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INSTRUCTIONS

APPLICATIONS MUST BE TYPEWRITTEN, SINGLE SPACED, USING TWELVE (12) POINT FONT, ONE-SIDED ON 8 ½ x 11 PAPER ONLY.  (NO LEGAL SHEETS PLEASE). NO FACSIMILES OR EMAILS ACCEPTED.             
SUBMIT FOUR (4) COMPLETE COPIES OF THE PROPOSAL, ONE OF WHICH MUST BE SIGNED IN BLUE INK.  

MAIL OR DELIVER APPLICATIONS TO:
Department of Finance & Administration

Office of Intergovernmental Services

ATTN: RFP No. DFAIGS - 2013 - V

1515 West 7th Street, 4th Floor

Little Rock, AR  72201

The complete proposal consists of the following:

1. COVER SHEET

2. SUMMARY PAGE


3. TABLE OF CONTENTS
4. PROJECT NARRATIVE  (Maximum of ten (10) pages)
a. Needs Assessment         

b. Applicant Capacity  

c. Population To Be Served   

d. Project Activities

e. Collaboration     

f. Evaluation Plan    

g. Sustainability Plan

5. ATTACHMENTS   
a. FINANCIAL OVERVIEW

b. GOALS AND OBJECTIVES

c. BUDGET

d. CERTIFICATIONS and ASSURANCES

e. CONSULTATION CERTIFICATION (If applicable)
f. SF-FORM 424

I. COVER SHEET – (THIS SECTION IS NOT SCORED).  This is to be the first page of the proposal.
1. Name of Organization

Enter the official name of applicant that will administer / implement the project. No acronyms, dba’s etc.
2. Address

Provide the address of the organization. 
3. City

Provide the city where the organization is located. 
4. State

Provide the state where the organization is located. 
5. Zip Code

Provide the full 9 digit Zip code.
6. Email

Provide the email address for the highest ranking official (authorized official).
7. Date

Provide the date this was completed.
8. Blue Ink Signature

The highest ranking official (authorized official) needs to sign here in blue ink.
9. Name (printed)

Provide printed name of highest ranking official (authorized official). 
10. Title

Provide the title of the highest ranking official (authorized official). 
11. Phone

Provide contact number for the highest ranking official (authorized official). 
12. Fax

Provide fax number for the highest ranking official (authorized official). 
II. SUMMARY PAGE – (THIS SECTION IS NOT SCORED).  It should be the second and third pages of the proposal.
1. Source of federal funds for which you are applying.
Select which of the federal funding sources for which you are applying.  Select only one funding source per application.  Be sure to review the announcement and ensure that your project is an eligible to receive the funds requested. 
2. Amount of federal funds for which you are applying.
Enter the total amount of federal funds requested.  Be realistic, remember funds are limited.

3. Primary purpose of the project 
Select only one purpose per application from the drop down menus.
4. Applicant type
Select the type of organization that your agency is.

5. Contact information
Provide the contact information for the person that will be able to answer questions pertaining to the application. 

6. Applicant Organization
 Enter the official name of applicant that will administer / implement the project. No acronyms, dba’s etc.
7. Mailing Address

Be sure to include the full zip code.  Four digit look-up
8. Authorized Official
Enter the name and title of the applicant organization’s highest ranking official.  For non-profit organizations this is usually the chairperson/president of the Board of Directors.

9. Federal Identification Number
An Employer Identification Number (EIN) is also known as a Federal Tax Identification Number, and is used to identify a business entity. You may apply for an EIN in various ways, and now you may apply online.  This is a free service offered by the Internal Revenue Service. 

10. DUNS Number

Dun & Bradstreet (D&B) provides a DUNS Number, a unique nine digit identification number, for each physical location of your business.   DUNS Number assignment is FREE for all businesses required to register with the US Federal government for contracts or grants.

11. Federal Debt

Applicants cannot be delinquent on any Federal Debt. 
12. Supplanting  
Requested funds must supplement, not supplant (replace) Federal, State or local funds that would, in the absence of aid, be available or forthcoming.  
13. Project Location

Include the city, county, judicial district and congressional district of the project location.

