Federal Program Officer
Training Manual

Competitive RFA Creation

Prepared by BearingPoint, Inc.
Version 1.0
May 17, 2005

Boaringromn @ S 187






Table of Contents

Table of Contents

DOCUMENT CONVENTIONS. ..ottt ettt bbbttt I
GRANTS ONLINE OVERVIEW ..ottt 1
GRANTS ONLINE SOFTWARE DESCRIPTION.......cutitttattiatesteiesteseasesesieesseesiesessesssseseesssbesessesssse e ssesssseneanas 1
GETTING STARTED ...ttt bt b bbb bbbt bbbt 3
ACCESSING GraNtS ONIINE .....oiviiiiiiiie ettt e e s e et sre e e e reareeseesreenee 3
L0ogging iN 10 Grants ONIINE........cooiiiiiiiieieeee e 4
CREATING A COMPETITIVE REQUEST FOR APPLICATION ....coiiiiiiiire e 7
What You’ll Need to Create @ COmMPELItIVE RFA .......oo o 7
Creating @ New COmMPEtitivVe RFA ... 8
Building a Noncompetitive RFA — Header INFOrmation .............cccoooiiiiiiieneiice e 9
AddItional INFOIMATTON .....c.eiiiicee et e et e steere e e sre e e e neeaneans 10
Building a Competitive RFA— RFA Supplementary Information..............ccccceevviveviivcce e 10
Building a Competitive RFA — (Selected AdAreSSES) ......cevriiaieriiieie e ee e 11

R Te] LT (=0 [ O ] g1 = T £ SS 14
Building a Competitive RFA- (Selected CONACES) .......ccveveiiiiiiiieeic e 14
COMPETITIONS. ...ttt ekttt s bbbt btk £ bbb e e e bbbt b e h e e b e R e e b e Rt e bt e bt e bbbt ettt 18
Building a Competitive RFA- (Creating @ COMPELItion) ..........ccoviiiirieiieieie e 18
APPHICALION ROULING ... ettt ettt et et s et e ete e s e steaneeneesreaneenneaneans 21
Building a Competitive RFA- (Application ROULING) .......ccorveriiieiiiiineiesie e 21
Building a New Competitive RFA - (Changing Application RoUting) ..........ccccevviiiiieneiieiecee 24
Building a Competitive RFA- (Minimum ReqUIrEMENTS)........cccvviiveiieeieeieesee e sie e esieesee e 31

FaN o] o] LoV L] T 1 TSY o £ ] SRS 35
Building a Competitive RFA- (Application INSTrUCLIONS) ........c.coviiiiiniiiieicceesse e 35
Special AWArd CONAITIONS ........eiieie ettt ettt et e saeere e e sre et e neeaneeneeeneenes 38
Building a Competitive RFA- (Special Award Conditions)..........ccccvevviviieieieere e 38
REVIEW EVENT ..ottt bbb bbb bbbt bbbt b ettt 42
Building a Competitive RFA- (REVIEW EVENL) ......ooiiiiiee et 42

FFO and FRN/OMNIDUS ......oouiiiieieie ettt ettt e ste e e neeeneeneeseeeneas 49
Building a Competitive RFA- (FFO and FRN/OMNIDUS) ....c..ooveiiiiiiiieiececese e 49
Building a Competitive RFA- (Publishing the RFA) ..o 57

Version 1.0







Document Conventions

Document Conventions

Overview

Using this
Guide

Text
Conventions

Notes and
Warnings

Welcome to the Grants Online Training Manual. This manual is set up to
provide you with step-by-step information to accomplish tasks within Grants
Online. The manual is logically sequenced based on the National Oceanic and
Atmospheric Administration’s (NOAA) Grants lifecycle process and is written to
address your role within Grants Online.

Use the following writing conventions as a guide in using the manual. The
manual uses block label text in order to scan for the information desired.

Text; Example What it means.

Text in Bold; Click Done Indicates a command.
Text in Italics; RFA Details screen Indicates a screen.
appears.

Notes and Warnings are used to indicate information or advisories when using
Grants Online.

Note: A note is used to inform you about additional information

@ during the procedure or process.

A Warning! Business process may not work as desired or a
procedure may produce an undesirable effect.

Version 1.0
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Grants Online Overview

Grants Online Overview

Overview

The National Oceanic and Atmospheric Administration (NOAA) offers a variety
of competitive and non-competitive grants or awards to various communities
including States, Universities, and non-profit organizations. Prior to the advent
of Grants Online, the processing of grants was a paper-based task involving
time-consuming human interactions and program polices to process the grants
and to ensure the awarding of the grant is given to the most qualified applicant
for a competitive award, and for qualified designated applicants of non-
competitive awards.

As part of its strategy to move scientifically and operationally into the 21%
century, Grants Online was developed. Grants Online is an E-Government
initiative to create an automated tool that will support the grant evaluation,
award, management and operations process. Grants Online significantly
streamlines and unifies grants processing throughout all of NOAA, allowing the
agency to increase efficiencies related to mission goals.

Grants Online is developed to answer several issues that occur during the
award processing including:

Reducing or eliminating paper forms for application.

Providing an interface with Grants.gov to ensure applicants can apply
for grants electronically.

Reducing the processing time by incorporating workflows between
Federal Program Officers (FPO), Grants Management Division (GMD),
Financial Assistance Legal Division (FALD), and Reviewers.

Serving the NOAA community in its efforts to meet its mission goals
more effectively.

Grants Online Software Description

About
Grants
Online

Grants Online operates in a web environment. As such, you will be required to
use an internet browser to log in and use Grants Online. No software is
required for installation. As Grants Online is web-based, you may access the
system anywhere at anytime provided that you have internet access. Logins
and passwords are required and will be relayed to you once you are
established within the system.

2

Note: You must have an Internet connection in order to access
Grants Online.

Version 1.0
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Getting Started

Getting Started

Overview When you are using any Windows-based software, navigation and ease of use
are key components. Grants Online incorporates an intuitive Graphic User
Interface (GUI) that assists end users to navigate and use the system
appropriately. In Grants Online, all actions within the system can be made
through mouse and keyboard.

Grants Online is accessible through your web browser, specifically Internet
Explorer.

Accessing Grants Online

L Click on the Internet Explorer Icon on your desktop
e Internet Explorer browser opens
2. Enter the following URL information in your address bar of your browser:
https://grantsonline.rdc.noaa.gov then press ENTER
e Grants Online Login page appears

Version 1.0
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Logging in to Grants Online

1. If you haven't already, contact the Grants Online Help Desk to obtain your Username and
Password.

e Phone: 301-713-1000
e Email: grantsonline.helpdesk@noaa.gov

2. Enter your assigned Username

Enter your assigned Password

4. Click Enter

NSAA

Grants Online

Grants Online

General Public Reviewers NOAA Grants Online is the
Use our Public Search festurs to efccess current applications premier Federal solution for
see infarmation pertaining ta aszigned to you fulllife-cycle grants
awarded NOAA grants, +Submit your review comments management processing.

and scores
Grant Applicants

Te Find and Apply for a NOAR NOAR Staff
srant, go ta the Grants.aoy +@anerats funding notices Username
» NOAA Home : sReviaw grant spplications
Curvent Grant Recipient +Select spplications for award
» DOC Home P
“Visw information about your +Pracess selected applications Password
» Grants.gov current NOAR grants +Award and mansge grants
+Submit post-award action +Correspond with Grant
» Grants requests, prograss reports, and  Redpients
Password
Management finandial reports (T {Enter |
Division s Correspond with vour HOAA
Program Officer and Grant
Specialist

Publication of the National Dceanic & Atmospheric Administration Accessibility  Privacy Policy
(NOAA), U.5. Department of Commerce.
ed: 2005/03/09 17:33v1.6

http:/ fuwm.noaa.gov

error message in red on the screen. After three unsuccessful attempts
to log in, the system will lock you out and you will have to contact the
Grants Online Help Desk to unlock your account

i Warning! If you entered your username or password incorrectly you will see an

If nothing happens when you click enter, it means the server is
down and will need to he restarted.

Version 1.0
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Logging in to Grants Online

5. The Notice to Users screen appears
6. Review disclaimer information and click OK

-.Lng Of!

A Notice to Users

This is a Federal computer systermn and is the property ofthe United States Government. Itis for authorized use
only. Users (authorized or unauthorized) have no explicit or implicit expectation of privacy.

Any or all uses of this system and all files on this systern may be intercepted, monitored, recorded, copied,
audited, inspected, and disclosed to authorized site, NOAR, and law enforcement personnel, as well as
authorized officials of other agencies, hoth domestic and foreign. By using this system, the user consents to
such interception, monitoring, recording, copying, auditing, i ion, and di: at the di: ion of
authorized site or NOAA.

