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SURVEY INSTRUCTIONS ON  
ENSURING EQUAL OPPORTUNITY FOR APPLICANTS 

 
Provide the applicant’s (organization) name and DUNS number and the grant name and 
CFDA number. 
 
1. Self-explanatory. 
 
2. Self-identify. 
 
3. Self-identify. 
 
4. 501(c)(3) status is a legal designation 

provided on application to the Internal 
Revenue Service by eligible 
organizations. Some grant programs 
may require nonprofit applicants to 
have 501(c)(3) status. Other grant 
programs do not. 

 

5. Self-explanatory. 
 
6. For example, two part-time employees 

who each work half-time equal one 
full-time equivalent employee. If the 
applicant is a local affiliate of a 
national organization, the responses to 
survey questions 2 and 3 should 
reflect the staff and budget size of the 
local affiliate. 

 
7. Annual budget means the amount of 

money your organization spends each 
year on all of its activities. 
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PAPERWORK BURDEN STATEMENT 

 
According to the Paperwork Reduction Act of 1995, no persons are required to respond 
to a collection of information unless such collection displays a valid OMB control 
number. The valid OMB control number for this information collection is 1890-0014. The 
time required to complete this information collection is estimated to average five (5) 
minutes per response, including the time to review instructions, search existing data 
resources, gather the data needed, and complete and review the information collection. 
If you have any comments concerning the accuracy of the time estimate(s) or 
suggestions for improving this form, please write to: The Agency Contact listed in 
this grant application package. 
 

OMB No. 1894-0010  Exp. 05/31/2012 
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CERTIFICATION OF ELIGIBILITY FOR  
FEDERAL ASSISTANCE IN CERTAIN PROGRAMS 

 

I understand that 34 CFR 75.60, 75.61, and 75.62 require that I make specific certifications of eligibility to the U.S. 
Department of Education (ED) as a condition of applying for Federal funds in certain programs and that these requirements 
are in addition to any other eligibility requirements that ED imposes under program regulations.  Under 34 CFR 75.60 – 
75.62: 
 

I. I certify that: 
 

A. I do not owe a debt, or I am current in repaying a debt, or I am not in default (as that term is used at 34 CFR Part 
668) on a debt: 

 
1. To the Federal Government under a nonprocurement transaction (e.g., a previous loan, scholarship, grant, or 

cooperative agreement); or 
 
2. For a fellowship, scholarship, stipend, discretionary grant, or loan in any program of ED that is subject to 

34 CFR 75.60, 75.61, and 75.62, including:  
 

 Federal Pell Grant Program (20 U.S.C. 1070a, et seq.); 

 Federal Supplemental Educational Opportunity Grant (SEOG) Program (20 U.S.C. 1070(b), et seq.): 

 State Student Incentive Grant Program (SSIG) 20 U.S.C. 1070c, et seq.); 

 Federal Perkins Loan Program (20 U.S.C. 1087aa, et seq.); 

 Income Contingent Direct Loan Demonstration Project (20 U.S.C. 1087a, note); 

 Federal Stafford Loan Program, Federal Supplemental Loans for Students [SLS], Federal PLUS, or 
Federal Consolidation Loan Program (20 U.S.C. 1071, et seq.); 

 William D. Ford Federal Direct Loan Program (20 U.S.C. 1087a, et. seq.); 

 Cuban Student Loan Program (20 U.S.C. 2601, et seq.); 

 Robert C. Byrd Honors Scholarship Program (20 U.S.C. 1070d-31, et seq.); 

 Jacob K. Javits Fellows Program (20 U.S.C. 1134h-1134l); 

 Patricia Roberts Harris Fellowship Program (20 U.S.C. 1134d-1134g); 

 Christa McAuliffe Fellowship Program (20 U.S.C. 1105-1105i); 

 Bilingual Education Fellowship Program (20 U.S.C. 3221-3262); 

 Rehabilitation Long-Term Training Program (29 U.S.C. 774(b)); 

 Paul Douglas Teacher Scholarship Program (20 U.S.C. 1104, et seq.); 

 Law Enforcement Education Program (42 U.S.C. 3775); 

 Indian Fellowship Program (29 U.S.C. 774(b)); 

 Teacher Quality Enhancement Grants Program (20 U.S.C. 1021, et seq.); 
 

OR 
B. I have made arrangements satisfactory to ED to repay a debt as described in A.1. or A.2. (above) on which I 

had not been current in repaying or on which I was in default (as that term is used in 34 CFR Part 668). 
 
II. I certify also that I have not been declared by a judge, as a condition of sentencing under section 5301 of the Anti-Drug 

Abuse Act of 1988 (21 U.S.C. 862), ineligible to receive Federal assistance for the period of this requested funding. 
 
I understand that providing a false certification to any of the statements above makes me liable for repayment to ED 
for funds received on the basis of this certification, for civil penalties, and for criminal prosecution under 18 U.S.C. 
1001. 
 