14. Number of Volunteers
Applicants must use volunteers unless IGS determines there is a compelling reason to waive this requirement. 
15. Project Type

Choose from the drop down menu.

a) CONTINUATION – The applicant is currently receiving funding from IGS for essentially the same activities and budget line items.   

b) NEW PROJECT – The applicant has not received funding from IGS for a period of at least two (2) years prior to the application, and/or the project has not been previously funded by IGS.

c) EXPAND/ENHANCE EXISTING PROJECT – The applicant is currently receiving funding from IGS, but has added new components, not been previously funded by IGS, however the project is an existing one funded by another source and the applicant is requesting additional funds to expand/enhance the project.

16. Number of Unduplicated Victims to be Served

Estimate the number of primary victims to be served by the proposed project.
17. Areas Served by the Project

Indicate all counties, judicial districts and congressional districts where victims served by the project may live.
18. Victims to be Served

Indicate the type of victimization and the approximate number of victims to be served in each category.  
19. Services to be Provided

Be sure to indicate all services/activities to be provided by the proposed project. Be sure that the services to be provided assist in the accomplishment of stated goals and objectives.  Also ensure that staff designated to provide the services are qualified to do so.
III. TABLE OF CONTENTS - THIS SECTION IS NOT SCORED.  
The table of contents is intended to be an aid to the reader and provides the reviewer with an insight on how carefully the proposal was constructed.   Neither the cover page, nor the table of contents should be numbered.
Be sure to indicate the page number for each section.
IV. PROJECT NARRATIVE – MAXIMUM OF SEVENTY-FIVE (75) POINTS.   
Be sure to address each category in this section.  The number of points assigned to each section is indicated below.  THE ENTIRE PROJECT NARRATIVE SECTION (A thru G) MAY NOT EXCEED TEN (10) PAGES.               

A. NEEDS ASSESSMENT (15 points)
The needs assessment establishes the problem and is the foundation upon which the rest of the proposal is built.  List a maximum of five (5) reasons why there is a need for this project in your community.  Reasons should be short simple statements that substantiate a lack of availability of services, a steady or rising need for services, an identified gap in services, and/or an identified problem that your project addresses.
In addition to clearly defining the problem to be addressed, include a description of the population to be served, current services, obstacles faced by proposed victim population.  Be sure to include relevant “local” data to support the need for the project.
B. APPLICANT CAPABILITY (20 points) 
In this section you will describe your agency’s ability to provide the services and the proposed project.  Be sure to include historical information, community partnerships and the scope of services currently being provided.

Provide a brief history of your organization (i.e. year established, notable events, scope of activities currently performed, etc.).  Be sure to address the agency’s ability to carry out the proposed project, including financial capability and staff qualification. For governmental entities:  please limit your history to the department under which the proposed project will operate. (i.e. job descriptions, work schedule etc)
Complete ATTACHMENT A:  Financial Overview.
C. POPULATION TO BE SERVED (15 points)
Describe how the proposed project addresses federal program priorities, including the type of victim to be served (i.e. child abuse, domestic violence, sexual assault, etc.)  
Identify any underserved populations (elderly, disabled, non-English speakers, rural, etc.) and address the methods to ensure inclusion in services.  
Indicate the percentage of underserved populations to be served by the project.  (Example:  76% of the unduplicated victims to be served by this project will be non-English speakers).  Include any “special” accommodations needed to serve the identified underserved populations (Example:  Bi-lingual staff, interpreters, etc.)
D. PROJECT ACTIVITIES (10 points)
Identify all services and/or activities to be provided by the project.  
Clearly demonstrate how the activities identified will benefits victims, produce the intended goals, and are consistent with and assist in meeting federal and local purposes.  
Indicate whether or not the project will be using best practices or evidence-based activities.  If so, please briefly describe the best practice or evidence-based activity to be used.
E. COLLABORATION (5 points) 
Please provide evidence of community support and broad participation in the planning process and implementation planning.  
Describe collaboration of community partners for the purposes of resource sharing, coordination of efforts, case management and to avoid duplication of services.
F. EVALUATION PLAN (5 points) 
It is of utmost importance that these grant-funded projects demonstrate achievement of the purpose for which they are requesting funds.  It is equally important to be able to determine if the project is unable to achieve its intended purpose so that necessary changes can be made to the project design.  To accomplish this, all proposals must contain a clearly written evaluation plan.  Good evaluation plans are closely tied to the proposed goals and objectives, and should answer these questions: 
· Did we accomplish the projected outcome(s)?