Unautharized orimpraper use ofthis syster may resultin administrative disciplinary action and civil and
criminal penalties. By cantinuing to use this system you indicate your awareness of and consent to these
terms and conditions ofuge. LOG OFF IMMEDIATELY if you do not agree to the conditions stated in this
warning.

Version 1.0
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Creating a Competitive Request For Application

Creating a Competitive Request For Application

Overview This manual will help you learn how to create and publish a Competitive Request For

Application (RFA).

Manual The Manual will address the following topics:

Objectives

o Set up the RFA Header Information
o Create a Competition

o Select the Application Routing

o Set up the Minimum Requirements
o Create a Review Event

o Set up the Special Award Conditions
o Enter the Application Instructions

o Create a Review Event

o Publish the RFA

o Create the Federal Register Notice
o Create the Omnibus Synopsis

What You’'ll Need to Create a Competitive RFA

This RFA is the parent document that will guide both the applicant as well as the FPO. The applicant
will use this information (which they will access via Grants.gov) to provide NOAA with a complete and
quality proposal. The RFA also guides the Program Officer, Grants Specialist, Budget Officer, etc. in
reviewing and examining the proposal. Creating the RFA is the first step that is taken by the Program
Officer. In order to do so, you will need the following information:

1.

© N TN

=
©

RFA Name — the “name” is identified by the Program Officer. There is no right or wrong name,
however, easily identifiable and shorter names are the most effective.

CFDA Number

Fiscal Year

Approximate funding amount for the RFA

Funding Amount for the Competition

Application due date

Review Event Start and End date

Contact person within NOAA who will be responsible for answering questions related to the RFA

Name of Program Officers who will process the proposals (these names will be identified during
the Routing phase of the RFA creation)

Application Instructions — which forms the applicant must include in the proposal

Version 1.0
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Creating a New Competitive RFA

1. Select the RFA tab located at the top of the webpage
2. Select the “Competitive” and “Create New from Scratch” options

3. Click Create RFA button

Welcome to Grants Online Mark La Fave

-

S
- {7 Pre-Award .hem X
istrati

i Create RFA

» Search

Choose Type:
& Competitive © Noncompetitive

Choose Action:
& Create Mew fram Scratch

Create RFA

T . g e
Sysd Manage

".Log off

Version 1.0
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Building a New Competitive RFA

Once you have successfully selected the option to Create a New Competitive RFA, you will need to
start building the RFA by populating the mandatory fields (denoted by a *) with data.

Building a Noncompetitive RFA — Header Information
|

1. RFA Name (required)
2. Fiscal Year (required)
3. Anticipated Publication Date (cannot be today’s date)
4. Select an Assigned Program Office (required)
5. Select an Assigned Program Officer (required)
6. Select a CFDA Number (required)
a. Only CFDA numbers associated with your line office will appear. If you have
a new CFDA number not in this list, contact the Help Desk
7. Select a Sub Program (if applicable)

8. Click the Save button

e
—— "_‘"ﬁ.—

=

ST

Account
Management |

System Manage
Administration | Certifications

R m

Welcome to Grants Online Chares Peterson '“Lug off

LGS Pre-Award

Create Competitive RFA

Docurment ID Announcerment Type Initial
Line Office * MATIONAL MARINE FISHERIES SERVICE Funding Oppartunity Number

RFA Marme * ICompetitive FPO hanual

Fiscal Year™ |2005 Anticipated Publication Date * |DSI1DQDDS

Assigned Program Office * | SOUTH EAST REGIOMAL OFFICE - NMFS v | Assigned Program Officer* | Petersan, Charles R

CFDA Murnber * |11.f133 - MARINE FISHERIES INITIATVE j

Sub Program |SE Competitive j

[ Sav Joncor

Version 1.0
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Additional Information

Upon successfully saving the RFA Header information, you will be prompted to enter additional
information about the RFA. This information includes funding amounts, due dates, contact information,
and application routing. The specifics for this process are demonstrated below:

Building a Competitive RFA— RFA Supplementary Information

1. Anticipated Funding Amounts
2. Anticipated Award Amount (Min and Max)
3. Anticipated Number of Awards (Min and Max)

e — e e
& 1 i i Manage
m i Pre-Award Administration | Certifications m

Welcome to Grants Online Chardes Peterson

“Log off
T Create

Competitive RFA Details

» Search
RFA Header Information

Document ID 103784 Announcement Type Initial
Line Office * MATIOMAL MARIME FISHERIES SERVICE Funding Opportunity Mumber  NWMFS-S8ERO-2005-1C
RFA Marme * |Competitive FPO Manual
Fiscal Vear™ |2DDS Anticipated Publication Date * W
Assigned Program Ofice = [SOUTH EAST REGIONAL OFFICE - NMFS =] Assigned Program Officer™  [Petersan, Charles
CFDA Murmber* |11.433 - MARINE FISHERIES INITIATIWE
Sub Program |SE Competitive j
RFA Supplementary Information
Anticipated Funding Armount § |1DDDDDD Actual Funding Amount §
Min (=T
Anticipated Award Amount§ 250000 f500000
Anticipated Mumber of Awards |1 |4

Version 1.0
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Building a Competitive RFA — (Selected Addresses)
|
1. Click Add/Edit to identify an address. This is the location all paper based
proposals will be sent  (Please note: the picture below represents a lower portion
of the Grants Online screen — you may have to scroll down to see it)

Selected Addresses:
Mo addresses have bheen selected.

ot

Py
Selected Contacts:

Mo contacts have been selected.
AddiEdit

2. Type in search Query (usually Program Office Name)
3. Click Search

Search Addresses

Prograrm Office Mame: |South

Street Address: I

City:

Zip:

[ Soarc

|
State: |
|

Note: If you enter search criteria into more than one field, you are asking the system to
@ search and match all the information you entered. We recommend you enter the

organization’s name you are looking for and search — rather than entering the
oraanization’s name and address, etc.

Version 1.0
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Building a Competitive RFA — (Selected Addresses)

4, Select the address you wish to choose by clicking in the check box next to your selection (see
picture below)
5. Click Add to RFA

_ Search Addresses

Program Office Mame ISDuth

Street Address I

City: l—
Gtate: I

Zip: l—
| Search |

Search Results

4 items found, displaying all items.1

[w SOUTH EAST REGIONAL OFFICE - NMFS 1315 East\West Highway, Silver Spring, MD 20810 USA
[~ SOUTH EAST REGIONAL OFFICE - NOS 1315 EastWast Highway, Silver Spring, MD 20810 USA
[~ SOUTH EAST REGIONAL OFFICE - MWS 1315 EastWest Highway, Silver Spring, MD 20810 USA
[~ SOUTH EAST REGIONAL OFFICE - CAR 1315 East\West Highway, Silver Spring, MD 20910 USA

Add to RFA

Version 1.0
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Building a Competitive RFA - (Selected Addresses)
]

6. If you need to add another address, complete steps 2-5 again. If you made a mistake, and
want to remove this address, click the check box by the organization’s name and select
Remove from RFA. You will then need to complete steps 2-5 to select a new address.

7. Once you are satisfied with your selected address(es), click Save and Return to Main

Search Addresses

Frogram Office Name:l

Street Address: |

ity

Zip:

|
State: I
|

Search Results

Mothing found to display.

Add to RFA

Selected Addresses for this RFA

Dhe iterm found. 1

[~ SOUTHEAST REGIOMAL OFFICE - MNMFS 1315 EastWest Hiatwaay, Silver Spring, MD 20910 LISA

Remove from RFA

Save and Return to Main

Version 1.0
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Selected Contacts

A minimum of one search criteria must be entered when searching for contacts. You will be able to
search by First Name, Last Name, Org Name, Street, City, State, Zip, Phone or Email.

Building a Competitive RFA- (Selected Contacts)

1. Click on the Add/Edit button under Selected Contacts. This is the person the applicant will
contact with any questions about this funding opportunity.