             

SIGNATURE OF AUTHORIZED CERTIFYING OFFICIAL  TITLE 

             

APPLICANT ORGANIZATION  DATE SUBMITTED 

 
Name or number of ED program under which this certification is being made: _____________________________  
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SECTION G 
IMPORTANT NOTICES 
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PROJECT ABSTRACT REQUIREMENTS 

 

Applicants are required to submit a one page project abstract with their application. The abstract 
must include the following information: 
 
1) Name of Applicant (Institution applying for award, not the individual submitting the 

application) 

2) City and State were the Institution is located 

3) The Congressional District where the Institution is located (number) 

4) The name of the principle Project Director and the percentage of time the Director will 
manage the project.  

5) Per the Adarand decision (Adarand Constructors, Inc. V. Pena 515 U.S. 200), the Department 
of Education does not allow the selection of staff or program participants on the basis of race 
or national origin/ethnicity. For this reason, applicants must ensure that any discussion of 
hiring or program participation distinguishes between increasing the pool of applicants and 
actually selecting staff or participants, based on race or national origin/ethnicity, for the 
program.  The abstract should include a clear assurance that demonstrates the applicant 
understands that while outreach activities may attempt to increase the pool of qualified, 
eligible minority candidates, they will not admit or provide funding to applicants solely on 
the basis of race, ethnicity, or disability.  RSA will disqualify and not consider for funding 
any applicant that indicates that it will hire or train a certain number or percentage of 
minority candidates. 

 
Questions regarding the project abstract or any other components of the application should be 
directed to the Competition manager before the closing date.  
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COMMON QUESTIONS AND ANSWERS 

 
Below are some examples of questions and answers that programs may include in their 
application booklets.  Programs may want to add others.  Generally speaking, questions and 
answers should not repeat information that is given elsewhere in the application.  However, 
there may be exceptions to this generality.  Questions and answers should not be subregulatory 
and should not take the place of instructions. 
 
Q. What happens to my application after it is received in the Department? 
 
A. The Department's Application Control Center receives each application, assigns each 

an identifying number (PR/Award number), confirms receipt of applications, and sends 
the applications to the appropriate program office, which screens them for eligibility.  
The program office conducts a peer review of all eligible applications sent to a program 
competition, ranks the applications and recommends the highest ranked applications 
for funding, with exceptions, as provided by law if necessary.  The responsible official 
for the applicable program reviews the program office's recommendations, checks the 
adequacy of the documentation supporting the recommendations, and approves a final 
list, which is called a slate, of recommended projects and funding amounts.  RSA staff 
discusses the recommendations with the successful applicants and awards the grants.   

 
Q. What happens to my application if the Department finds it to be ineligible? 
 
A. The Department immediately returns an application that does not meet the eligibility 

criteria for the particular program with a letter explaining why the application is not 
being reviewed in the competition. 

 
Q. How does the Department review an application? 
 
A. Each application is assessed by knowledgeable persons from outside the Department, 

and sometimes inside the Department, and is asked for their judgments about the 
quality and significance of the proposed project.  These persons represent a diversity 
of disciplines and institutional, regional, and cultural backgrounds.  The judgment of 
these experts is compiled by Departmental staff that comment on matters of fact or on 
significant issues that would otherwise be missing from the review.  The results are 
then presented to the responsible official responsible for the program who approves 
the recommendations for funding.  

 
Q. What Criteria do the reviewers use when scoring an application? 
 
A. Reviewers score each application using the selection criteria published in the Federal 

Register as part of the program regulations, which are given in Section F of this 
application package.  Reviewers are instructed to use only the published criteria. 

 
Q. Is a recommended application guaranteed funding? 
 
A. No.  Funding is not final until discussions have been successfully concluded and a 

grant award notification has been signed by the grants office and mailed to the 
applicant.   
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Q. How long does it take the Department to complete the review process? 
 
A. Most review processes take from four to six months. 
 
Q. How does the invitational, competitive and absolute priorities differ? 
 

 Invitational Priority 
 

The Secretary may simply invite applicants to meet a priority.  However, an 
application that addresses invitational priorities receives no competitive or absolute 
preference over applications that do not meet this priority. 

 
 Competitive Priority 

 
If a program uses weighted selection criteria, the Secretary may award selection 
points to an application that meets the priority.  These points are in addition to any 
points the application earns under the selection criteria.  The notice states the 
maximum number of additional points that the Secretary may award to applications 
that meet the priority in a particularly effective way.  Or the Secretary may simply 
select applications that meet the competitive priority over applications of comparable 
merit that do not meet the priority.  

 
 Absolute Priority 

 
Under an absolute priority, the Secretary may select for funding only those 
applications that meet the priority. 

 
Q. Can changes in the size of subsequent year awards be made after the multi-year budget 

has been negotiated? 
 
A. Yes, a grantee can renegotiate his or her multi-year budget and may be awarded 

additional funds if sufficient justification is presented to the Secretary and funds are 
available.  Also, funds can be decreased if it is determined that the multi-year budget 
was overestimated. 

 
Q. How will funding continuation decisions be made if the Department is phasing out 

the use of non-competing continuation applications after fiscal year 1995? 
 
A. Grantees will be required to complete annual performance reports that describe the 

projects' accomplishments, evaluations, and finances.  These performance reports, 
along with other information, will be used by the Department to decide whether to 
continue funding projects. 
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APPLICATION CHECKLIST  

 
 
Does your application include each of the following? 
 