· How do we know this?, and  
· Did we achieve the objectives in an efficient, measurable manner?

G. SUSTAINABILITY PLAN (5 points)
Federal funds are provided as a temporary means to accomplish specific goals.  These funds should therefore be administered in a manner that ensures long-term sustainable activities.  Applicants must devise a plan to continue services in the absence of federal funds.  

This section provides the applicant an opportunity to “sell” their project as a wise investment.  A complete response will describe the project’s sustenance, a plan to continue its benefits without the need for continual federal support and the time frame needed to achieve sustainability.  Be sure to describe any modifications in the project which may be made as a result of decreased funds.
V. ATTACHMENTS (with the exception of BUDGET, these items are not scored)
1. ATTACHMENT A – FINANCIAL OVERVIEW
List all revenue sources and amounts received and/or anticipated for the entire organization during the proposed project period.

Provide an explanation for all revenue anticipated.  For example, if the applicant has submitted an application for funding, but has not yet received notification of the award, indicate when and to whom the application was made, as well as the amount.

2. ATTACHMENT B – GOALS AND OBJECTIVES
Project goals should define the overall direction of a program and state what is to be accomplished by the program.  Goals are measurable statements of the desired impact of the program.  

Goals typically address changes in actual behaviors, such as decreased victimization, increased community involvement or improved well-being.  

Objectives are specific measurable statements of the desired immediate or direct outcome of a program, which support the accomplishment of a goal.  Well-formulated objectives reflect changes in knowledge, attitudes, skills, and/or behaviors that are the direct result of specific activities.

· DO strive for goals and objectives that are measurable, realistic, and attainable. 

· DO strive for goals and objectives that have one or more measurable impact or outcome associated with them.

· DO NOT define goals too narrowly, so they appear to be objectives or objectives too broadly so they appear to be goals. 

· DO NOT limit goals and objectives to descriptions of program activities.  Goals and objectives should be stated as outcomes and impacts that will be achieved as a result of program activities.

3. ATTACHMENT C - BUDGET (25 points)
The application budget is an excel spreadsheet.  Applicants may insert additional rows, as needed for each budget category. 

Allowable Costs - Federal funds are governed by the "cost principles" of the Office of Management and Budget (OMB). Cost principles are the Federal rules that determine the extent of reimbursement of grant expenses. Generally, allowable costs include costs that are reasonable and necessary for the successful completion of the project.  These may include:  salaries; rental of staff offices; recording or translation services; postage; telephone charges; travel expenses; printing, duplication, etc.

Non-Allowable Costs - Any costs that are incurred either before the start of the project period or after the expiration of the project period are not allowable.  Costs that are deemed not reasonable and/or necessary for successful completion of the project are not allowable.  Other unallowable costs include, but are not limited to:  land acquisition;  bonuses or commissions; lobbying; fund raising; corporate formation; State and local sales taxes; entertainment; sporting events; credit card fees; tips; bar charges/alcoholic beverages; laundry charges, etc.
Match Requirements – Match is a specified amount of non-federal funds designated to be used for the proposed project in addition to the federal award amount.  Match may be either cash or in-kind.  Acceptable examples of in-kind match include office space, employer benefits, staff salary, or volunteer time that has been assigned a dollar value.   The dollar value assigned to volunteers has been established by IGS as $16.87 per hour.  The 
monetary value of time contributed by professionals and technical personnel and other skilled and unskilled labor, if the services they provide are an integral and necessary part of a funded project are at the standard rate for that professional in the area. The value placed on donated services must be consistent with the rate of compensation paid for similar work in the applicant organization. If the required skills are not found in the applicant organization, the rate of compensation must be consistent with the prevailing wage in the area. The value placed on loaned or donated equipment may not exceed its fair market value. The value of donated space may not exceed the fair rental value of comparable space as established by an independent appraisal of comparable space and facilities in privately-owned buildings in the same locality.  Specific match requirements are as follows:  
· FVPSA – 20%
· VOCA – 25%
· VAWA (STOP) – 37%
· NEW PROJECT (see definition below) – 35%
The applicant has not received funding from IGS for at least two (2) years and/or the project has not been previously funded by IGS.

