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Coordinator:
Welcome and thank you for standing by. At this time, all participants are in a listen-only mode. To ask a question during the question and answer session, please press star then 1 on your touchtone phone. Today's conference is being recorded. If there's any objection you may disconnect.


Now I'd like to turn the call over to Ms. Tish Hall and ma'am, you may begin.

Tish Hall:
Thank you. Good afternoon, everyone. And thank you for joining us today for the webinar on completing your year two continuation application. We hope that you will find the information helpful and that many of your questions will be answered throughout this presentation.


Of course, if you still have questions at the end of the webinar, you can contact your private officer or branch management specialist for additional guidance.

The objectives for today's webinar are to review the year two continuation application guidance, distinguish the differences between the program report and financial status report, review (required) forms, clarify expectations of the work plan and six-month progress report and review the submission process.


OAH grantee report - OAH has three primary reports due each year from all grantees on non-competing continuation applications and two annual reports. All are important reports with specific guidelines to follow and regular due dates. Today we are going to focus on the continuation application.


Non-competing application and program report, the program report includes the six-month progress report, a year two work plan, required forms, the budget, which also includes the budget narrative justification, indirect rate agreement and then appendices.

The required grant forms are the SF-424 application for federal assistance. You must list the program director, an authorized business official with signature, the SF-424A, which is the budget information and that's based on the key object class category, the SF-424B, assurances grantees will comply with all applicable policies, laws and regulations, the SF-LLL, disclosure of lobbying activities - this report is to disclose lobbying activities within your organization, budget narrative justification and the current indirect agreement.


I will know turn this over to Roscoe Brunson from the Office of Grants Management.

Roscoe Brunson:
Good afternoon, everyone. I'm just going to speak briefly about the budgetary requirements, just briefly speak to the budget page, budget narrative justification and the (requiate) agreement. The budget page should be complete to list all applicable major budget categories and that should be similar to the SF-424A which is a - in which funding is being requested.

For each major budget category you should list the items within the category and indicate the amount of money allocated for that line item including the federal amount requested, any matching, if required, in kind contributions and direct reimbursement amount and it should include the total budget. Equipment items that are listed on there, having an item of (valuable) (worth) $5000 should only be in the category of the equipment line item.

Budget narrative justification, the budget narrative justification must explain in detail and justify the federal and non-federal expenditures by (object) class category as listed on the SF-424A and budget page. For clarification and simplicity, it is best to discuss each expense by (object) class in the order that they appear on the SF-424A and budget page.

Include the dollar amounts in the discussion and explain how the dollar amounts were derived. Include detailed description of all cost justifications. Provide any matching or in kind contribution cost details. Also if applicable, include the indirect reimbursement costs with details as to how the reimbursement amount was determined. List the overall total cumulative amount at the end of the budget narrative.

The indirect rate agreement, the applicant is required to have a current, indirect rate agreement for all cost allocation plan in place prior to the award. If the current rate is not on file with the awarding office or expired, the award will include the fund for reimbursement indirect costs, however, the indirect cost portion will remain restricted until a current and approved rate is provided to the Office of Grants Management.

We move to the budget now. All applications must have a detailed budget narrative justification listing the federal and non-federal expenditures by object class categories similar the amounts listed in the SF-424A. It should include the dollar amounts in the explanation and how the dollar amounts were derived and the detailed description of all costs.

Here you can see we provide a breakdown of all costs as follows such as salary and wages, which would include the salary and wages, fringe benefits as provided or provided separately. Provide a breakdown of personnel by classification, job title and full name. State time commitments of hour of each percent of time for each person or position, this totally charges for each person with calculations of costs as federal or non-federal.

If position is vacant, you need to indicate so. Fringe benefits identify separately from salary and wages. Provide description of benefits received by each personnel and show the fringe benefits are charged to federal and non-federal categories are in the same - is the same proportionate as salaries. Next one.

Travel, you should list the destination, estimated cost and type of transportation, number of travelers and related lodging and subsistence or for (dame) costs, a brief description of the travel involved and its purpose with explanation of how the proposed travel is necessary for successful completion of the project.


Your equipment, equipment is a nonexpendable personal property with a unit cost of $5000 or more having a useful lifetime of more than one year. Items that do not meet the equipment definition can be included - should be included under supplies. Each - list each piece of equipment to be purchased and provide description of how it will be used in the project.