[ ] Cover page (SF 424) 
 
[ ] Budget form (ED Form 524)  
 
[ ] Program specific budget form [if applicable] 
 
[ ] Budget narrative [if applicable] 
 
[ ] Program narrative, including abstract and responses to the selection criteria  
 
[ ] Assurances and Certifications [list] 
 
Did You -- 
 
[ ] Provide one (1) original plus two 2 copies of the application (One original and six copies are 

requested)? 
 
[ ] Include all required forms with original signatures and dates? 
 
[ ] Submit a copy of the application to the State Single Point of Contact, if applicable? 
 
[ ]  

Mail* Application To: OR Hand-deliver* Application To: 

U.S. Department of Education 
Application Control Center 
Attention: 84.224B 
LBJ Basement Level 1 
400 Maryland Avenue, SW. 
Washington, DC  20202-4260 

 U.S. Department of Education 
Application Control Center 
Attention: 84.224B 
LBJ Basement Level 1 
400 Maryland Avenue, SW. 
Washington, DC  20202-4260 
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PROGRAM PERFORMANCE MEASURES UNDER THE 

GOVERNMENT PERFORMANCE AND RESULTS ACT (GPRA) 

 
WHAT IS GPRA 

 
The Government Performance and Results Act of 1993 is a straightforward statute that requires all 
Federal agencies to manage their activities with attention to the consequences of those activities. Each 
agency is to clearly state what it intends to accomplish, identify the resources required, and periodically 
report its progress to the Congress. In doing so, it is expected that GPRA will contribute to improvements 
in accountability for the expenditures of public funds, improve Congressional decision-making through 
more objective information on the effectiveness of Federal programs, and promote a new government 
focus on results, service delivery, and customer satisfaction. 
 

HOW HAS THE UNITED STATES DEPARTMENT OF EDUCATION RESPONDED TO THE 

GPRA REQUIREMENTS? 

 
As required by GPRA, the United States Department of Education (the Department) has prepared a 
strategic plan for 2002-2007. This plan reflects the Department’s priorities and integrates them with its 
mission and program authorities and describes how the Department will work to improve education for all 
children and adults in the United States. The Department’s goals, as listed in the plan, are: 
 
Goal 1: Create a Culture of Achievement: Create a culture of achievement throughout the nation's 

education system by effectively implementing the new law, the No Child Left Behind Act of 
2001, and by basing all federal education programs on its principles: accountability, flexibility, 
expanded parental options and doing what works. 

 
Goal 2: Improve Student Achievement: Improve student achievement for all groups of students by 

putting reading first, expanding high-quality mathematics and science teaching, reforming 
high schools, and boosting teacher and principal quality, thereby closing the achievement 
gap. 

 
Goal 3: Develop Safe Schools and Strong Character: Establish disciplined and drug-free education 

environments that foster the development of good character and citizenship. 
 
Goal 4: Transform Education into an Evidence-based Field: Strengthen the quality of education 

research. 
 
Goal 5: Enhance the Quality of and Access to Postsecondary and Adult Education: Increase 

opportunities for students and the effectiveness of institutions. 
 

Goal 6: Establish Management Excellence: Create a culture of accountability throughout the 

Department of Education 
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OMB Control No. 1894-0005 (Exp. 03/31/2014) 

NOTICE TO ALL APPLICANTS 

 
The purpose of this enclosure is to inform you about 
a new provision in the Department of Education's 
General Education Provisions Act (GEPA) that 
applies to applicants for new grant awards under 
Department programs.  This provision is Section 427 
of GEPA, enacted as part of the Improving America's 
Schools Act of 1994 (Public Law (P.L.) 103-382). 
 

To Whom Does This Provision Apply? 

 

Section 427 of GEPA affects applicants for new grant 
awards under this program.  ALL APPLICANTS 

FOR NEW AWARDS MUST INCLUDE 

INFORMATION IN THEIR APPLICATIONS 

TO ADDRESS THIS NEW PROVISION IN 

ORDER TO RECEIVE FUNDING UNDER THIS 

PROGRAM. 
 
(If this program is a State-formula grant program, a 
State needs to provide this description only for 
projects or activities that it carries out with funds 
reserved for State-level uses.  In addition, local 
school districts or other eligible applicants that apply 
to the State for funding need to provide this 
description in their applications to the State for 
funding.  The State would be responsible for ensuring 
that the school district or other local entity has 
submitted a sufficient section 427 statement as 
described below.) 
 

What Does This Provision Require? 
 
Section 427 requires each applicant for funds (other 
than an individual person) to include in its 
application a description of the steps the applicant 
proposes to take to ensure equitable access to, and 
participation in, its Federally-assisted program for 
students, teachers, and other program beneficiaries 
with special needs.  This provision allows applicants 
discretion in developing the required description.  
The statute highlights six types of barriers that can 
impede equitable access or participation: gender, 
race, national origin, color, disability, or age.  Based 
on local circumstances, you should determine 
whether these or other barriers may prevent your 
students, teachers, etc. from such access or 
participation in, the Federally-funded project or 
activity.  The description in your application of steps 
to be taken to overcome these barriers need not be 
lengthy; you may provide a clear and succinct 
description of how you plan to address those barriers 
that are applicable to your circumstances.  In 
addition, the information may be provided in a single 

narrative, or, if appropriate, may be discussed in 
connection with related topics in the application. 
 