The budget request is divided into seven (7) categories:  salary; mandated benefits; employer benefits; maintenance and operations; professional contract services; travel/training; capital outlay.  The following is a description of what to include in each category:
A. PERSONNEL
List each position associated with the project, those to be funded by federal dollars as well as those to be used as match.  Include the hourly rate, the number of hours devoted to the project, the total amount requested or committed as match.  Include a brief description of the job duties to be performed by each position.

Independent contractors should be shown as Professional/Contract Services, not Salary.
	BUDGET LINE ITEM
	FEDERAL FUNDS
	STATE MATCH
	LOCAL MATCH
	PROJECT TOTAL
	Narrative Explanation of Budget Item

	A.  SALARY:  List all positions for which funding is sought, include positions to be used as match.  Include the number of hours worked per week, the salary rate, as well as a brief description of the job duties to be performed by each position.  

	1) Executive Director
	$10,400.00
	N/A
	$10,400.00
	$20,800.00
	Salary $52,000
Hourly Rate = $25/hr

Fed             = 8hrs/wk

Match          =8hrs/wk

Non-Proj      = 24hrs/wk

Total  Worked 40hrs/wk

Supervision of Staff 



	2) Victim Advocate
	$24,960.00
	N/A
	$0.00
	$24,960.00
	Salary $24,960

Hourly Rate = $12/hr

Fed              =40hrs/wk

Total Worked 40hrs/wk

Direct Victim Services


B. MANDATED BENEFITS
The amount of federal funds requested may not exceed the percent of salary paid by federal funds.  Using the example above, the maximum percent of benefits requested for position 1 is 20%, while the maximum for position 2 is 100%.

Mandated benefits include FICA, Worker’s Compensation and State Unemployment.  For most applicants, FICA is calculated at 7.65% of salary.  The rate used for worker’s compensation is unique to each organization and/or employee within the organization it is established by your workers compensation carrier.  To calculate worker’s compensation, use the established rate times the total salary.   

An organization’s State Unemployment rate is also unique.  The unemployment rate is established by the Arkansas Department of Workforce.   The maximum percent reimbursed by federal funds, is 3.6% of the first $12,000 of each salary.  Should an applicant’s rate be higher, the remaining percent may be used as match.  

C. EMPLOYER BENEFITS

As with mandated benefits, the amount of federal funds requested may not exceed the percentage of salary paid by federal funds.  Employer benefits include all other benefits offered to employees through policies held by the applicant such as health insurance, retirement, life insurance, etc.    


Payments made directly to employees are not allowable costs.  Arrangements made between the applicant and the employee to provide reimbursement for the cost of an insurance policy held personally by the employee or a relative of the employee cannot be supported.     

The maximum monthly health insurance premium reimbursed with federal funds is $390 per month per employee.   Applicants should indicate the actual premium rates, however the federal funds requested may not exceed $390, and the remaining percentage may be used as match.  

Retirement benefits are normally calculated as a percentage of total salary. Applicants should indicate the actual percentage paid, however the federal funds requested may not exceed 14.88%, and the remaining percent may be used as match.

D.  MAINTENANCE and OPERATIONS
Include items essential to the effective implementation of activities identified within the application.  List items by major type (e.g., staff travel; telephone; office rental, etc.) 
The maximum mileage reimbursement rate is $0.42 per mile.  If the applicant pays more than this amount, the excess may be used as match, however if the applicant’s organizational reimbursement is less, the amount requested must reflect the actual rate of reimbursement.  Mileage reimbursement is paid for the use of personal vehicles only.  Use of agency owned vehicles are not allowable as mileage reimbursement.  
All items in this section must include actual rates and explanations for calculations.  For example:  

· Staff travel – 500 miles/month @ $0.42/mile X 12 months.
· Cell phones – 2 @ $100/month each.