Competitive RFA Details

RFA Header Information

Announcement Type

Funding Cpportunity Mumber  NMFS-SERC-2005-100312

Cocument ID 103784

Line Cffice ™ MATIOMAL MARIME FISHERIES SERWICE
RFA Mame * |k3n:|mpetitive FPO Manual

Fiscal Year* |2EII]5

Anticipated Publication Date * IDEM 072005

Assigned Program Ofice * [ SOUTH EAST REGIONAL OFFICE - NMFS =] Assigned Program Officer *

|F'etersc|n, Charles

[

CFDA Mumber *

|11.433 - MARINE FISHERIES INITIATIVE

Sub Program |SE Competitive

RFA Supplementary Information

[

Anticipated Funding Amount § |1DDDDDD
Min

Actual Funding Amount §

E=x

Anticipated Award Amount § |25EIEIEIEI

500000

Anticipated Mumber of Awards |1

Selected Addresses:

Street Address City, State, Zip

1314 East-west Highway Silver Spring, MD 20810
AdcEdit

Selected Contacts:

Mia rantacts have been selected.
AdciEdit

Version 1.0
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Building a Competitive RFA- (Selected Contacts)
]

2. Enter the search information for the individual you would like to identify and click Search

Search Contacts

First Marme: |charles

LastName:l

2rg Mame: |

Street: |

City

State:

Fhone:

Ermail:

|
|
Zip: |
|
|

Version 1.0
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Building a Competitive RFA- (Selected Contacts)
|

3.  Select the address you wish to choose by clicking in the check box next to your selection
(see picture below)

4. Click Add to RFA

Search Contacts

First Marme: |char|es

Last Mame: I

Org Narme: |

Street: |

City:

State:

FPhone:

|
|
Zip: |
|
|

Ermnail:

Search Results

Oneitem faund.q

¥ Mr. Charles Marcus Petarson SOUTH EAST REGIONAL OFFICE - 0AR 1315 Eastiest Highweay Sitver Spring, MD 20910 301-713-0104 charles petersong@noas.gov

I Add to BFA

Version 1.0
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Building a Competitive RFA- (Selected Contacts)

]
If you need to add another contact, complete steps 2-4 again. If you made a mistake, and want
to remove this individual, click the check box by the person’s name and select Remove from
RFA. You will then need to complete steps 2-4 to select a new address.

Once you are satisfied with your selected contact(s), click Save and Return to Main

5.

6.

Search Contacts

First Marme: |

Last Marme: |

Org Marme: |

Street: |

City,

State:

Fhane:

Email:

|
|
Zip: |
|
|

Search Results

Mothing found to display.

Add to RFA

Selected Contacts for this RFA

One item found. 1

[~ Mr. Charles Marcus Peterson SOLUTH EAST REGIONAL OFFICE - QAR 1315 EastWWest Highway, Silver Spring, MD 20910 301-713-0105

Remove from RFA

Sawve and Beturn to Main

Version 1.0
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Competitions

Every competitive RFA in Grants Online needs to have a competition. The competition is the meat and
bones of a competitive RFA in that it is the place where the FPO defines due dates, funding amounts,
routing, recipient types, review events (a necessity), minimum requirements, etc. You many have multiple
competitions under one RFA, as each competition results in a selection package. However, please note that
each competition also needs a Review Event. Review Events are discussed at a later point in this manual.

Building a Competitive RFA- (Creating a Competition)

1. Click Save to capture the changes we've made so far
2. Click Add New under the Competitions header to create a new competition

Competitive RFA Details

RFA Header Information
Document ID 103784 Announcement Type
Line Office * MATIONAL MARINE FISHERIES SERVICE Funding Opportunity Number  NMFS-SERO-2005-100312
RFA Mame * |Cumpetitive FPO Manual
Figcal Year* |2D|35 Anticipated Publication Date * ||:|5f1 02005
Assigned Program Office * |SOUTH EAST REGIONAL OFFICE - NMFS x| Assigned Program Officer |F'eterscun, Charles |
CFDA Murnber* |11.433 - MARIMNE FISHERIES IMITIATIVE j
Suh Program |SE Competitive j
RFA Supplementary Information
Anticipated Funding Amount § |1DDDDDD Actual Funding Amount §
Min [UET
Anticipated Award Amount § |25|:|E|EIEI |5DDDDD
Anticipated Mumber of Awards |1 |4
Selected Addresses:

Street Address City, State, Zip

1315 East-wWest Highway Silver Spring, MD 205910
AdcfEdit

Selected Contacts:

Contact Name Phone ___Jaddress ____________________JEmal___________

hir. Charles Marcus Peterson 301-713-0105 1315 East\west Highway, Silver Spring, MD 20810 charles petersong@noas.gow
AddfEdit

Program Elements/Funding Priorities:
Mo Program ElementsiFunding Priarities Availahle
AdciEdit

Competitions:
Press Save hefore selecting the following linkis)
Mo Compaetition

Add Mew

m Create Publicationis) Save & Continue

Version 1.0
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Building a Competitive RFA- (Creating a Competition)
]
Enter Competition Name (automatically defaults to be the same name as the RFA)

Enter Fiscal Year
Select Competition Type

Select Competition Manager (this is the person who will work on the Selection Package, Confirm
Review Events, etc.)

7. Click Save

~ e L
& | Account |

Welcome to Grants Online Charles Peterson '-Lng Ol'lf

o 0k w

System | Manage
Administration | Certifications

Competitive RFA Details b

RFA Header Information

Docurnent 1D: 103784 CFDA Humber: 11.433

Announcement Type: Initial SubProgram: SE Competitive

Funding Opportunity Humber: MMFS-SERO-2005-100312 Assigned Program Office: SOUTH EAST REGIOMAL
Line Office: MATIOMAL MARIME FISHERIES SERYICE Assigned Program Officer: Charles Peterson

RFA Name: Cormpetitive FPO Manual Anticipated Publication Date: 05M 02005

Fiscal Year: 2005

Competition Name*lCnmpetitive FPO Manual Fiscal Year ™ {2005

Competition Type * & Group © Individual Qualification

Competition Manager*lCharIes Petersan j

m‘ Cancel

Version 1.0
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Building a Competitive RFA- (Creating a Competition)

8. Select applicable Recipient Types (those recipients who are eligible to compete for funding)
9. Enter the Anticipated Federal Funding for this competition (Min and Max)

10. Enter the Application due date

11. Enter the Application due time

12.  Enter the Anticipated Award Date

Competition Name*lcnmpetitive FPO Manual Fiscal vear™ I2DEI5
Competition Type® & Group © Individual Qualification Competition Manager*lCharles Peterson j
Availahle Recipient Type Selected Recipient Tyne I
For-profit QOrganization (Other than Small Business) -
Monprofit Qrganization (Other than Institution of Higher Education) H Local Government
Native Armerican Tribal Organization (Other than Federally Recognized) State Government
Fublic/Indian Housing Autharity H Frivate Institution of Higher Education
Small Business - State Controlled Institution of Higher Learning = |
Actual Funding Amount for this Competition |
Min LIEES
Anticipated Federal Funding for this Competition * IEEDDDD IEDDDDD
Required Federal Funding {in Dollars) per Application I I
Cost Share (%) per Application I I

Anticipated Competition Schedule

Pre-Application |Due Date j | Time:l |F'Mj
Application = | Days after RFA Publication Date | 30 Time: [05:00  [PM x|
Anticipated Award Date ™ |19|:| Days after Application Due Date

View Anticipated Competition Schedule

Version 1.0
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Application Routing

Selecting the application routing is required when creating any RFA. This will determine who will
process the proposal/application. You have the ability to identify routing by workload, state or
Priority/Program Element. Upon selecting a routing method, the other methods will be “disabled”. If a

routing method has been selected in error, the user must clear all selections made and save the
changes.

Warning! If you neglect to configure routing, the applications will NOT be
sent to an FPO for processing. This is a necessary action!

Building a Competitive RFA- (Application Routing)

1. Select either Workload or State routing (do NOT use Priority/Program Elements as Grants.gov is
not capturing that information at this time)

a. Workload: This routing method means you select different individuals who will receive
applications throughout workflow. Each application will be distributed on a round robin
basis depending on the individuals you designate in the workload routing.

b. State routing: This routing method allows for you to create groups by states. You can
identify a single state, or a group of states you would like in a group, and then you can

identify the Program Officers that would look at the applications from that particular group of
states.

2. Once you have chosen a routing type (Workload or State), select Configure Routing

Application Rowuting

Coworkload O State O PriorityProgram Element Configure Routing

Note: Workload is the option selected in most cases. Whoever is identified as the
@ selected user in routing will be the person who receives the task to perform the
Minimum Requirements on the submitted application. The Federal Program

Officer (FPO) who receives this task has the ability to reassign the task to another
FPO.

A Warning: Whoever completes the task to perform minimum requirements on the
application is the individual who will “own” that application. That FPO will
also receive tasks to perform and work on the following actions:

Conduct Negotiations, PO Checklist, Procurement Request and
Commitment of Funds (CD 435) and NEPA Document.

Version 1.0
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Building a Competitive RFA- (Application Routing)

3. Click on the name of the person(s) you would like to receive applications (to select more than
one, hold down the Ctrl key and use the mouse to highlight) and then click on the - &l putton.
The selected individuals will now display in the Selected Users to receive applictions for this
competition field. Remember, if you identify more than one individual, the applications will be
routed in a round robin format.