Section 427 is not intended to duplicate the 
requirements of civil rights statutes, but rather to 
ensure that, in designing their projects, applicants for 
Federal funds address equity concerns that may affect 
the ability of certain potential beneficiaries to fully 
participate in the project and to achieve to high 
standards.  Consistent with program requirements and 
its approved application, an applicant may use the 
Federal funds awarded to it to eliminate barriers it 
identifies. 
 

What are Examples of How an Applicant Might 

Satisfy the Requirement of This Provision? 
 
The following examples may help illustrate how an 
applicant may comply with Section 427. 
 

(1) An applicant that proposes to carry out an 
adult literacy project serving, among others, 
adults with limited English proficiency, might 
describe in its application how it intends to 
distribute a brochure about the proposed project 
to such potential participants in their native 
language. 

 
(2) An applicant that proposes to develop 
instructional materials for classroom use might 
describe how it will make the materials available 
on audio tape or in braille for students who are 
blind. 

 
(3) An applicant that proposes to carry out a 
model science program for secondary students 
and is concerned that girls may be less likely 
than boys to enroll in the course, might indicate 
how it intends to conduct "outreach" efforts to 
girls, to encourage their enrollment. 

 
We recognize that many applicants may already be 
implementing effective steps to ensure equity of 
access and participation in their grant programs, and 
we appreciate your cooperation in responding to the 
requirements of this provision. 
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Estimated Burden Statement for GEPA Requirements 
 
According to the Paperwork Reduction Act of 1995, no persons are required to respond to a 
collection of information unless such collection displays a valid OMB control number.  Public 
reporting burden for this collection of information is estimated to average 1.5 hours per response, 
including time for reviewing instructions, searching existing data sources, gathering and 
maintaining the data needed, and completing and reviewing the collection of information.  The 
obligation to respond to this collection is required to obtain or retain benefit (Public Law 103-
382). Send comments regarding the burden estimate or any other aspect of this collection of 
information, including suggestions for reducing this burden, to the U.S. Department of 
Education, 400 Maryland Ave., SW, Washington, DC 20210-4537 or email 
ICDocketMgr@ed.gov and reference the OMB Control Number 1894-0005.  
 
 

mailto:ICDocketMgr@ed.gov
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GENERAL INFORMATION ON COMPLETING AN APPLICATION 

 
Potential applicants frequently direct questions to officials of the Department regarding 
application notices and programmatic and administrative regulations governing various 
direct grant programs. To assist potential applicants, the Office of Special Education 
Programs staff have assembled the following most commonly raised issues. In general, 
this information applies to the grant competitions covered by this application package. 
 
EXTENSION OF DEADLINES 

 
Waivers for individual applications are not granted, regardless of the circumstances. 
Under very extraordinary circumstances a closing date may be changed. Such changes 
are announced in the Federal Register. 
 
COPIES OF THE APPLICATION 

 
Current Government-wide policy is that only an original and two copies need to be 
submitted. OSEP would appreciate receiving three additional copies to facilitate the 
peer review process. This would mean an original and two copies need to be submitted 
and we would appreciate your voluntarily submitting an additional three copies (six 
applications in all). Copies of the application may be bound, but it is not necessary or 
required. If bound, one copy should be left unbound to facilitate electronic scanning and 
any necessary reproduction. Applicants should not use colored paper, foldouts, 
photographs, or other materials that are hard to duplicate. 
 
Please Note: If an application is recommended for funding and a grant award is issued, 
we will contact the applicant to request a copy of the application on a diskette or CD. 
The Department is moving toward an electronic grant filing system and an electronic 
copy of all applications that are being funded will facilitate this effort. 
 
MAKING APPLICATIONS MORE ACCESSIBLE TO REVIEWERS WHO ARE BLIND OR HAVE 

LOW VISION 

 
The Department will accept one copy of the application in an accessible format (i.e., 
IBM PC compatible WordPerfect or ASCII code diskette) along with the original and two 
print copies of the application. The accessible format copy can be used with available 
software to convert the text of the application into Braille, or with text to voice 
applications. If there are any differences in the print original provided on the disk and in 
print, the print original is assumed to be the correct version. Please note that it is not a 
requirement that one copy of the application be in an accessible format. 
 
MISSED DEADLINES AND SUBMISSION UNDER OTHER COMPETITIONS 
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Should an application miss the deadline for a particular competition, it may be submitted 
to another competition. However, if an application is properly prepared to meet the 
specifications of one competition, it is extremely unlikely that it would be favorably 
evaluated under a different competition. 
 
SUBMISSION TO MORE THAN ONE PROGRAM 

 
Applications may be submitted to more than one Federal program if you are unsure of 
the most appropriate program. Each application should be prepared following the 
instructions for that particular program as closely as possible (which may require some 
reformulation). It is very helpful if each program is notified that an identical or similar 
application is being submitted to another program. 
 
HELP PREPARING APPLICATIONS 

 
We are happy to provide general program information. Clearly it would not be 
appropriate for staff to participate in the actual writing of an application, but we can 
respond to specific questions about our application requirements and evaluation criteria, 
or about the announced priorities. Applicants should understand that such previous 
contact is not required, nor does it guarantee the success of an application. 
 