· Office rental @ $700/mon X 12 months. 

· Program supplies @ $50/mon X 12 months

E.  PROFESSIONAL/CONTRACT SERVICES
Include any professional service needed to ensure success of the project (i.e. interpreters, therapist, legal representation, etc.).  Be sure to include the rate, for example:
· Translation services @ $35/hr X 5hrs/mon X 12 months

· Mental Health Therapist @ $125/session X 2 sessions/mon X 12 months

F. TRAVEL/TRAINING
Travel pertaining to the assistance of victims are placed in this category. Our office abides by the state policy regarding mileage allowance and reimburses at a maximum of $0.42/mile 
Travel for Training is to be in accordance with the rates listed on the GSA website and must not exceed the hotel room rate etc. All training documentation to be provided will be certificate of completion, itinerary of training, registration fee and payment confirmation. 

G.  CAPITAL OUTLAY
Items costing over $5,000 with a useful life of over one year fall into this category.  Should an applicant consider equipment a necessity to project implementation, a detailed explanation must be provided.  All requests will be carefully reviewed.   

Ownership of any equipment purchased with federal funds vests with the subrecipient Equipment no longer needed for the funded project may be used for any similarly federally funded project.  
4. ATTACHMENT D – CERTIFICATIONS and ASSURANCES (THIS SECTION IS NOT SCORED)
Be sure to read the certifications carefully.  The Authorized Official needs to initial this page. 
5. ATTACHMENT E – CONSULTATION CERTIFICATION   (THIS SECTION IS NOT SCORED)
The Violence Against Women and Department of Justice Reauthorization Act of 2005 requires prosecution and law enforcement agencies applying for federal funds to consult with victim service program(s) in the course of developing applications to ensure that the proposed services and activities are designed to promote the safety, confidentiality and economic independence of victims of domestic violence, sexual assault, stalking and dating violence.
6. ATTACHMENT G - FORM SF-424 (THIS SECTION IS NOT SCORED).  
Pursuant to Executive Order 12372, requiring the coordination of review of proposed federal financial assistance by State and local governments, applicants are require to complete form SF-424.
Instructions for completion of the form are included in the attachment and are self-explanatory, with the following exceptions.

· 5.  APPLICANT INFORMATION

All applicants must have a DUNS number 

· 8.  TYPE OF APPLICATION
All applicants should check New.
· 9.  NAME OF FEDERAL AGENCY

FVPSA – Department of Health and Human Services
VOCA – Department of Justice

VAWA (STOP) – Department of Justice

· 10. CATALOG OF FEDERAL DOMESTIC ASSISTANCE NUMBER

FVPSA = 93-671

VOCA = 16-575

VAWA (STOP) = 16-588

· 16. IS APPLICATION SUBJECT TO REVIEW BY STATE EXECUTIVE ORDER 12372 PROCESS?

All applicants must answer yes FORMCHECKBOX 
.  The date will be the date the application is submitted.
· 17.  IS APPLICANT DELINQUENT ON ANY FEDERAL DEBT?

If yes please attach an explanation. 

	APPLICANTS ARE RESPONSIBLE FOR MAILING OR DELIVERING THE PROPOSALS SO THAT THEY ARE RECEIVED AT IGS BY THE DEADLINE.  Save your mailing receipt.  If you mailed an application and do not receive a confirmation notice from IGS within ten (10) business days following the deadline, please contact the office immediately.  

CONFIRMATION OF PROPOSAL RECEIPT WILL BE E-MAILED TO THE CONTACT PERSON LISTED IN THE PROPOSAL.  


Signatures and/or initials of the Authorized Official are required in the following documents:

· Cover Sheet

· 424 Form

· Certifications & Assurances

· VAWA Certification (if applicable)

Please ensure the appropriate documents are signed by the highest ranking official of your organization.  
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