Manage
15 rﬂli"“ Cer dl 1 i m

Welcome to Grants Dnline Solomon King (Log off

Noncompetitive RFA Details

RFA Header Information

Document 1D: 103373 CFDA Humber: 11.438

Announcement Type: Initial SubProgram:

Funding Opportunity Number: NMFS-SERO-2005-100280 Assigned Program Office: SOUTH EAST REGIOMAL
Line Office: MNATIOMNAL MARIME FISHERIES SERVICE Assigned Program Officer: Mr. Soloman King

RFA Name: FPO Manual 2005 Noncompetitive RFA Type: Congressionally Directed
Fiscal Year: 2005

Application Routing Configuration Method: WorkLoad

fwailable Users Selected Users to receive applications
'or this competition

-

buck, jeff
Delegates, t
Drescher, Steve e H
King, Solormon

La Fawe, Mark

Peterson, Charles H
ProgramOfficer, Uncertified

Shevde, Wikram

Test, Bala x|

m Cancel

Note: If a user has been selected in error, highlight the name and
; click the top double arrows to push the user back to the
< Available User box.

4. Once you have selected the appropriate person(s), click Save
a. Click Cancel to go back to the previous page (without capturing your changes)

Application Routing Configuration Method: WorkLoad

Available Users Selected Users to receive applications
or this competition

-

buck, jeff King, Solormaon
Delegatee, t

Drescher, Steve H
La Fave, Mark

‘Peterson, Charles

ProgramOfficer, Uncertified H
Shevde, Wikram

Test, Bala

Tester, h |

[Sow | corce |
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Building a Competitive RFA- (Application Routing)
]

You will now be taken back to the Competition details screen. As you can see, State Routing and
Program Element are both listed as disabled. This is because you can only have one routing method
per RFA.

4, At this point in time, click the Save button at the bottom of the page. We have now entered
ALL the mandatory information, so your work will now save.

a. Cancel will take you out of this page without capturing the changes you made
b. Save and Continue will capture the changes made, and take you back to the RFA

screen
Competition Name * |Cnmpetitive FPO hanual Fiscal rear® |2DEI5
Competition Type & Group © Individual Qualification Competition Manager*|0harles Peterson j
Available Recipient Type Selected Recipient Type

County Gowvernment

City ar Township Government
Interstate

Intermunicipal

Actual Funding Amount for this Competition I

Min hol &
Anticipated Federal Funding for this Competition * |QEDDDD |SDDDDD
Reguired Federal Funding {in Dallars) per Application I I
Cost Share (%) per Application I I
Anticipated Competition Schedule
Pre-Applicatian |Due Date j I Time:| IPM ﬂ
Application * | Days after RFA Publication Date x| |30 Time: |05:00  [PM =]
Anticipated Aweard Date ™ |190 Days after Application Due Date

View Anticipated Competition Schedule

Application Routing
# ywaorkload -~ State (Disabled) - Program Element (Disabied) Configure Routing

If you are creating this competition, press Save hefore selecting the following links.

e Review Events e Minimum Reguirerments
e Special Award Conditions o« Application Instructions

m Save & Continue
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Building a New Competitive RFA - (Changing Application Routing)

If you have determined that you selected the wrong routing type, and wish to change it, perform the
following steps: (If you would like to continue creating your RFA, skip to page 31)

1. Click on Configure Routing

Competition Mame * |Cnmpetitive FFO anual Fiscal Year™® IQDDS
Competition Type *  { Group © Individual Qualification Competition Manager*lCharIes Peterson j
Available Recipient Type Selected Recipient Type

County Government j H

City ar Township Government

Interstate H

Intermunicipal =l
Actual Funding Amount for this Competition I

htin It s
Anticipated Federal Funding far this Competition * |EEDDDD |SDDDDD
Reqguired Federal Funding {in Dallars) per Application | |
Cost Share (%) per Application | |

Anticipated Competition Schedule

Pre-Application | Due Date = Time: | |Pmt x|
Application * | Days after RFA Publication Date > [30 Time: j05:00 [PM ]
Anticipated Award Date * |'|9El Days after Application Due Date

View Anticipated Competition Schedule
Application Routing

% wiorkload - GState (Dissblec) - Program Element (DJ'sabIeajll Configure Routing

If you are creating this competition, press Save before selecting the following links.

» Feview Events » Minimum Reguirements
» Special Award Conditions » Application Instructions

m Save & Continue
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Building a New Competitive RFA - (Changing Application Routing)

2.
3.

Highlight the names of the individuals that had previously been selected and click the & button

Click Save

Application Routing Configuration Method: WorkLoad

Available Users

Selected Users to receive applications

or this competition

Fs

buck, jeff

Delegatee, t

Drescher, Steve H
La Fave, Mark

Peterson, Charles

PragramOfficer, Uncertified

Shevde, Wikram

Test, Bala

Tester, i j

m Cancel

King, Solomaon
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Building a Competitive RFA- (Changing Application Routing)

4, You will be taken back to the Competitive RFA Details screen. (Note that none of the routing

buttons are listed as disabled)
5. Select the radial button next to State
6. Click Configure Routing

Competition Marme * ICnmpetiti\fe FPO Manual Fiscal Year® IQDDE
Competition Type * & Group © Individual Qualification Campetition Manager*|0har|es Peterson |

Available Recipient Type Selected Recipient Type

County Government

City ar Township Government Local ¢ ment
Interstate Independent Schools District
Intermunicipal State Controlled Institution of Higher Learning

Actual Funding Armount for this Competition |

fin (LY

Anticipated Federal Funding for this Competition * |250 ao0o.ao |5EIIZI a0o0.0o
Required Federal Funding {in Dollars) per Application | |
Cost Share (%) per Application | |
Anticipated Competition Schedule
Fre-Application [ Due Date =l Time: | [PM -]
Application * | Days after RFA Publication Date | [30 Time: j05:00  |PM x|
Anticipated Award Date ™ |19|:| Days after Application Due Date

View Anticipated Competition Schedule
Application Routing

& oworkload  © State 7 PriofitwProgram Elermert Configure Routing

If you are creating this competition, press Save hefore selecting the following links.
» Review Events » hinimum Reguirements
e« Special Award Conditions e Applicgtion Instructions

m Save & Continue
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Building a Competitive RFA- (Changing Application Routing)

7. Click Add New

Application Routing Configuration Method: State
Mo state routing groups have been created

Add Mew

Save and Return to Main
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Building a Competitive RFA- (Changing Application Routing)

8. Provide a name for your routing group (you can have multiple groups)

9. Highlight the states you would like to include in your routing group, and use the® button to
select them

10. Highlight the users who will work on applications from the states in this group and use the

button to select them

a. Proposals/applications from the states in this routing group will go to the Federal Program
Officer selected so that the FPO can perform the Minimum Requirements check on the
submitted application. Each application will be distributed on a round robin basis amongst

the selected users you chose in this routing group.
11. Click the Save button

Application Routing Configuration Method: State

Routing Group Mame* [North East Region
Availahle States Selected States

s

H Delaware

Mewe Je ' Connecticut
— flaine

Mew York H Massachusetts
Marth Carolina |

Available Users Selected Users

]

Drescher, Steve

H King, Saloman

Shevde, Wikram
Test, Bala |

E= E3

A any of your routing groups, then it will NOT be routed through in

workflow.

Example: if an application comes in from PA, but PA was never
selected as a state in any of the routing groups, then the
application will not be routed to anyone.
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Building a Competitive RFA- (Changing Application Routing)

12.

13.

14.

15.

Application Routing Configuration Method: State

Name ______[states Assigned m

Marth East Cannecticut Delaware Massachusetts Edit D
Region Maine
Add Mew

Save and Return to Main

Application Rowting Configuration Method: State

Routing Group Mame* ||

Availahle States Selected States
California =]

Colorado — H

<CT=

<[E=

Dictrict of Columbia
Federated States of Micronesia x|

Available Users Selected Users
buck, jeff :’ [ <<]
Delegatee, t

Drescher, Steve

King, Solomon H

La Fave, Mark hd

E=1 E3

You how have one routing group identified. Select Edit or Delete if you would like to make
changes to this group

Click on Add New to identify another routing group

When creating a new group, note that states already selected appear as seen below in the red
box — this is to let you know not to select that state again.

Follow steps 8-11 to create another routing group.
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Building a Competitive RFA- (Changing Application Routing)

16. Once you have created all the groups you need, click Save and Return to Main

Application Routing Configuration Method: State

Name _____|States Assigned m

MHorth East Connecticut Delaware Massachusetts Edit
Redion Maine

West Coast

California Colorado Mew Mexico Mevada  Edi

elet
Cregaon

Add Mew

Cancel

Save and Return to Main
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Building a Competitive RFA- (Minimum Requirements)

We now want to work on the hyperlinks displayed below the routing section: Minimum Requirements,
Application Instructions, Special Award Conditions and Review Events.