NOTIFICATION OF FUNDING 

 
The time required to complete the evaluation of applications is variable. Once 
applications have been received staff must determine the areas of expertise needed to 
appropriately evaluate the applications, identify and contact potential reviewers, 
convene peer review panels, and summarize and review the recommendations of the 
review panels. You can expect to receive notification within 3 to 6 months of the 
application closing date, depending on the number of applications received and the 
number of competitions with closing dates at about the same time. The requested start 
date should therefore be a minimum of 6 months after the application closing date. 
 
POSSIBILITY OF LEARNING THE OUTCOME OF REVIEW PANELS PRIOR TO 

OFFICIAL NOTIFICATION 

 
Every year we are called by a number of applicants who have legitimate reasons for 
needing to know the outcome of the review prior to official notification. Some applicants 
need to make job decisions, some need to notify a local school district, etc. Regardless 
of the reason, we cannot share information about the review with anyone until the 
Assistant Secretary has approved a slate of projects recommended for funding. You will 
be notified as quickly as possible either by telephone (if your application is 
recommended for funding), or through a letter (if your application is not successful). 
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FORMAT FOR APPLICATIONS 

 
The application narrative (Part III of the application form) should be organized to follow 
the exact sequence of the components in the selection criteria used to evaluate 
applications. (The selection criteria for the competitions covered by this packet are listed 
following the specific competition information in section ―B‖ of this packet.) A table of 
contents, list of priority requirements, and an abstract (see page B-13) should precede 
the application narrative. If you prefer to use a different format, you may wish to cross-
reference the sections of your application to the selection criteria to be sure that 
reviewers are able to find all relevant information. 
 
To aid in screening and reviewing the application, applicants should list in Part II and 
prior to the abstract, all general, special, and other requirements for the priority and 
corresponding page number (s) where requirements are addressed within the 
application. Page limits do not apply to this list. (All requirements are found in each 
priority description included in this application package.) The format included below is 
an example of how you might provide this information in your application. 
 
PAGE # REQUIREMENTS 

 
 _______  (a) Projects funded under this notice must make positive efforts to employ 

and advance in employment qualified individuals with disabilities in 
project activities. (See Section 606 of IDEA) 

 
 _______  (b) Applicants and grant recipients funded under this notice must involve 

individuals with disabilities or parents of individuals with disabilities 
ages birth through 26 in planning, implementing, and evaluating the 
projects. (See Section 682(a)(1)(A) of IDEA) 

 
 _______  (c) Applicant must describe steps to ensure equitable access to, and 

participation in, its program for students, teachers, and other program 
beneficiaries with special needs. (See Section 427, GEPA)  

 
 _______  (d) Projects funded under these priorities must budget for a three-day 

Project’s Directors’ meeting in Washington, D.C. during each year of 
the project. 

 
PAGE LIMITS 

 
Please note that all applications submitted under the competition in this application 
package must adhere to the Part III—Application Narrative page limit requirements that 
are specified under each priority/competition description. Your application should 
provide enough information to allow the review panel to evaluate the importance and 
impact of the project as well as to make knowledgeable judgments about the methods 
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you propose to use (design, subjects, sampling procedures, measures, instruments, 
data analysis strategies, etc.). It is often helpful to have: 
 
1. Staff Vitae: They should include each person's title and role in the proposed 

project and contain only information that is relevant to this proposed 
project's activities and/or publications. Vitae for consultants and 
Advisory Council members should be similarly brief. 

 
2. Instruments: Except in the case of generally available and well known instruments. 
 
3. Agreements: When the participation of an agency other than the applicant is critical 

to the project. This is particularly critical when an intervention will be 
implemented within an agency, or when subjects will be drawn from 
particular agencies. Letters of cooperation should be specific, 
indicating agreement to implement a particular intervention or to 
provide access to a particular group of students. 

 
The items listed above are not included under page limits. 
 
MAKING SURE APPLICATION IS ASSIGNED TO THE CORRECT COMPETITION 

 
Applicants should clearly indicate in Item 11 on the application (SF Form 424) the CFDA 
number of the program priority (e.g., 84.327A, etc.) representing the competition in 
which the application should be considered. If this information is not provided, your 
application may inadvertently be assigned and reviewed under a different competition 
from the one you intended. 
 
RETURN OF NON-FUNDED APPLICATIONS 

 
We do not return original copies of applications. Thus, applicants should retain at least 
one copy of the application. Copies of reviewer comments will be mailed to 
all applicants. 
 
PROPOSED STAFF AVAILABILITY TO PROJECT 

 
For each staff person named in the application, please provide documentation of all 
internal and external time commitments. In instances where a staff person is committed 
on a federally supported project, please provide the project name, Federal office, 
program title, the project federal award number, and the amount of committed time by 
each project year. This information (e.g., Staff: Jane Doe; Project Name: Succeeding in 
the General Curriculum; Federal office: Office of Special Education Programs; Program 
title: Technology and Media Services for Individuals with Disabilities; Award number: 
H326A030002; Time commitments: Year 1—30%; Year 2—25% and Year 3—40%) can 
be provided as an Appendix to the application. 
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In general, we will not reduce time commitments on currently funded grants from the time 
proposed in the original application. Therefore, we will not consider for funding any 
application where key staff are bid above a time commitment level that staff have 
available to bid. Further, the time commitments stated in newly submitted applications will 
not be negotiated down to permit the applicant to receive a new grant award. 
 
