ND GRANTS QUICK REFERENCE GUIDE
Submitting Applications After Initial Review

Quick Reference Guides (QRGs) provide step-by-step instructions to assist you in using the
Non-Disaster Grants (ND Grants) system. This QRG describes how to submit an application
in ND Grants after initial Program Manager review.

Introduction

Applicants will be notified via emall 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.

ND Grants () PendingTasks v = Appfications v | Granis'v  Administration v

IManage Applications

vwwercome to ND Grants

Loggedinias: ndg_grantee3

Figure 1. Click the Manage Applications link to open the Application Administration page
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SUBMITTING APPLICATIONS

Click the Update Application icon in the Action column for the application pending submission.

Application Administration
10 z records per page Showing 61 to 70 of 164 entries (filtered from 23,607 total entries) Search:  DHS-15

4 Application Funding Opportunity Application Last
Number Funding Opportunity Name Number Organization State Updated  Action

EMW-2015-BG-APP- FY15 12c Intercity Bus Security Grant Program DHS-15-GPD-027-000-01 NDG 12c Grantee Test Org 2 Declined

00067

EMW-2015-BG-APP- FY15 12c Intercity Bus Security Grant Program DHS-15-GPD-027-000-01 NDG 12c Grantee Test Org 2 Pending ]

00068 Submission

Figure 2. Click the Update Application button to open the Update Application page
Note
= To reduce the number of applications, type the application number into the Search box to filter for the desired
application

= Applications pending submission have Update Application and Delete icons in the Action column, as they
require additional information to be entered by the applicant
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SUBMITTING APPLICATIONS

Step 3

To complete the application, scroll through each section on the Update Application page and complete all fields. Begin

To update the Congressional District, type the state abbreviation and the available congressional districts will appear
in a dropdown.

SF-424 Information

Project Infarmation

Projpest Trie Tes) Descriplive Tiike of Applicants Projec
Program'Praject Congressianal ® FA03 a
Districts
Proposed 5tart Date [ e ) 2 = Froposed End Date L e =
Areas Affecied by Froject (Crties,
Counbes, SLates, eic.)
Estimated Funding
Funding Source Estimated Funging {3)
Fenderal Funding 510000000
Appiicant Funding 530,000 00
State Furdding £5,0000.00
Local Funding £7.000.00
Qi Funding S5, 000000
Progran Indome Funding 53.000000
Tatal Funding  $%1,000.00
Is application subjest to review by Progeam i not covered by .0, 13372 o |®
state under the Execulive Order
12372 process?
I= applicant delinquent an any O wes @ Mo
federal debi?

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

Step 4

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.

Contacts
Contact Search for a Contact v +
Contact Authorized Official Signatory Authority Primary Contact Secondary Contact Action
User3, NDGrants O] 9] 0] [l ]

FEMA-GPD-Systems-TDL@FEMA.gov

Userd, NDGrants ] - 9] i
FEMA-GPD-Systems-TDL@fema.gov

Figure 4. Add contacts to the Contacts section and assign roles

Note
= The contact designated as the Signatory Authority does not need to be an ND Grants system user. The

Authorized Official must be a ND Grants system user and have the Authorized Official role within the
organization
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SUBMITTING APPLICATIONS

Step 5

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.

SF-424A

Ul Mumder a0 B 000

i i Expirabon Date 00250014
Budget Information for Mon-Construclion Programs Buardhon Sty

Grar Prégean Tt Sodeny Grat Poagra™ CFOA NumEs SEOLT
Bared 16

Budigel Gopect Class Amound
Perrorned

Frovgs Davasiy

Trard

Coqupmert

Sl

Gt atnas
Conning ta

Crret

Taaal Dinkdt Chargel
Indeg] Chargpes
Dustprl Sxageny Total

HomrFederal Relources Amouni
At

Siate

(%rra)

Tenal Hisn-Feciral ReTourced

Figure 5. Complete the SF-424A section of the application
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SUBMITTING APPLICATIONS

Step 6

To add an attachment to the application, click the Add Attachment button. Add atitle and description for each attached
document.

