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Procedure for Applying for a Grant 


This procedure is the first step in the grants management process. Related information is contained in the Division of Public Health’s (DPH) Grants Management policy and in procedures for Preparing to Receive a Grant, Implementing a Grant, Managing a Grant, and Closing Out a Grant.
Applying for a Grant
New Grant

The decision to apply for a new grant will involve the appropriate branch head, section chief and possibly the division director in consideration of division objectives and priorities.

Renewal of Existing Grant

An existing grant re-application will start at the point in time when grant guidance is received, or when the appropriate staff has reached the state of readiness within the framework of the grant cycle, and the development/approval processes of the division and department. 

For those grants in the middle of a grant cycle, it is advisable for the program to anticipate the release of the Program Announcement from the funding agency for a new budget year in a grant cycle. The Grant Manager should anticipate that this renewal Program Announcement will be released approximately six months after the start of the current grant budget period.  These renewal grant applications usually require a progress report to date, plans for completing the remainder of the grant budget year, and a detailed plan for the coming budget year with a detailed budget and budget justification.  These components can be drafted in anticipation of the Program Announcement.  
Preparing and Submitting the Grant Application
Once the decision has been made to apply/reapply for a grant, the following steps shall be followed:

Step 1:  Notification to the DPH Grants Coordinator
The Grant Manager shall provide the DPH Grants Coordinator the (1) grant title, (2) application due date, and (3) an electronic copy of the Program Announcement.  The DPH Grants Coordinator will notify the Department of Health and Human Services (DHHS) Grants Coordinator.  

Step 2:  Complete the Grant Proposal Worksheet (GPW) 

The Grant Manager shall complete the GPW and submit it to the DPH Grants Coordinator for routing and signatures by the appropriate parties in DPH and in the Department of Health and Human Services.

Step 3:  Develop a grant writing team

The Grant Manager shall assemble a grant writing team.  This team should solicit the input of internal and external partners essential to the success and invested in the outcomes of the grant project.  The grant writing team will develop a concept for the grant and begin writing the first draft of the narrative.  The branch operations coordinator shall serve as an ex-officio member of the grant writing team and can provide guidance to the team in meeting the requirements of DPH policies and procedures.

Step 4:  Involve DPH Support Personnel
Once the initial concept for the grant project has been determined (including initial decisions about the need for new or continuing staffing requirements, contracts, Information Technology [IT], etc.), the Grant Manager shall immediately convene a pre-grant application meeting which includes the DPH Grants Coordinator and the DPH Budget Officer, as well as a designee from Human Resources, Information Technology, Contracts, and Purchasing.  The date and time of the meeting shall be determined by that which is most convenient to the majority of the participants.  An overview of the grant project shall be provided, including the objectives, approach, timeline, and likelihood of grant approval by the funding agency. This will be followed by a discussion relating to each of the business areas represented. Individual meetings will be scheduled as necessary to involve all affected and follow up with specific guidance.  
Depending on the size and complexity of the anticipated grant application, the Grant Manager shall use his/her discretion in scheduling the pre grant application meeting in a face to face or conference call format.  
In the event the Funding Opportunity Announcement turn-around-time is extremely short, one to two weeks, the pre-grant application meeting described in this step is waived.  However, immediately following the submission of the grant application, the meeting as described above must be held in order that all indicated parties may review, understand, and appropriately support the application for funding.

The following checklists can be used to assist in items to consider:
1. Personnel Checklist
2. Purchasing/Facility Checklist
3. Contracts Checklist
4.
IT Checklist


5.
Budget Checklist
Step 5: Submission of the Notification of Application for Grant Funds/Awards (606A)
The Notification of Application for Grant Funds/Awards, form 606A (link below) is a North Carolina Office of State Budget and Management form. The 606A goes to DHHS Budget and Analysis for review and scheduling, and serves to communicate to the DHHS and Office of State Budget the intent to apply for funding.  Submission of this form shall be at least 30 days prior to the grant application due date to the funding agency.  

Following consultation with the DPH Budget Officer, the Grant Manager will complete the 606A following the 606A Instructions paying special attention to instructions for lines 28, 29, and 31.  Funds must be shown by State Fiscal Year (SFY) period, which runs July 1- June 30.  Submit a soft copy to the DPH Grants Coordinator.  

If the submitted application budget total amount is different from the initial 606A budget total amount, submit a revised 606A with the application.  Revised 606As are also required when the Notice of Grant Award (NGA) is received and with every award change.
Step 6:  Completion of Final Application Documents

Grant applications usually require a proposal, timeline and budget. The format is specified in the Program Announcement.
Current rates for Allocated Costs, Retirement, Hospitalization, and Travel
are posted in the DPH Employee Toolkit. 
Carefully review the relationship between the budget and grant deliverables to assure alignment.  The granting agency will specify any limitations to allowable costs in the Program Announcement.  The budget narrative must detail the spending plan as it relates to grant deliverables.  

Whether the application is to be submitted to the funding agency electronically or by paper, it must be submitted to the Division and Department in paper format for approval.  The final grant package for approval should include the Application for Federal Assistance SF-424 and SF-424A narrative, budget and budget justification, transmittal memo to the Secretary (link below), letter from the Secretary to the funding agency (link below).  Other documents may also be required by the funding agency such as letters of support, resumes, etc. 

Ensure that all required forms are complete and accurate.  Verify math calculations are correct.

When the application package is completed, route for section approval and submit to the DPH Grants Coordinator.
The following examples are offered to assist in completing the forms:
Examples of 424 and 424A
Templates for Transmittal Memo to the Secretary and letter from Secretary to Funding Agency
Submission of the Grant Package 

Grant applications require approval at section, division and department level.  The DPH Grants Coordinator facilitates the approval process, and serves as liaison for communications between the division and department.

The application must include all documents and requirements specified by the Funding Agency.  The package must include an original and three (3) copies of the entire grant application, with the original having all secretary signature blocks flagged.  The 424 should have DUNS number 80-978-5363 specified on it.
The application must be submitted to the DPH Grants Coordinator at least 20 calendar days prior to the due date for submission to the funding agency.  If the application will not be submitted to the DPH Grants Coordinator by the due date specified above, the Grant Manager must notify the DPH Grants Coordinator.  The DPH Grants Coordinator will be responsible for working with the branch to submit it expeditiously and routing the application in the most appropriate way.  Transmittal correspondence will be attached to the application, both to the DHHS Secretary, and from the Secretary to the funding agency.
The DPH Grants Coordinator will review the completed application package for completeness and accuracy, secures division level approval, and forwards to DHHS Budget and Analysis for review.

Once DHHS Budget and Analysis finalizes review of the application, the Secretary's signature will be obtained.  When signed, the contact listed on the paperwork will be notified that the application is ready for pickup and submission to the funding agency.

Depending on the specific instructions of the funding agency, the application may be sent electronically (grants.gov; email attachment; etc.) or hard copy through the mail.  Most federal grants require the use of grants.gov to submit the application.  This requires certain forms be completed online, with the addition of supporting documentation (signature page, narrative, budget, support letters, resumes, etc) being uploaded to the web site.  With submissions via grants.gov, the DHHS Grants Coordinator is required to electronically submit the grant and will make arrangements with the Grant Manager to do so. 
Document History

8/25/2008:
Initial Approval of Procedure
2/23/2009:
Revision 1
12/17/2009:
Revision 2

2/4/2011:
Revision 3

5/24/2016:
Revision 4

Page 1 of 4
Page 3 of 4