USE OF PERSON LOADING CHARTS 

 
It is important for applicants to include proposed time commitments for all project 
personnel. Also, program officials and applicants often find person loading charts useful 
formats for showing project personnel and their time commitments to individual 
activities. A person loading chart is a tabular representation of major evaluation 
activities by number of days spent by each key person involved in each activity, as 
shown in the following example. 
 
TABLE: PERSON LOADING CHART — TIME IN DAY(S) BY PERSON* 

Activity 

Time in Day(s) by Person 

Person 
A 

Person 
B 

Person 
C 

Person 
D 

Library Research 0 0 0 0 

Hire Staff 0 0 0 0 

Prepare Materials 0 0 0 0 

Train Raters 0 2 0 0 

Data Collection 0 0 0 0 

Data Analysis 0 0 0 0 

Dissemination (manuscripts, etc.) 0 0 0 0 

*Note: All figures represent FTE for the grant year. 
 
DELIVERING/SENDING APPLICATIONS TO THE COMPETITION MANAGER 

 
Applications can be mailed or hand delivered, or submitted electronically but in either 
case must go to the Application Control Center at the address listed in the Application 
Transmittal Instructions. Delivering or sending the application to the competition 
manager in the program office may prevent it from being logged in on time to the 
appropriate competition and may result in the application not being reviewed. 
 
ALLOWED TRAVEL UNDER THESE PROJECTS 

 
Travel is allowed if the travel specifically relates to the expressed goals of the project. 
Travel by students to further their education under the project's goals is also allowed. 
Travel to conferences is the travel item that is most likely to be questioned during 
negotiations. Such travel is sometimes allowed when it is for purposes of dissemination, 
when there will be results to be disseminated, and when it is clear that a conference 
presentation or workshop is an effective way of reaching a particular target group. 
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FUNDING OF APPROVED APPLICATIONS 

 
It is often the case that the number of applications recommended for approval by the 
reviewers exceeds the dollars available for funding projects under a particular 
competition. When the panel reviews are completed for a particular competition, the 
individual reviewer scores and applications are ranked. The higher ranked, approved 
applications are funded first, and there are often lower ranked, approved applications 
that do not receive funding. Sometimes, one or two applications that are approved and 
fall next in rank order (after those projects selected for funding) are placed on hold. If 
dollars become available as a result of negotiations, or if a higher ranked applicant 
declines the award, the projects on hold may receive funding. If you receive a letter 
stating that you will not receive funding, then your project has neither been selected for 
funding nor placed on hold. 
 
INDIRECT COST RATE 

 
There is no maximum indirect cost for the competitions in this application package. An 
organization’s current effective indirect cost rate is the rate that should be reflected in 
your proposed budget. The Department of Education (ED) reimburses grantees for its 
portion of indirect costs that a grantee incurs in projects funded by the Steppingstones 
of Technology Innovation for Children with Disabilities  (CFDA 84.327A) competition. 
Any grantee charging indirect costs to a grant from this program must use the indirect 
cost rate (ICR), negotiated with its cognizant agency, i.e., either the Federal agency 
from which it has received the most direct funding, subject to indirect cost support, the 
particular agency specifically assigned cognizance by the Office of Management and 
Budget or the State agency that provides the most subgrant funds to the grantee. 
 
Note: Applicants should pay special attention to specific questions on the application 

budget form (ED 524) about their cognizant agency and the ICR they are using in 
their budget. 

 
If an applicant selected for funding under this program has not already established a 
current ICR with its cognizant agency as a result of current or previous funding, ED will 
require it to do so within 90 days after the date the grant was issued by ED. Applicants 
should be aware that ED is very often not the cognizant agency for its own grantees. 
Rather, ED accepts, for the purpose of funding its awards, the current ICR established 
by the appropriate cognizant agency. 
 
An applicant that has not previously established an indirect cost rate with the Federal 
government or a State agency under a Federal program and that is selected for funding 
will not be allowed to charge its grant for indirect costs until it has negotiated a current 
indirect cost rate agreement with its cognizant agency. 
 
Applicants are encouraged to use their accountant (or CPA) to calculate an indirect cost 
rate using information in the IRS Form 990, audited financial statements, actual cost 



 

137 

data or a cost policy statement that such applicants are urged to prepare (but NOT 
submit to ED) during the application process. 
 
Applicants should use this proposed rate in their application materials and indicate 
which of the above methods was used to calculate the rate. Guidance for creating a 
cost policy statement can be obtained by sending an E-mail to:  
 

katrina.mcdonald@ed.gov 
 
Applicants with questions about using indirect cost rates under this program should 
contact the program contact person shown elsewhere in this application package. 
 