Budget narrative should explain why the equipment is necessary for successful completion of the project. Supplies, explain the type of supplies to be purchased for the nature of the expense in the budget narrative. Provide a breakdown of supplies by quantity and cost per unit if known.

Contractual, treat each contractual or sub-grant as a separate item and detail proposed costs. Describe products or service to be obtained and indicate applicability or necessity of each to the project. Provide separate budgets for each subcontract to relative dollar value and indicate the basis for the cost estimate in the narrative.

Other, list items by the type of material or nature of expense, break down total cost by quantity and cost per unit if applicable, state the necessity of the other costs as success of completion of the project followed by the total direct costs both federal and non-federal. If applicable, list the current approved indirect cost rate percentage and amount for reimbursement.

The applicant is required to have a current indirect rate agreement of cost allocation plan in place prior to the award. Then you should list the grand total of the federal and non-federal support.
Woman:
Next we will go into the six-month progress report. As stated previously the continuation application should include your six-month progress report. The progress report should affect progress in achieving the stated objectives and activities for the first six months of the current budget period which is September 1, 2010, through February 28, 2011.

Expectations for the six-month progress report. The progress report should include an update on both programmatic and evaluation objectives and activities. And you're going to focus on the six-month period of September 1, 2010 through February 28, 2011.

You should describe major accomplishments. Include significant detail that anyone picking up the report should understand what you have been doing and what has been accomplished. Whenever possible, include statements that include the outcomes of your actions.

Describe any challenges or barriers you encountered and how they're addressed. If applicable, include reasons that goals and objectives were not met and a discussion of assistance, if any needed to resolve the situation.

Report on any other significant project activity, accomplishments, setbacks or modifications such as a change in your key staff, change in your scope of work that have occurred in the current budget period and were not part of the program work plan.

These should include legislative and/or judicial actions impacting the program as well as an agency event. Include significant detail that anyone picking up the report can understand. Be sure to include challenges you faced, brainstorm ideas to overcome these challenges.

No specific length is required, just a solid level of detail and depth. Recommended template is not required. The requirement is to cover the bulleted points. You should now see an example of the progress report.

For your progress report, please make sure you have the grant name, your grant number, your goals that you're going to - you're working on, your objectives and all your activities and let us know if it's in progress, you've met that goal or extent of progress. And also provide a narrative for each objective in your activities as you see on the - on example.
Woman:
Now we'll move on to the work plan. The work plan should clearly outline objectives and activities for year two of your cooperative agreement. Also include sufficient details to provide a clear picture of the program and activities being accomplished in year two.

The work plan should include the following information, the name of your grantee organization, the goals of your work plan or your program. The objectives should be written in (SMART) format. They should be specific, measurable, achievable, reasonable and timeframe.

You should also submit a rationale to support each of the objectives, activities and timelines for the activities that will be completed, measurements of these accomplishments and the person responsible for each task. The expectations of the work plan, we actually recognize that the pilot program may influence the work plan and the timeline.

The work plan should be a document that is used and continuously updated based on new information being provided for your program implementation. For the purposes of the continuation application, please complete the work plan for year two with the information you currently have. The template provided is a suggested format not a required format. It is to ensure that the work plan is detailed and complete.

So the next thing you will see is an example of a work plan. And here we want to make sure that you include each goal, the objectives that will be met underneath that goal, the activities that will help you meet those objectives. A timeline windows will be complete, the measurement that you have that will show you that that activity has been completed and then the person that's responsible for each of those activities.

So I'm sure that the next question will be submission process, how do we actually submit our program's work plan and our continuation application?


The due date for year two non-completing continuation application submission is May 31, 2011. Two avenues available for submission, you can submit through the preferred method of grantsolutions.gov or hard copies mailed or hand delivered. Do not submit both of these mechanisms. Please submit one submission process.

So if you want to submit through Grant Solutions do so. If you would like to mail a hard copy then do that but do not do both. Emailed or faxed submissions will not be accepted. So the submission process for grantsolutions.gov, each grantee has a non-competing continuation application kit established in grantsolutions.gov.

You need to review the grantee manual for tips to make submitting online easier. The application is due by 11:00 pm Eastern Standard Time on May 31, 2011. You must still submit the signature page in hard copy to the Office of Grants Management. The submission process for hard copies is that you can submit three hard copies of the full continuation application.