1. Before you click on any of the hyperlinks in the, click the Save button

2. Click on the Minimum Requirements link
Competition Mame * ICnmpetitive FPO Manual Fiscal vear™® IEDDE
Competition Type * & Group © Individual Qualification Competition Manager*|CharIes Petersan j
Available Recipient Type

County Government

City ar Township Government
Interstate

Interrmunicipal

Actual Funding Amount for this Competition I
in Tuf 3¢

Anticipated Federal Funding for this Competition * |25|:|DE|D ISDEIDEID
Required Federal Funding (in Dollars) per Application I I
Cost Share (%) per Application I I
Anticipated Competition Schedule
Pre-Application [Due Date =l Time: | [Pm x|
Application * | Days after RFA Publication Date =] [30 Time: [05:00 [P =]
Anticipated Award Date ™ |190 Days after Application Due Date

View Anticipated Competition Schedule
Application Routing

@ oworkload - State (Disabiec) - Program Element (Disablecd) Configure Routing

If you are creating this competition, press Save before selecting the following links.

 Review Events = Ninimum Redquirements
s Special Award Conditions s Application Instructions

m Save & Continue
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Building a New Noncompetitive RFA- Other (Minimum Requirements)

A standard set of minimum requirements is automatically populated in this screen.

1. To view or edit a requirement, select Edit
2. To delete a requirement, click Delete
Selected Minimum Requirements
Requirement Name m
1 Eligible Applicant Edit D
2 Application Received by Deadline Edit Delete
3 Application Meets Minimum Federal Funding Edit Delete
4 Application Meets Maximum Federal Funding Edit Delete
A Application Meets Minimum Match Edit Delete
G Application Meets Maximum mMatch Edit Delete
i Caomplete Application Edit Delete
Feorder
Add ==
== Done

Note: As an FPO, you are identifying the requirements that the applicant must meet in
order to be considered for an award under this RFA. The purpose of this section
is for you to denote the items you want verified when an application is submitted.
This allows for evaluation consistency across all applicants under this RFA.

L
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Building a Competitive RFA- (Minimum Requirements)

No g~

To add a new requirement click Add>> (as seen on the previous page)

Enter the requirement name

Enter the description of the requirement

Click Save

Click Cancel to go back to the previous page (any changes made on the page will not be saved)

Add Minimum Requirement

Mame: = |Name of Mew Reguirerment
Spell Check
Enter specifics here ;I
Description™
=
[Sove
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Building a Competitive RFA- (Minimum Requirements)

8. The system will take you back to the Minimum Requirements page, where you can add a new
requirement, reorder existing requirements, or select <<Done to continue working on the RFA

Selected Minimum Requirements

Priority | Requirement Hame m

1 Eligible Applicant Edit D
2 Application Received by Deadline Edit Delete
3 Application Meets Minimum Federal Funding Edit Delete
4 Application Meets Maximum Federal Funding Edit Delete
a Application Meets Minimum Match Edit Delete
f Application Meets Maximum Match Edit Delete
7 Complete Application Edit Delete
a Mame of Mew Requirement Edit Delete
Reorder

Add ==

== [Qone

9. Once you click <<Done, the system will bring you back to the Competition Details screen.
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Application Instructions

This section allows for you to identify what types of forms the applicant needs to submit as part of their
application package. The forms that are listed under the Available Forms section represent the OMB
approved Pure Edge Viewer forms. If you require an additional form that is not listed, you may add that form
to the instructions (see steps 4-6 below).

Building a Competitive RFA- (Application Instructions)

1. Scroll down to the bottom of the screen and click on the Application Instructions link

Campetition Name*|Competitive FPO hanual Fiscal Year™ IQDD:S
Competition Type ™ & Group © Individual Qualification Competition Manager*|CharIes Petersan j
Available Recipient Type Selected Recipient Type

County Government

City ar Township Government
Interstate

Intermunicipal

Actual Funding Amount for this Competition |

Min M ax
Anticipated Federal Funding for this Competition * IQSDDDD IEDDDDD
Required Federal Funding {in Dallars) per Application | |
Cost Share (%) per Application | |
Anticipated Competition Schedule
Pre-Application |Due Date j I Time:l IPM j
Application = |Days after RFA Publication Date v| [30 Time: [05:00  [PM =]
Anticipated Award Date * |190 Days after Application Due Date

View Anticipated Competition Schedule

Application Routing
@ workload - State (Disabled) -— Program Element (Disabisc) Configure Routing

If you are creating this competition, press Save before selecting the following links.

« Review Events e Minimum Reauirements
e Special Award Conditions e Application Instructions

[ Save | Save & Continue
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Building a Competitive RFA- (Application Instructions)
|

1. Highlight the forms you wish to select

2. Click the ®# bytton to move the forms over to the Selected Forms section

3. Click Save

Application Instructions

CD-346 SF-424
COF Summary Proposal Budget cD-511

Marfin Proposal Budget

Project Eiudiet MOAL Form 83-205
SF-424B H

SF-424C
SF-424D
SF-LLL

Cancel m

Selected Additional Requested Documents :
Mo Additional Document Available

Add ==

== Dong

4, If you wish to specify another document you want the applicant to submit (that is not listed under
Available Forms), click the Add>> link (as seen in the picture above)

5. Enter the name of the document you are requesting in the Additional Requested Document
Name field

6. Click Save

Add Additional Requested Document Name

Additional Reguested Document Marme * IF'rDject Marrative

m Cancel
| |
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Building a Competitive RFA- (Application Instructions)

7.

o

Once you are satisfied with the Application Instructions section, and the selected
forms/documents, click <<Done

Application Instructions

Available Forms Selected Forms

Selected Additional Requested Documents ;

Additional Requested Document Hame m Delete

Froject Marrative Edit Dielete
Add ==

== [Dane

CD-346 ch-511
COP Surmmary Proposal Budget SF-424
Marfin Proposal Budget oF-4248
Froject Budget MOAS Form 88-205
SF-424B

SF-4240C

SF-4240 H
SF-LLL

Once you click Done on the previous screen, the system will bring you back to the competition
details screen.

Note:

1.

Nearly all NOAA opportunities have a standard application package consisting of: 424, 424a,
424b and CD511.

CD346 and SFLLL are optional forms, however certain applicants will have to complete those
forms and add them to the proposal package.

The CD356 is not available in Grants.gov, so you as a program officer must inform applicants to
get that form from DOC forms library and attach a completed version to their proposal package.

For a construction package the 424c and 424d would be used in lieu of 424a and 424b.

A standard application package includes project narrative and budget narrative files — these are
not forms, they are whatever type of document the applicant wishes to upload.

. Steve Drescher uses one of the standard application package formats when uploading to

Grants.gov, therefore, if you have something specific needed, make sure you let him know via
email.
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Special Award Conditions

This section allows you to identify any Special Award Conditions (SAC) that will be applied to every
recipient under this RFA. This is not a required field and should be used if only you need to identify a

SAC that will apply to all recipients under this RFA

Building a Competitive RFA- (Special Award Conditions)

1. To specify or view Special Award Conditions, click on the Special Award Conditions link (If

your RFA does not require any Special Award Conditions, skip to page 42)

Competition Name*lCumpetitive FPO Manual Fiscal fear™ IQDDS
Competition Type * & Group © Individual Qualification Competition Manager * | Charles Petersan j
Available Recipient Type Selected Recipient Type

County Gowvernment

City or Township Government

Interstate

Intermunicipal j

Actual Funding Armount far this Competition |

View Anticipated Competition Schedule

Application Routing
® Warkload - State (Disabled) - Program Element (Disabiec) Configure Routing

If you are creating this competition, press Save hefore selecting the following links.

«—_Boyiow Evonie o Minimum Requirements
« Special Award Conditions e Application Instructions

m Save & Continue

tdin Ml
Anticipated Federal Funding for this Competition * |ESDDDD |SDDDDD
Required Federal Funding (in Dollarsy per Application | |
Cost Share (%) per Application | |
Anticipated Competition Schedule
Fre-Application |Due Date j | Time:l IPMj
Application * [Days after RFA Publication Date =] [30 Time:[05:00 [P =]
Anticipated Award Date ™ |190 Days after Application Due Date
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Building a Competitive RFA- (Special Award Conditions)

1. Click on the Add a New Special Award Condition link

Special Award Conditions

Add a Mew Special Award Condition

Programmatic Special Award Conditions
Mo programmatic Special Award Conditions found.

Administrative Special Award Conditions
Mo administrative Special Award Conditions found.

Return to Main
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Building a Competitive RFA- (Special Award Conditions)
|

2. Enter the Name (required)
3. Enter the Description (required)

4, Click Save to capture the changes and stay on this screen OR click Done to capture the
changes and go back to the previous screen

a. Click Cancel to leave the screen without making any changes

Special Award Condition Details

Marne: ™ Minarity Sering Institution

Descrption:™ |The applicant must provide proof that. .. |=]

foras
v oone |
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Building a Competitive RFA- (Special Award Conditions)

5. There is now a Special Award Condition established for this RFA.
If you want to delete it, click Delete.

SAC, click Edit.