ISSUES RAISED DURING DISCUSSIONS PRIOR TO AWARD 

 
If your application is recommended for funding, discussions may be held prior to award to 
clarify technical or budget issues. These are issues that have been identified during panel 
and staff review. Generally technical issues are minor issues that require clarification. 
Alternative approaches may be presented for your consideration, or you may be asked to 
provide additional information or rationale for something you have proposed to do. 
Sometimes, concerns are stated as "conditions". These are concerns that have been 
identified as so critical that the award cannot be made unless those conditions are met. 
Questions are also raised about the proposed budget during the discussion phase. 
Generally, budget issues are raised because there is inadequate justification or 
explanation of the particular budget item, or because the budget item does not seem 
critical to the successful completion of the project. A Federal project officer will present 
the issues to you and ask you to respond. If you do not understand the question, you 
should ask for clarification. In responding to discussion items you should provide any 
additional information or clarification requested. You may feel that an issue was 
addressed in the application. It may not, however, have been explained in enough detail 
to make it understood by reviewers, and more information should be provided. If you are 
asked to make changes that you feel could seriously affect the project's success, you 
may provide reasons for not making the changes, or provide alternative suggestions. 
Similarly, if proposed budget reductions will, in your opinion, seriously affect the proposed 
activities, you may want to explain why and provide additional justification for the 
proposed expenses. Your changes, explanations and alternative suggestions will be 
carefully evaluated by staff. In some instances, an applicant may again be contacted for 
additional information. An award cannot be made until all issues have been resolved and 
conditions met. 
 
SUCCESSFUL APPLICATIONS AND ESTIMATED/PROJECTED BUDGET AMOUNTS IN 

SUBSEQUENT YEARS 

 
There is a maximum award amount specified for the priority/competitions included in this 
package. The Department rejects and does not consider an application that proposes a 
budget exceeding the maximum amount for any single budget period of 12 months for the 
priorities included in this package. Please refer to the priority description to determine the 

mailto:katrina.mcdonald@ed.gov
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maximum award for any one particular competition. Since the yearly budgets for multi-
year projects will be negotiated at the time of the initial award, applicants must include 
detailed budgets for each year of their proposed project. Generally, out-year funding 
levels most likely will not exceed 1st year budgets. However, budget modifications during 
the negotiation process, the findings from the previous year, or needed changes in the 
study design can affect your budget requirements in subsequent years, but in no case will 
out-year budgets exceed the maximum award amount. 
 
REQUIREMENT TO REPORT THE RESULTS OF GRANT ACTIVITIES 

 
The Department shall, where appropriate, require recipients of all grants, contracts and 
cooperative agreements under Part D of the Individuals with Disabilities Education Act 
to prepare reports describing their procedures, findings, and other relevant information. 
The Department shall require their delivery to the Department of Education and other 
networks as The Department may determine appropriate. (20 U.S.C. 1482) 
 
DIFFERENCE BETWEEN A COOPERATIVE AGREEMENT AND A GRANT 

 
A cooperative agreement is similar to a grant in that its principal purpose is to accomplish 
a public purpose of support or stimulation as authorized by a Federal statute. It differs 
from a grant in the sense that in a cooperative agreement substantial involvement is 
anticipated between the executive agency (in this case the Department of Education) and 
the recipient during the performance of the contemplated activity. 
 
DIFFERENCE BETWEEN AN ABSOLUTE PRIORITY, AN INVITATIONAL PRIORITY, AND A 

COMPETITIVE PRIORITY 

 
An absolute priority is a priority that an applicant must address in order to receive an 
award. If an applicant does not address an absolute priority, their application will be 
returned as being non-responsive to the priority. 
 
An invitational priority is a priority that reflects a particular interest of the Department, 
and an applicant is encouraged to address the invitational priority along with the 
required absolute priority. However, an applicant choosing to address an invitational 
priority will not receive any competitive preference over other applications. 
 
A competitive priority is like an invitational priority in that it reflects a particular interest of 
the Department, and an applicant is encouraged to address the competitive priority 
along with the required absolute priority. A competitive priority may be handled in one of 
two ways:  
 
1. an application may be awarded additional points depending on how effectively it 

addresses the competitive priority; or  
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2. an application that meets a competitive priority may be selected over an application 
of comparable merit that does not address the competitive priority. The type of 
competitive priority for a particular competition is always included in the Federal 
Register announcement. 

 
OBTAINING COPIES OF THE FEDERAL REGISTER, PROGRAM REGULATIONS AND 

FEDERAL STATUTES 

 
Copies of these materials can usually be found at your local library. If not, they can be 
obtained by writing to: 
 

Superintendent of Documents 
U.S. Government Printing Office 
Washington, DC 20402 

 
Telephone: 202-512-1800 

 
Information about the Department's funding opportunities, including copies of 
application notices for discretionary grant competitions, can be viewed on the 
Department's grant information web page which can be accessed on the Internet at: 
www.ed.gov/about/offices/list/ocfo/gcsindex.html 
 
However, the official application notice for a discretionary grant competition is the notice 
published in the Federal Register. 
 
cooperative agreement substantial involvement is anticipated between the executive 
agency (in this case the Department of Education) and the recipient during the 
performance of the contemplated activity. 
 