You can find the form for application on grantsolutions.gov through OGM or on the OAH Web site. Application must be mailed or hand delivered and due no later than 5:00 pm Eastern Standard Time on May 31, 2011.

Mail all hard copies to the Office of Grants Management, Office of the Assistant Secretary for Health, 1101 Wootton Parkway Suite 550, Rockville, Maryland, 2000 - excuse me, 20852. The subject should be OAH Non-competing Continuation Application and email and fax copies will not be accepted.

So we have a few frequently asked questions that we wanted to go ahead and throw out before we open the lines for questions and answers. The first, "What if my agency uses a different work plan for all of our programs?" OAH has provided two recommended templates to help grantees organize their work plans in a standardized way.

These are not required templates for the continuation application. If you choose to use a different work plan template, we ask that you make sure to include in your work plan all of the key elements and detailed information that we have outlined as guided today.

You may ask, "How can I find the required forms if I want to mail in a hard copy of the application?" Grantees can access the required forms from grantsolutions.gov. They can also access - it can be accessed by contacting the Office of Grants Management or through the Office of Adolescent Health Web site.

How early can we begin submitting our continuation application? Each grantee has a non-competing continuation application kit available to them in grantsolutions.gov right now. You are more than welcome to submit your continuation application anytime up until May 31. May 31 is the last day that you can submit your continuation application but you can certainly submit well in advance of that date.

As always, we recommend not waiting until the last minute to submit your applications since you never know what unforeseen circumstances or situations could come up. Applications that are not submitted by the deadline of May 31 will be returned to the applicant unread and deemed ineligible for funding consideration.

"School is ending in May and we have a lot going on in our agency. Is it possible to submit my application later than May 31?" The answer to that is no. Grantees are not permitted extensions for their continuation applications. Remember, this is more than a progress report being submitted to the Office of Adolescent Health. This is your official request for funds for year two.

If you know that the end of May is a busy time, please plan accordingly and submit your application early. "But my evaluator wants to write the progress report for the evaluation effort. Can you submit her section separate from the rest of the applications?"

You can engage any partners or team members that you want to help draft the continuation application. It is always a good idea to go straight to the source to get accurate information for your progress report. No matter who writes which section it is the responsibility of the project director and the authorized representative to coordinate all aspects of the application and ensure that the application is submitted as a complete document at one time.

Please plan accordingly for any components of the application that may be coming from another person. Applications submitted without all included required elements will be deemed unacceptable submissions.

"Is there a requirement length for my 16th six-month progress report?" There is no required length for the six-month progress report. We have provided you with an example of the level of detail we expect in this report which should guide you better than a required page length. If you have questions as you are drafting the report, please talk with your OAH project officer.

"I'm having problems finding out where to submit my continuation application on grants.gov." First, make sure you are registered for an account. You can register for your user account on grantsolutions.gov. You will find the organization form under the registration information.

If you already have a Grant Solutions account, you can log on to Grant Solutions and then go to the funding opportunity announcement. Click on the apply link adjacent to the announcement. If for some reason you do not see this link then you can contact Grant Solutions help desk.

We will now take the opportunity to open up for questions.

Coordinator:
Thank you. If you would like to ask a question over the phone lines, please press star then 1. One moment, please. Again, star then 1 - and we are getting a few in line. So our first request from Donna Lormand. Your line is open, ma'am.

Donna Lormand:
Yes, hi. I have a question about the budget and what exactly you need from any of our current subcontractors. Other than putting the current subcontract amount in our budget and then in our justification, do you need any other documents from our subcontractors?

Roscoe Brunson:
No, we don't. You need the budgetary information that pertains to that subcontractor, a sub-awardee, for the year two period and it should be - should provide detailed information as to what this sub-awardee is going to do in terms of providing services to ford of the grant.
Donna Lormand:
Okay. So you don't need any signed (MOU)s again or any of that?

Woman:
If your (MOU)s have changed then please submit them in with your progress report in the appendices.
Donna Lormand:
Okay, but if everything's the same then just include the budgeted amount and then a detailed justification in the narrative.

Woman:
Yes. If the (MOU)s are the same that were included in your original application or that you've already sent to your project officer then you don't need to send them again.

Donna Lormand:
Okay, thanks.

Woman:
The other thing with the budget for your subcontractors, just make sure there's enough detail in your budget narrative so that we understand, you know, how the total amount for the subcontractor was determined.

Donna Lormand:
Okay.