If you would like to edit the

6. You can select Add a New Special Award Condition to identify another SAC, or select Return
to Main to continue creating your RFA

{7 Pre-Award

" \:__ i
Account
Management |

Welcome to Grants Online Solomon King

Log off

b Create RFA Header Information
v Search
Document ID: 103784 CFDA Humber: 11.433
Announcement Type: Initial SubProgram: SE Competitive
Funding Opportunity Humber: MNMFS-SERD-2005-100312 Assigned Program Office: SOUTH EAST REGIOMAL OFFICE -
Line Office; MATIOMAL MARIME FISHERIES SERVICE Assigned Program Officer: hir. Charles Marcus Petersan
RFA Name: Competitive FPO Manual Anticipated Publication Date: 0&10i2004
Fiscal Year: 2004
Competition Number: 103786 Competition Name: Competitive FPO Manual
Anticipated Application Due Date: 30
Special Award Conditions
Add g Mew Special Avward Condition
Programmatic Special Award Conditions
ld___[condion |actions |
100198 Minority Serving Institution Edit Delete
Administrative Special Award Conditions
Mo administrative Special Award Conditions found.
Return to Main
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Review Event

Although Review Events currently occur outside the Grants Online system, you are still required to
create a Review Event during the competitive RFA building process. The following pages detail a
workaround that allows for you to skip many of the steps associated with performing a “dummy” review
in Grants Online.

Building a Competitive RFA- (Review Event)

1. Click on the Review Events link

Competition Name*|Competitive FPO hManual Fiscal Year ™ IEDDE

Competition Type* & Group © Individual Qualification Competition Manager*lCharles Petersan j

Available Recipient Type Selected Recipient Type

County Gowernment

City ar Township Government
Interstate

Intermunicipal

Actual Funding Amount for this Competition |

Anticipated Federal Funding for this Competition = |QSDDDD ISDDDDD

Redquired Federal Funding {in Dollars) per Application | |

Cost Share (%) per Application | |

Anticipated Competition Schedule
Pre-Application |Due Date j | Tirne: I IPM j
Application * [Days after RFA Publication Date =] [30 Time: [05:00  [PM =]

Anticipated Award Date * |190 Days after Application Due Date

View Anticipated Competition Schedule

Application Routing
* Warkload - State (Disablec) — Program Element (Disabiec) Configure Routing

If i are creating this competition, press Save before selecting the following links.
= Review Events o Minimum Reguiremeants
e Special Award Conditions o Application Instructions

m Save & Continue
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Building a Competitive RFA- (Review Event)

2. Click on Add New>>

o
Account
Management |

Manage

O Administration | Certifications

m

Welcome to Grants Online Chares Peterson Log Off

RFA Header Information

Document ID: 103784 CFDA Number: 11.433

Announcement Type: Initial SubProgram: SE Competitive

Funding Opportunity Humber: MMFS-SERC-2005-100312 Assigned Program Office: SOUTH EAST REGIONAL CFFICE
Line Office: MATIONAL MARIME FISHERIES SERVICE Assigned Program Officer: Mr. Charles Marcus Peterson
RFA Hame: Competitive FPO Manual Anticipated Publication Date: 0aM 052005

Fiscal Year: 2004

Competition Number: 103786 Competition Mame: Competitive FPO Manual
Anticipated Application Due Date: 30

Review Events

Ma review events have been defined.

Add Mew ==

== [one
3. Enter Review Event Name
4, Select Review Basis

a. Aslong as we are conducting reviews outside the system, you should select Independent
Individual Merit — regardless of the type of review you are actually performing

5. Click Save

: - -~
- . e s s D~
EY pre-award ... Aecounk Report
P et Management | PR

Welcome to Grants Online Chades Peterson :’.LOQ off

ey
System
Administration

Manage
Certifications

RFA Header Information

Document ID: 103784 CFDA Number: 11.433

Announcement Type: Initial SubProgram: SE Competitive

Funding Opportunity Number: HNMFS-SERO-2005-100312 Assigned Program Office: SOUTH BEAST REGIOMNAL
Line Office: NATIONAL MARINE FISHERIES SERVICE Assigned Program Officer: Mr. Charles Marcus Peter
RFA Hame: Competitive FPO Manual Anticipated Publication Date: 058 0r2008

Fiscal Year: 2005

Competition Humber: 1037836 Competition Hame: Competitive FPO Manual

Anticipated Application Due Date: 30

Review Event Information

Review Event Ne”'”'3:*|FF'O Cormpetitive Manual|

Review Basis: |Independent Individual herit |

[Saw
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Building a Competitive RFA- (Review Event)
|

6. Enter Anticipated Review Start Date (cannot be before application due date)
7. Enter Anticipated Review End Date

Note: You can set the Review Event Start and End dates to meet your needs, however in

@ order for the workaround to function properly the Review Event CANNOT be set to
' begin in the past.

Review Event Information

Review Event Mamea™

|FF'O Cornpetitive Manual

Review Basis: ™

Independent Review Primary Scoring Method: * IND configured methudsj

Summary Score Determinatian:*lmean vI Cutoff Score: I
Anticipated Review Start Date:™ |I35H2f2005

Anticipated Review End Date™ IU5” £/,2005

Select a scoring method, Quantitative or Qualitative (we recommend Quantitative for the purpose
of the review event workaround)

9. Quantitative Scoring:
a. Percentage or Points
i. If you select Points, be sure to enter the total number of points in the Total Points box
Click the Define Criteria button to provide more detail about the scoring method

10.
Quantitative Scoring

Quantitative Scaring Type: *
7 Percentage

& Points  Total F'Uints:lm
 Meither

Define Criteria

Qualitative Scoring:

Mo gualitative scoring methods have been defined.
Add Mewy ==
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Building a Competitive RFA- (Review Event)

11. Click Add New>> to define the point scoring criteria

Criteria for Quantitative Scoring - Points
Mo criteria have been defined.
Designated Total Points: 10.0

Add Mew ==

== Cancel ==Done

12. Define first criteria

13. Provide Name

14. Enter Minimum Score
15. Enter Maximum Score
16. Enter a Description

17. Click Save to capture changes and continue on OR click Cancel to go back without saving your
changes

Criteria for Quantitative Scoring - Points

Marne: * |Criteria 1

Minimum Score; * |1

Maxirnurn Score: * |1D

Spell Check
Description: ™ Enter description of criteria here] ;I
|34 £ 4000 Spell Check
Ea
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Building a Competitive RFA- (Review Event)
|

18. If you need to add more criteria click Add New>>

19. If you need to edit or delete the criteria click Edit or Delete

20. You may also reorder the priority of the criteria by clicking Reorder>>

21. Once you are finished entering the criteria for the Review Event, click <<Done (This will take
you back to the Review Event details page)

22. If you would like to go back to the Review Event details page, click <<Cancel

Criteria for Quantitative Scoring - Points

brigiy rierHamo_ BinimmScorehasimum Scorck i ot

Criteria 1 1 Edit Dielete

Sum of Maximum Scares: 10.0
Designated Total Points: 10.0

Add Mew ==
Reorder ==

== izancel ==[Done
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Building a Competitive RFA- (Review Event)
|

23.

24.
25.
26.

Note that once the Quantitative Scoring method has been indicated as the Primary Scoring

Method for this RFA

Enter the Reviewer Instructions in the text box provided
Click Save to capture the changes and stay on this screen
Click Save & Continue to continue working on the RFA

Note: If you receive a red error message at the top of the screen be sure to make the
= necessary changes and click SAVE before moving on, otherwise your edits will not
= be captured

Review Event Information

Review Event Name:* IFF'O Competitive Manual

Review Basis: * Independent Review Primary Scoring Method: = IOuantitati\re - Points j
Summary Score Determination:*m Cutoff Score: I

Anticipated Review Start Date:™ IDSHEQDDS Anticipated Review End Date* IDEM £/2005

Quantitative Scoring

Quantitative Scoring Type: *
-- Percentage (Disabled)

@ Points Total Points]10
- Meither (Disabiad

Define Criteria

Qualitative Scoring:

Mo gualitative scaring methods have been defined.
Add Mew ==

Reviewer Instructions

later date

I Spell Check
m Save & Continue

Enter instructions that you would normally send to the reviewers here — FALD will review these at a ;I
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Building a Competitive RFA
|

27. Review Event Header page displays
28. Navigate to Associated Documents and click on the link next to RFA

Review Event

Id: 103787
Creator: Charles Petersan Create Date: 05092005
Status: Feviews Event Creation In Progress  Status Date: 05/09/2005

Last Edited User: Charles Feterson

Goto Reviews Event Details Page ==
Goto Review Event Sumimary Page ==

This document currently has no tasks assigned to you. However, you may view previous workflowe history and comments ==

