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Submitting Applications After Initial Review

Introduction

Applications submitted in Grants.gov and approved for eligibility will be released back to the
applicant in the Non-Disaster Grants Management System (ND Grants). Applicants will be notified
via email to complete the application in ND Grants. There will not be a link on the ND Grants
Homepage for completing the application. Each step must be completed in order to submit the
application.

Prerequisites
To submit an application:

= You must have the Authorized Official role for the organization

Step 1

From the Application dropdown, click on the Manage Applications link

Figure 1. Click the Manage Applications link to open the Application Administration page
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Click the Update Application icon in the Action column for the application pending submission

Figure 2. Click the Update Application button to open the Update Application page
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» To reduce the number of applications, Type the application number into the Search box
to filter for the desired application
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= Applications pending submission have Update Application and Delete icons in the Action
column, as they require additional information to be entered by the applicant

To complete the application, scroll through each section on the Update Application page and
complete all fields. Begin by reviewing the SF-424 Information section, which includes details
migrated from the Grants.gov application.

If the Congressional District does not appear, the district number was incorrectly entered on the
SF-424 in Grants.gov. To update the Congressional District, type the state abbreviation and the
available congressional districts will appear in a dropdown

Figure 3. Complete the SF-424 Information section of the application

SF-424 Information

Preject Information

Project Tile Test Descriptive Titke of Applicant’s Project
Program/Project Congressional x PAO3 Q
Districts
Proposed Start Date 052272015 = Proposed End Date 010712020 =
Areas Atfected by Project (Cities,
Counties, States, etc.)
Estimated Funding
Funding Source Estimated Funding ($)
Federal Funding $10.000.00
Applicant Funding $20.00000
State Funding $5.000.00
Local Funding $7.00000
Cther Funding $5.000.00
Program Income Funding $§3.000.00
Total Funding  $51,000.00
Is application subject to review by Progeam Is not covered by £.0. 12372 x |»
s1ate under the Executive Crder
12372 process?
Is applicant delinquent on any O Yes @ No
federal debt?
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Update the contacts and user roles in the Contacts section. Delete the contacts migrated from the
Grants.gov application by clicking the Delete icon in the Action column for all contacts.

Open the dropdown and select a new contact for the application. When adding the Authorized
Official, ensure the contact name also includes the User ID. Click the Add Contact icon next to
the selected contact to add it to the list.

Once added to the Contacts section below the search bar, assign the contact a role by selecting
the radio button or checkbox under the appropriate role.

For additional directions for updating the contacts on the application, refer to the Managing
Contacts in Applications quick reference guide

Figure 4. Delete contacts migrated from the Grants.gov application

Contacts
Contact Search for a Contact v +
Contact Authorized Official  Signatory Authority  Primary Contact  Secondary Contact  Action
Grantee, NDG (O] @] O O

FEMA-GPD-5Systems-TDL@ferna.gov

Figure 5. Add contacts to the Contacts section and assign roles

Contacts
Contact Search for a Contact - +
Contact Authorized Official Signatory Authority  Primary Contact  Secondary Contact  Action
User3, NDGrants (O] (@) (O] O B

FEMA-GPD-Systems-TDL@FEMA.gov

Userd4, NDGrants (@) [C)] O H
FEMA-GPD-Systems-TDL@fema.gov

NOTE:

= The contact designated as the Signing Authority does not need to be an ND Grants system
user. The Authorized Official must be a ND Grants user and have the Authorized Official
role within Grantee Organization
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Complete the SF-424A portion of the application by completing all Amount fields. Fields that do
not have a cost should be completed with a zero

Figure 6. Complete the SF-424A section of the application
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To add an attachment to the application, click the Add Attachment button. Add a title and
description for each attached document

Figure 7. Add any necessary attachments in the Attachments section

Attachments
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s AppLCatian 1T : 25 4
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NOTE:

* You can upload Investment Justifications as attachments

In the Assurance and Certification section of the application, approve the Certification Regarding
Lobbying, the SF-LLL, and the SF-424B. These must be approved before the application can
continue processing.

The Signatory Authority’s name will appear at the bottom of each Assurance and Certification.
The Authorized Official should enter their password and sign the Assurance on behalf of the
Signatory Authority. To sign, enter the Signatory Authority’s prefix, the Signatory Authority’s title,
and your ND Grants password. Then click the Sign Assurance button.