Woman:
And anything, you know, that they'll be doing to support that cost.

Donna Lormand:
Okay, great.

Coordinator:
Thank you. Again star 1 if you need your line opened. My last request presently from Marcia Broussard, your line is open, ma'am.

Marcia Broussard:
Yes. When we submit the online signature is that due by or before May 31? I mean is that due - the hard copy of the signature.

Roscoe Brunson:
The 424?

Marcia Broussard:
Yes. If you're doing an online submission and then you have to send in the signature via hard copy, that's also due by May 31 or before?

Roscoe Brunson:
It's due no later than the following date.

Marcia Broussard:
No later than the following date, so that would be June 1?

Roscoe Brunson:
Correct. The actual signed SF-424, you're talking the face page?

Marcia Broussard:
Yes.

Roscoe Brunson:
Yes, that's required as well, the hard copy.

Marcia Broussard:
One more question. The total budget amount was specified in a letter of grant award. Will we have latitude with - in our subcontracts to change the budget as needed for year two?

Woman:
To change the total budget amount, no, but in terms of what you're spending for each of your subcontracts?

Marcia Broussard:
Yes.

Woman:
You do have some latitude. Again, it's about justifying how much you're spending for each subcontractor, what the work is that they're doing. So I'd recommend that before you submit it it's a good idea to talk with your project officer just to run any ideas by her that you might have on how you would want to switch that out.

Marcia Broussard:
Okay, thank you.

Woman:
You're welcome. We have one written - or we have a couple, but one of them is, "Does each agency have only one account in Grant Solutions or are they by department or a person?" Roscoe, my understanding is that each of the grants should have one account in Grant Solutions. Is that correct?

Roscoe Brunson:
Correct. If you have a grant that has been awarded to your agency you should have one grant under this particular program in Grant Solutions. Now if you have other federal grant programs that have been awarded other - under other agencies you may have more than one grant in Grant Solutions.

But your grant for this particular program should be tied to the document number and grant number specifically for this award. So it's a possibility that you could have more but you would have to talk with Grant Solutions just to make sure or to see if you have more than one grant in Grant Solutions.

Woman:
Yes, and that's such a very good point to make sure that when you are applying on your non-competing continuation application that you do make sure you're applying for the right grant. So make sure you check those numbers.

Another question that has come up a couple of times is "Will this PowerPoint be available to download?" You do actually have the permission right now for all attendees do to print the PDF. If you are hooked up to a printer there's a printer icon in the bottom right-hand corner of your screen so you can print from there.

We will also have this presentation both the slides, the recording as well as the transcript of the recording available on our Web site sometime next week. Do we have other audio questions?

Coordinator:
We do have one more. (Christine Hyann), your line is open, ma'am.

(Christine Hyann):
Thank you. I have a question regarding the table of contents. I went into Grant Solutions just to view the reports and the forms available and in the guidance the table of contents is as a discrete task apart from the project narrative and the budget narrative and justification.

But as far as uploading those items into Grant Solutions there's no area - there's no identified space to upload table of contents. Is that something you'd prefer us then to include in with the project narrative?

Roscoe Brunson:
You talking about submitting that report in Grant Solutions versus submitting it along with the non-competing continuation application?

(Christine Hyann):
I'm speaking of submitting my entire non-competing application in grantsolutions.gov and what the guidance in the (estates) is required and how that matches up to what - how that matches up to where I download that to - or sorry, upload that to.

Woman:
And you're right that there is not a specific spot in Grant Solutions that says table of contents, upload here. So we would recommend that you go ahead and upload that portion with your project narrative. You can upload more than one document there. It doesn't really fit under budget.

You know, it obviously applies to the entire continuation application but for - just to make it easy on everybody let's just say, you know, you won't be penalized if you don't, if you upload it somewhere else, but just to make it easy just upload it with the project narrative.
(Christine Hyann):
And this might be a question for my project officer, but I'll throw it your direction and you can redirect me if that's indeed the case I should take it to (Victor). There is a form in which you say yes, I agree to all of these federal requirements. And one of those is the Federal Funding Accountability and Transparency Act requirements.

And this money came to us on September 1 and as far as my understanding of the FFATA requirements those take effect - those took effect October 1, 2010, and this money came to us September 1, 2010. Am I obligated to the requirements for this funding?

Roscoe Brunson:
Not this year but you will be next year.

(Christine Hyann):
For year two I will?