RFA Header Information

Document ID: 103784 CFDA Humber: 11.433

Announcement Type: Initial SubProgram: SE Competitive

Funding Opportunity Number: MMFS-SERO-2005-100312 Assigned Program Office: SOUTH EAST REGIONAL
Line Office: MNATIONAL MARIME FISHERIES SERYICE Assigned Program Officer: hr. Charles Marcus Pete

RFA Hame: Competitive FPO Manual Anticipated Publication Date: 051072005

Fiscal Year: 20058

Competition Humber: 103786 Competition Name: Competitive FPO Manual

Anticipated Application Due Date:

Sub Documents

One itern found 4

Review Summary Scores 103787 Rewiews Summary Scores  MA 05/09/2005  MIA In Progress 0&/09/2005

Associated Documents

2 iterns found, displaying all iterms. 1

1
Date

103784 Competitive FPO Charles 08/09/2005 Charles 05/09/2005 Charles Marcus
Manual Peterson Feterson Progress Peterson
Caompetition 103786 Competitive FPO Charles 05/09/2005 Charles 1M 05/09/2004
Manual Petersan Fetarsan Progress

Additional Documents

One itern found 1

Feviewy Event Summary

Associated Attachments

Mothing found to display.
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FFO and FRN/Omnibus

Each competitive RFA requires the creation of an FFO and an FRN/Omnibus. Those documents will
be published on Grants.gov and will provide the applicants with the instructions for applying to this
RFA. You will want to make sure your information is as accurate as possible, as FALD will be
reviewing these documents before they are published on Grants.gov

Building a Competitive RFA- (FFO and FRN/Omnibus)
]

1. The RFA Header page now displays
2. Click on the Go to RFA Details Page>> link

RFA

Id: 103784

Creator: Charles Peterson Create Date: 05/053/2005
Status: RFA Creation ln Progress  Status Date: 05/09/2005

Last Edited User: Chatrles Petersan
Goto RFA Details Page ==

This docurment currently has no tasks assigned to you. Howewer, wou may view previous workilow history and comments ==

RFA Header Information

Document ID: 103784 CFDA Humber: 11.433
Announcement Type: Initial SubProgram: SE Competitive
Funding Opportunity Number: MMFS-SERC-2005-100312 Assigned Program Office: SCOUTH EAST REGIO
Line Office: MATICMAL WMARIME FISHERIES SERVICE Assigned Program Officer: Mr. Charles Marcus P
RFA HName: Competitive FPO Manual Anticipated Publication Date: 05/10/2005

Fiscal Year: 2004

Sub Documents

2 iterns found, displaying all iterns.1

Competition 103786 Competitive FPO Manual  Charles Peterson 0870972005 Charles Peterson 1M Progress  05/09r2005
Review Event 102787 FPO Competitive Manual  Charles Peterson  08/09/2005  Charles Peterson  IN Frogress  09/09/20045

Associated Documents
Mothing found to display.
Additional Documents
Mothing found to display.
Associated Attachments

Mothing found to display.
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Building a Competitive RFA- (FFO and FRN/Omnibus)

3. Click on the button to start working on the FFO and FRN/Omnibus

Competitive RFA Details

RFA Header Information

Document 1D 103734 Annauncement Type Initial

Line Office MATIONAL MARIME FISHERIES SERVICE Funding Opportunity Mumber  MNMFS-SERO-2005-100312

RFA MName * |Competitive FPO Manual

Fiscal vear* |2005 Anficipated Publication Date * |E|5f1DaQDDS

Assigned Program Office * | SOUTH EAST REGIONAL OFFICE - MMFS | Assigned Program Offcer | Peterson, Charles |
CFDA NMumber * |11.433 - MARINE FISHERIES INITIATIWE j
Sub Program |SE Competitive j

RFA Supplementary Information

Anticipated Funding Amount § |1 1000 ,000.00 Actual Funding Amount §

tin M a3

Anticipated Award Amount § |25E| Ja0o.oa IEDD 000,00

Anticipated Mumber of Awards |1 |4

Selected Addresses:

Street Address City, State, Zip

1314 EastWest Highway Silver Spring, MD 20810
AddrEdit

Selected Contacts:

Contact Name Phone ___Jaddress __ [Emal |
Mr. Charles Marcus Peterson 301-713-0105 1315 EastWest Highway, Silver Spring, MD 20910 charles.peterson@noaa.gov
AddiEdit

Program Elements.Funding Priorities:
Mo Program Elements/Funding Priarities Available
AddiEdit

Competitions:

Press Save hefore selecting the following link(s)
(Competition Name _______Jactions ___|
Competitive FPO Manual Edit Delete
Add Mew

m Create Publication(s) Save & Continue m
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Creating a Competitive Request For Application

Building a Competitive RFA- (FFO and FRN/Omnibus)

4.
5.
6.

10.

11.
12.

Create Publications screen appears
Select whether you want to create an FRN or Create Omnibus Synopsis (bottom of page)
Click on each of the mandatory hyperlinks to enter information.

Note: There are twenty-six fields, twenty-three of which are mandatory that need to be
completed before the publication can be created. If any of the mandatory fields are

left blank, you will receive an error message prompting you to enter information into
the hlank fiald

RFA Header Information

Document ID: 103784 CFDA Number: 11.433
Announcement Type: Initial SubProgram: SE Competitive
Funding Opportunity Number: MNMFS-SERQ-2005-100312 Assigned Program Office: SOUTH EAST REG
Line Office: MATIOMAL MARIME FISHERIES SERVICE Assigned Program Officer: Charles Peterson
RFA Hame: Campetitive FRPO Manual Anticipated Publication Date: &M 17520048

Fiscal Year: 2004

Create Publications

When you click on the link, a text box opens
Data is pulled in from your RFA — check data for acCuracy |imicipaed rebiicerion tave: 571172005
Enter additional data if necessary Compecition: Campetitive FPO Henual

Repeat steps 6-9 for all twenty-three mandatory fields

Once you have entered all the information, click the Save

and Return to Main button at the bottom of the Create ‘
Publications page [Save ]| Svell check ] Cancel |

Edit Information to be created in Publications:
Funding Opportunity Title:™ HCDmpetitive FPO Manual CFDA Number®™ 44 433

FEBIEHE] ey [amesT [NATIONAL MARINE FISH — RINT podo

Publications:

Dates* Cost Sharing ar Matching Reguirement® Evaluation Criteria*

Optional, Additional overdew Content Other Criteria that Affect Eligibility Bewiewy and Selection Process®

Program Objectives* Address to Request Application Package™ Anticipated Announcement and Award Dates™
Program Priorities™ Content and Submission Form of Application™ Award Motices™

Prograrm Authority™ Subrission Dates and Times* Administrative and Mational Policy Reguirerment™
Funding Availability™ Intergovernmental Beview® Beporting Redguiretnants®

Type of Funding Instrument” Funding Restrictions™® Afency Sontacts®

Project Aweard Period™ Other Submission Requirerments™ Other Information

Eligible Applicants™
[ Create FFO ® Create FRN © Create Ormnibus Synopsis

m Save and Return to Main cancel

Publication Text

Dates

inticipated Award Date: 11/19/2005

C“Ck SaVe Application Due Date: 5/13/2005

Note: Each text box must have some text in it before
you can successfully save. If you do not wish
to add anything, type N/A

[ |
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Building a Competitive RFA- (FFO and FRN/Omnibus)

13. New buttons now display at the bottom of the screen
m - This button allows you to capture changes made on this screen
Save and Return to Main - This button will capture changes as well as initiate review of
your FFO. You only want to click this once you are ready to process this FFO.
bR LS - This button will open a word document, whereby you are able to view all
of the information provided in the links below. You do NOT want to make changes to the word
document, as they will not be captured. Be sure to make changes under the specific link, shown
in the picture below
- This button will take you out of this page and back to the FFO header screen
14. Once you are confident the FFO is ready for review, click the Save and Return to Main button
Warning! Once you click Save and Return to Main, workflow is initiated
and a task is sent to your inbox
Edit Information to e published in FFO:
Funding CFDA
Opportunity Ipumpetitive FPO Manual Mumber® 11.433
Title™
Federal RN
Agency  [MATIONAL MARINE FISHERIES SERVICE, N: fnooo
Mame:™
Dates® Zost Sharing or Matching Requirernent” Evaluation Criteriz™
Optional, Additional overdew Content Other Criteria that Affect Eligibility Review and Selection Process®
Program Ohbjectives™ Address to Request Application Package® Anticipated Announcement and Award Dates®
Program Priorities® Content and Submission Form of Application™ Avward Motices™
Program Authority™ Submission Dates and Times* Administrative and Mational Policy Reduirerment®
Funding Availability™ Intergovernimental Beview™ Reparting Requirements™
Type of Funding Instrument* Funding Restrictions™ Agency Contacts®
Project Award Period® Other Submission Reguirements™ Other Information
Eligible Applicants™®
[Sov ]St otun oM
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Building a Competitive RFA- (FFO and FRN/Omnibus)