For each Assurance and Certification document, you must electronically sign the form, or check
the Form Not Applicable to Application box. In the SF-LLL section, if you click the Form Not
Applicable to Application box, the section will collapse
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Figure 8. Complete the required fields and click the Sign Assurance button

Certification Regarding Lobbying

Status Pending

Certification for Contracts, Grants, Loans, amcooperamkgteemems
The uncersigned cenfies, 1o the best of his o her knowsagge and betef, that

(1) No Feceral appeoprizied funds have been pakt of will D2 paid, by of on behalf of the UNdErsignad, 10 any Person 1or INLenting of attempting 1o influence an officer of
employee of an agency, a Member of Congress, an oficer of empiayee of Congress, of an employee of a Member of Congress in connection with the awarding of any
Federal conract, the making of any Federal grant, the making of any Federal 1an, e enténing inlo of any cooperative 39 . and the 10N, continuation, renewal,
AMENAMENL. OF MO ation of any Feceral conlract, grant, Ioan, ¢ COoPEralive agteement

(2) 1 anty funds other than Feceral appropriated funds have been paks or will be paks 1o any persen for influencing or atlempting 1o Influence an officer of empicyee of any
agency, a Member of Congress, an offiker of empioyee of Congress, of an empioyee of a Member of Congress in connection with this Federal contract, grant, koan, of
P 9  the gned Shat compléete and submi Standard Form-LLL. ‘Disciasure of Lobbying ACtyilies.” in acCordante with £ instructons.

(3) The uncersigned shall require that the language of this certeication be Included in the award documents for ai subawards at all tiess (Inchuding subcontracts, subgrants,
and contracts under grants, oans, and cooperative agreements) and that all subrecipients shall certify and @isclose accordingly. This certification s a matenial representation
of fa¢t upon Which reliance was Placed When tis Iransacion was made ¢f entered Info, SubmISsicn of IS Cemifitalion is 3 prerequisne for making of entenng into this
transaction impased by section 1352, title 31, U.S. Code. Any person who fails to file the required certification shall be subject 10 a civil penalty of nct less than $10,00 0 and
not more than $100,000 for each such fallure.

Statement for Loan G and Loan |

The undersigned states, to the best of his of her knowiedge and belet, that:

H 3y funds have been paks or will be paks 1o any persen for mfluencing o ailempiing 1o Influence an officer o empioyee of any agency. 3 Member of Congress, an officer or
employee of Congress, of an empioyee of a Member of CONgress in connection with this commament providing for the United States to insure o guarantee a loan, the
undersigned shaill compicte and subma Standard Form-LLL, 'Desclosure of Lobdying Activities,' In accerdance with its iInstructions. Subeission of this statement s a
prerequisfe for making or enlering Into this transaction imposed by secbion 1352, tie 31, U.S. Code. Any person who fais to file the required statement shall be subjecttoa
civil penary of not kess than $10,000 and not more than $100,000 %r each such failure:

Applicant's Organization: DG SPYint 16 Organizatca 1

Prefic  Sewctapref .
FirstName:  Colenine
Micdie Name:
LostName: 7
Suttic Sesect a suffix v
Signatory Authority Title:

|, Catherine Scott of My desiynee am Nerely pXovIaNg My SKNANE fof s appktation s of 06/2412015
Enter p. d 10 el Ity sign Skgn Assurance
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Figure 9. Complete the SF-LLL section of the application
SF-LLL
CMB Numiber O345-D0L6
. . o Expiration Date 12753172013
Disclosure of Labbying Activities Burdier Stanernerd
Status Prénding
Ferm Mot Applicable to Applicatian O
Name and Acdress of Reporting Enlity:
Hame
Straet 1
Street 2
city
Seate Selecl astte v
Zip

nfarmaticn requested theough this foam S authonzed by ke 31 LS C. seetion 1352 This diselsuna of lbbying achalies 15 & mateial representation of 1321 upon which
elante was placed by the lier above whin the ransachon was made o eniened into. Thes diciosune 5 requined pursuant 1o 31 US.C 1352, This information will b reported
& e Congress serml-nnually and will De available 1 public INspection, Ay person who Fais 1o file he requited CiSclasure shall be subject 1o 3 chdl penalty of not less than
10,000 2nd not mere than §100,000 for each such Tailure,

Applicant's Organization: NOG Sprint 16 Qrganization 1
Prefic: Select a predis :
Flrsthame:  Cothering
Middle Mame:
Last Hame: Seolt
Suix: Sehett @ SufT :
Signatory Autharrty Trie:
Telephane Mo

I, Catherine Scott, of my designee am hereby providing my Sknature fof this applcation = of 0624015

Erter password 1o electronically Sign assurance
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If you are not ready to submit an application, click the Save button to save the updates made to
the application

To submit an application, click the Submit button

Figure 10. The View Application page will display a confirmation message after submission

View Application

The application has been submitted

Application Information

Application Number  EL 013
Funding Opportunity Name ty Grant Program Spont 16
Funding Opportunity Numbar  [HS .01
Application Status S
Application Submission Date L6

Cenfication Regarding Lobbying

SPLL

SF.azan Applicant Information

Legat Nome  NOG Spant 16 Omanization 1

NOTE:

= You must be the Authorized Official in the Contacts section for the application to sign and
submit it the application

» To print the application you must print using you internet browser print option
»= Once the application is submitted, you will not be able to edit the application
Questions?

For additional assistance using the ND Grants, please contact the ND Grants Service Desk at 1-
800-865-4076 or NDGrants@fema.dhs.gov. For programmatic or grants management questions,
please contact your Program Analyst or Grants Specialist.

ND GRANTS Service Desk
Monday — Friday | 9:00 a.m. — 6:00 p.m. EDT | 1-800-865-4076 | NDGrants@fema.dhs.gov
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