Roscoe Brunson:
It'll be included as a condition of the award during year two. The requirement didn't exist during the awarding - the initial awarding of year one funds, but it will be included as a special condition requirement during your year two, subject again availability of funding, it'll be in that - (nosa) grant award.

Woman:
Roscoe, for folks that don't know what that is can you just speak a little bit to what that requirement is?

Roscoe Brunson:
You know, FFATA requirement what they're requiring is that if you're awarding over $25,000 to sub-awardees that they - their information is reported within this particular system. When we send their notice of grant awards out - or after this conference call I can provide if you want to push that information out.


We can push that information out so you can have visibility on what requirement will exist with the year two, the funding, if it's available and pushed out there. So we can put that information out there. You'll read - be able to read more. Go to the Web site and educate yourself on - FFATA requirements.

Woman:
Thank you, Roscoe. And we will send that out to you so that we all know a little bit more about it. One - another written question that came in was, "Would you explain the key personnel forms?" Roscoe, is this a required form, the key personnel form?

Roscoe Brunson:
No, it's not a required form. It may have been included in the application kit. Key personnel primarily should be those folks that are listed on the SF-424. Your personnel on the SF-424 should be the project director for this grant within your organization and the authorizing business official. So a good question. No, the key personnel form is not a required form to be completed.

(Christine Hyann):
Thank you.

Woman:
We have another question that came in. It says, "Is OAH anticipating a budget cut for TPP given the new federal budget? And if so would that require a budget modification submission after the May submission of your continuation application?" So as you all know we fared pretty well in this last legislative roundup, so - but we did receive a small cut.

And there is a 2% cut across the board as our understanding - oh, I'm sorry, a 0.2%, don't panic, 0.2% cut across the board for all offices is our understanding. We're still getting a little more information in terms of how we are going to be applying all of the small cuts that we've received so it is a possibility that you would need to submit a modification to your budget.

Again, we would work with you individually with - each of your project officers would work with you to determine what would make the most sense. At this point, since we haven't established any firm guidance on what kinds of cuts would be anticipated, we're just going to ask that you keep moving forward with your original level funding until we know more.

Do we have any other audio questions?

Coordinator:
No, we have no further requests on the phone lines.

Woman:
And then somebody else wanted to know if this hard copy signature page is simply a signature on the first page of the SF-424 form. And the answer is...
Roscoe Brunson:
Actually, the hard copy signature page is page three of the SF-424. The individual who'll be signing will be the authorized and business official for your organization. The one page is the third page of that document. We don't need the complete SF-424, we just need that signature page which is page three of the SF-424.

Woman:
Thank you. And then another question came in. Somebody was asking is there a guidance document for this continuation application? They've been told that they've - that we've - that grantees have received everything via email and they've only received - this grantee's only received Exhibit A, B, C and the grantee manual PDF.

And actually we did send out a guidance document prior to sending out the ones that were listed here in this question, all of the individual exhibits and the grantee manual. We did send out a non-competing continuation application guidance to preparing a non-competing continuation grant application document back in March. So please talk with your project officer and make sure so that we can - if you don't have it and we will get it out to you.

Woman:
And also just to clarify on that question. The grantee manual to submit is also located in grantsolutions.gov.
Woman:
Somebody else asked, "If we anticipate that we will not spend our full award amount in year one and hope to carry money over to year two should we include that amount in our year two budget or will we submit a separate request for that?"

You should only submit for your year two continuation application the authorized amount of federal funding that you have received, which would be the same amount that you - at this point, the same amount that you've received this year. You do not request a carryover in your continuation application.

Woman:
Your carryover request will happen later, so the next report that's required is due at the end of November and that's your annual progress report. Along with the annual progress report, your financial status report is due. And the financial status report is the form that shows exactly how much funds were left unobligated from the previous year.

So once your financial status report is submitted then you can submit your request for carryover. But we need to have your financial status report first and that comes in with the annual progress report at the end of November.

Are there any further questions on the phone? At this point, we don't have any more on line.

Coordinator:
I do have one further. Marcia Broussard, you're line is open again.

Marcia Broussard:
Yes. You just answered the question in reference to carryover. Thank you.

Woman:
You're welcome.

Coordinator:
And I have no further requests.

Woman:
If there are no further requests, we thank you for joining us today and if you have additional questions, please feel free to contact your OAH project officer. Thank you and have a great day.
END