15. The Federal Funding Opportunity header page appears
a. Notice the message informing you that the FFO review has been initiated
16. Navigate down to the Associated Documents and click on the RFA link

—

. S
. Account Manage
Award I Management | Administration | Certifications m

FFO Review has been initiated. Please initiate FRM or Omnibus Reviews from their respective pages

Federal Funding Opportunity

Id: 103738
Creator: Chatles Petersan Create Date: 05/10/2005
Status: Federal Funding Opporunity Creation In Progress  Status Date: 05/10/2005

Last Edited User: Charles Peterson
Goto Federal Funding Oppartunity Details Page ==

This document currently has no tasks assigned to you, However, you may view previous workflow history and comments ==

RFA Header Information

Document ID: 1037584 CFDA Number: 11.433
Announcement Type: Initial SubPrograrm: SE Competitive
Funding Opportunity Humber: MMFS-5ERO-2005-100312 Assigned Program Office; SO0UTH EAST REGI(
Line Office: MATIOMNAL MARINE FISHERIES SERYICE Assigned Program Officer: hir. Charles Marcus R
RFA Name: Competitive FPO Manual Anticipated Publication Date: 05112005

Fiscal Year: 2004

Sub Documents

Qne itern found.1

Federal Funding Qpportunity 103785 Campetitive FRO Charles 051 0/2005 Charles 041 0/2005
Repaor Manual Petersaon Peterson Progress

Associated Documents

2 iterms found, displaying allitems.A

RFA 103784 Competitive FPQ - Chatles 05/09/2005 Charles 057102005 Chatles Marcus
Manual Petersan Peterson Progress Petersan

Federal Register 103784 Competitive FPO - Charles 0510/2005 Charles M 0571052005

Motice Report Manual Petersan Peterson Progress

Additional Documents
Mothing found to display.

Associated Attachments

Mothing found to display.
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Building a Competitive RFA- (FFO and FRN/Omnibus)

17. Note that under Sub Documents, there are now 4 documents found. Navigate to the second
screen under Sub Documents to find the Federal Register Notice (FRN) or Omnibus Synopsis
18. Click on the link by the Federal Register Notice
e S | )
“Log Off
103784

Creator: Charles Peterson Create Date: 05/09/2005

Status: RFA Creation In Progress  Status Date: 05/10/2005

Last Edited User: Charles Peterson

Goto REA Details Page ==

This document currently has no tasks assigned o you. However, you may view previous workdlow history and comments ==

RFA Header Information

Document ID: 103784 CFDA Number: 11.433

Announcement Type: Initial SubProgram: SE Competitive

Funding Opportunity Number: MMFS-SERO-2005-100312 Assigned Program Office: SOUTH EAST REGIONAL OFFICE - KM

Line Office: MNATIOMAL MARIME FISHERIES SERVICE Assioned Program Officer: Mr. Charles Marcus Peterson

RFA Name: Competitive FPO Manual Anticipated Publication Date: 051152005

Fiscal Year: 2005

Sub Documents

4 items found, displaying 4 to 4 [FirstiPres] 1, 2 [NextiLasi]

Federal Register Motice 1037859 Qompetitive FPO Manual Charles Peterson 05/10/2005 Charles Peterson IM Progress 0501 062005
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Building a Competitive RFA- (FFO and FRN/Omnibus)

19.
20.

The Federal Register Notice details page appears
Click on the Go to Federal Reqgister Notice Details Page>> link

m

Welcome to Grants Online Chades Peterson "Log off

ration | Certifi

Federal Register Notice

Id: 1037849

Creator: Charles Peterson Create Date: 05/10/2005
Status: Federal Register Notice Creation In Progress  Status Date: 0511052005
Last Edited User: Charles Peterson

30 to Federal Hedister Motice Lietalls Hade ==

This document currently has no tasks assigned to you. However, you may view previous workflow history and comments ==

RFA Header Information

Document ID: 103784 CFDA Humber: 11.433

Announcement Type: Initial SubProgram: SE Competitive

Funding Opportunity Number: MMFS-SEROC-2005-100312 Assigned Program Office: SOUTH EAST REGIOMNAL OFFICE- N
Line Office: MNATIOMNAL MARINE FISHERIES SERVICE Assigned Program Officer: Mr. Charles Marcus Peterson

RFA Hame: Competitive FPO Manual Anticipated Publication Date: 051152005

Fiscal Year: 2005

Sub Documents

One jtern found. 1

Federal Register Motice 103785 Competitive FPO Charles 051 0i2005 Chatles 051 0/2005
Repart Manual Feterson Feterson Progress

Associated Documents

2 items found, displaying all items.1

103784 Competitive FRO Charles 05/09/2005 Charles I Progress 051 0/2005 Charles Marcus
Manual Peterson Peterson Feterson
Federal Funding 102788 Competitive FPO Charles 0511 0/2005 Charles Defaulthctions Mot 0501 0/2005
Opporunity Report Manual Peterson Peterson  Started

Additional Documents
Mothing found to display.

Associated Attachments

Mothing found to display.
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Building a Competitive RFA- (FFO and FRN/Omnibus)

21. FRN screen appears

22. Follow the same process (steps 6-9) that you went through for the FFO
23. Click Save to Capture your changes

24. Click Save and Return to Main to initiate review of the FRN

Warning! Once you click Save and Return to Main, workflow is initiated
and a task is sent to your inbox

m

Welcome to Grants Online Charles Peterson '-.Log Ooff

Administration | Certifications

— ——— —
& . [ I hecount Manage
m LGS Pre-Award Managament |

RFA Header Information

Document ID: 103784 CFDA Number: 11.433
Announcement Type: Initial SubProgram: SE Competitive
Funding Opportunity Number: MMFS-SERO-2005-100312 Assigned Program Office: SOUTH EASTRE
Line Office: MATIONAL MARIME FISHERIES SERYICE Assigned Program Officer: mr. Charles Marcu
RFA Hame: Competitive FPO Manual Anticipated Publication Date: 05152005

Fiscal Year: 2005

Edit Information to be published in FRN:

(Title). [competitive FPO Manual CFDAT 11433
AGBRCYT  [NATIONAL MARINE FISH it o000
Dates* Cost Bhating or Matching Beguiremants® Summan™
Evaluation and Selection Procedures™ Supplementary Information: Electronic Access™  Statutory Authority™
Submission Dates and Times™ Supplementary Information: Funding Availability™ General Information Contact™
Eligihility*®
- ] Save and Return to Main
View FRN Report
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Building a Competitive RFA- (Publishing the RFA)

1. Click on your inbox tab and go to your tasks
2. You have two tasks to Review — one for the FRN and one for the FFO
3. Click View by the task you wish to act on

—_—

;cmu nt :
Management

Sy Manage
Administration | Certifications

Pre-Award

Welcome to Grants Online Chades Peterson [ Log Off

F Advi i
ey Inbox Tasks

* Notifications

* Archive
- Document Type Status

- T Apply Fitter >>
» send Message TS =l [open |

* Manage Workflow
Tasks

308 items found, displaying 1 to 10 [FirstiPresd 1, 2,2, 4, 5, 5, 7, 8 [Mexdilasi]
View 31060 Review Mot Started Federal Register Motice 1037849
Yiew B0Y63 Review Mot Started  Federal Funding Opportunity 103788

Wiews 59601 Procurement Request and Commitment of Funds Mot Started  Procurement Reguest and Commitment of Funds 103782

4. The Task Screen appears
5. There are three options in the action dropdown
a. Approve — approves the document and will send to FALD for review
b. Return for Revisions — allows you to make any changes to the FFO/FRN
c. View Details — allows you to view the specifics on the FFO/FRN
Select an action (select approve if you are ready to forward to FALD for review) and click Submit

m

Welcome to Grants Dnline Chares Peterson "Log Off

ncmu nt 3
Management

Manage
Administration | Certifications

» Advisories

Federal Register Notice

Idd: 103789

Creator: Chatles Peterson Create Date: 051052005
¥ Tasks Status: Federal Register Motice Reviewr Mot Started  Status Date: 05/10/2005
F Send Message Last Edited User: Charles Peterson

F Notifications

F Archive

* Manage Workflow

Tasks Action: F‘Iease select an action J

Comment:
Return for Revisions il

Wiew Details

| Spell Check

Save Comment
Wiewy previous workflow history and comments ==

Once FALD approves the FFO and FRN/Omnibus, Steve Drescher will receive a task to review,
approve, and publish this RFA. At that time, the RFA will post to Grants.gov.
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