DIFFERENCE BETWEEN AN ABSOLUTE PRIORITY, AN INVITATIONAL PRIORITY, AND A 

COMPETITIVE PRIORITY 

 
An absolute priority is a priority that an applicant must address in order to receive an 
award. If an applicant does not address an absolute priority, their application will be 
returned as being non-responsive to the priority. 
 
An invitational priority is a priority that reflects a particular interest of the Department, 
and an applicant is encouraged to address the invitational priority along with the 
required absolute priority. However, an applicant choosing to address an invitational 
priority will not receive any competitive preference over other applications. 
 
A competitive priority is like an invitational priority in that it reflects a particular interest of 
the Department, and an applicant is encouraged to address the competitive priority 
along with the required absolute priority. A competitive priority may be handled in one of 
two ways:  
 

http://www.ed.gov/about/offices/list/ocfo/gcsindex.html
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 an application may be awarded additional points depending on how effectively it 
addresses the competitive priority; or  

 

 an application that meets a competitive priority may be selected over an application 
of comparable merit that does not address the competitive priority. The type of 
competitive priority for a particular competition is always included in the Federal 
Register announcement. 

 
OBTAINING COPIES OF THE FEDERAL REGISTER, PROGRAM REGULATIONS AND 

FEDERAL STATUTES 

 
Copies of these materials can usually be found at your local library. If not, they can be 
obtained by writing to: 
 

Superintendent of Documents 
U.S. Government Printing Office 
Washington, DC 20402 

 
Telephone: 202-512-1800 

 
Information about the Department's funding opportunities, including copies of 
application notices for discretionary grant competitions, can be viewed on the 
Department's grant information web page which can be accessed on the Internet at: 
www.ed.gov/about/offices/list/ocfo/gcsindex.html 
 
However, the official application notice for a discretionary grant competition is the notice 
published in the Federal Register. 
 

http://www.ed.gov/about/offices/list/ocfo/gcsindex.html
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PROGRAM APPLICATION INDIRECT COST INSTRUCTIONS 

 
The Department of Education (ED) reimburses grantees for its portion of indirect costs 
that a grantee incurs in projects funded by the Assistive Technology National Activities 
Program, 84.224B-1. Any grantee charging indirect costs to a grant from this program 
must use the indirect cost rate (ICR), negotiated with its cognizant agency, i.e., either 
the Federal agency from which it has received the most direct funding, subject to 
indirect cost support, the particular agency specifically assigned cognizance by the 
Office of Management and Budget or the State agency that provides the most subgrant 
funds to the grantee.  
 
Note: Applicants should pay special attention to specific questions on the application 
budget form (ED 524) about their cognizant agency and the ICR they are using in their 
budget.   
 
If an applicant selected for funding under this program has not already established a 
current ICR with its cognizant agency as a result of current or previous funding, ED will 
require it to do so within 90 days after the date the grant was issued by ED. Applicants 
should be aware that ED is very often not the cognizant agency for its own grantees. 
Rather, ED accepts, for the purpose of funding its awards, the current ICR established 
by the appropriate cognizant agency.   
 
An applicant that has not previously established an indirect cost rate with the Federal 
government or a State agency under a Federal program and that is selected for funding 
will not be allowed to charge its grant for indirect costs until it has negotiated a current 
indirect cost rate agreement with its cognizant agency.  
 
Applicants are encouraged to use their accountant (or CPA) to calculate an indirect cost 
rate using information in the IRS Form 990, audited financial statements, actual cost 
data or a cost policy statement that such applicants are urged to prepare (but NOT 
submit to ED) during the application process. 
 
Applicants should use this proposed rate in their application materials and indicate 
which of the above methods was used to calculate the rate.  Guidance for creating a 
cost policy statement can be obtained by sending an e-mail to 
katrina.mcdonald@ed.gov. 
 
Applicants with questions about using indirect cost rates under this program should 
contact the program contact person shown elsewhere in this application package or in 
the Federal Register application notice of MM/DD/YYYY, (FILL IN FED REG CITE 
HERE). 
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DUNS NUMBER INSTRUCTIONS 

 
D-U-N-S NO. 

 
Please provide the applicant's D-U-N-S Number. You can obtain your D-U-N-S Number 
at no charge by calling 1-800-333-0505 or by completing a D-U-N-S Number Request 
Form. The form can be obtained via the Internet at the following URL: 
 

www.dnb.com 
 

The D-U-N-S Number is a unique nine-digit number that does not convey any 
information about the recipient. A built in check digit helps assure the accuracy of the  
D-U-N-S Number. The ninth digit of each number is the check digit, which is 
mathematically related to the other digits. It lets computer systems determine if a  
D-U-N-S Number has been entered correctly. 
 
Dun & Bradstreet, a global information services provider, has assigned D-U-N-S 
numbers to over 43 million companies worldwide. 
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GRANT APPLICATION RECEIPT ACKNOWLEDGEMENT 

 
If you fail to receive the notification of application within fifteen (15) days from the 
closing date, call: 
 

U.S. Department of Education 
Application Control Center 
 
202-245-6288 

 

GRANT AND CONTRACT FUNDING INFORMATION 

 
The Department of Education provides information about grant and contract 
opportunities electronically in several ways: 
 

ED Internet Home Page: www.ed.gov 

http://www.ed.gov/

