow these instructions when completing the paper application. You can find the paper application documents by referring to the 2013-14 Formula Paper Application Documents document on our website at http://www.americorpsnd.com.
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