Attachments
ATzched Decumants Tike Dascriptson Arached Oy Created Dyte Achan
rEADDiCa%ion wml I 157
GranAppication x Grantappte 2% xrhl Suberimed in Grants oo PRI CORRAIN S RNk
SEI3 7 1-AGGSCNAPTOe] Tine- - : I Sysberm Ulser  CET22005 10030 Q400
12306 F o T R rana ST as bers Gocx SPL_2_1-AaancaalPn Submiled In Granis gov
SFaM 2 141235 - i Fysbemn Ltoer CE232015 10030 -04.00
Ty SR 2 11735 Twenh ubmEe e
Taveriy THOULEHECRALa 161 S0 421155 Twens SubmEied In Cranks gav
SFa A297- -
SFE24_2 11237 SFAZ4_2_19237.Congn Submied In Grans. gov SystemUser  DG222015 10050 04:00

Congressionatasing sProday 20148 xis

Figure 6. Add any necessary attachments in the Attachments section

Note

= You can upload Investment Justifications as attachments

Step 7

In the Assurances and Certifications 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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SUBMITTING APPLICATIONS

Certification Regarding Lobbying

Status Pending

Certific ation for Contracts, Grants, Loans, and Cocperalive AQreements

Thes undersigned Cemifies, b he Dest of Dif O her ki ie00e and Deber, tha

(1) N Federal appeopriated funds have been paid of will ba pald, By of on behalf of the undersigred, 1o any person for influencing of attemgling to infuente an officer of
emgiryee of an agency, a Member of Congress, an offer or employes of Congress, or an empioyee of a kiember of Congress in connexction with the awanding of any
Fsdiral Contrac, the maaking af any Federal grar, e making af any Feteral laan, e enenng inlo of afy Cooperatg dgneement, and IHe exlensian, continualion, renewal,
AMENAMERL OF MGASCAlon of ary Federal Conlract, §ranl, Ian, of COoperalive doreemen

{2} i arry Tunds oiher than Federal appropnated funds have been pakd or will be pakd iz any persen for infuencing of atlempting o Infuence an oficer or employes of any
agency, a Member of Congress, an officer of empioyee of Congress, of an employee of a Member of Congress in conneclion with this Federal contract, grant, loan, or
COOparalive Agreemen, the undersikned Shal complele and submil Standard Fomm-LLL, 'DiEckasure of Lobying Acivilies " in dccordand® wilh B35 ing I Bons.

{3} The undersigned shall reguine that the language of This ceffication be incheded in the award documents for all subaeands al all bers (incheding subcontracls, subgrants,
and contracts under grants, koans, and cooperative agrecmenis) and that all subreciphents shall certify and Gsclose accondingly. This certification 5 a matenal representalion
af facl upan which rekanc e was placed when tis insaclion was made of énlefed o, Submission of (s cenification is & prerequisie for making o enleding ik this
transaction imposed by seclion 1382, tithe 31, LS. Code. Any person who Tails 1o file the required cedtification shall be subject 1o a civil penally of net less than 510,000 and
ot mane than 5100000 for each such failure.

Statemient 1of Loan Guaranlses and Loan Insurance
The undersigned stales, to the best of his or her knowhsdge and beded, thalt

Iy Tunis hang: Bt ko will B paki 1 any persen 1or Infuent ing & SNEmpang 1o Influénde an aMcer of empioyes of any agency, 3 Member of Cangress, &n omoer o
erpkeyee of COngress, of an empioyee of 3 Member of Congress in connection with this commiment providing for the United Sates 1o inswe of guarantes a loan, the
undersigned shall compiele and submé Standard Form-LLL, 'Desclosure of Lobéying Activities,' in accordance with its nstructions, Submission of this stalement is a
prenequisie for making o entering into this Iansaction imposed by sechon 1352, te 31, US. Code. Any person wha Tais to file the reguinsd statement shall be subject ioa
il penafy of ol kess than S10,000 and nod mane than $100,000 for sach suth failure.

A nt's Orga jan: WOG Speinl 16 Cuganizaton 1

Prafix Sadect & prefix .
FirstNamg:  one
Middlie Mame:
LastMame: 0
Suic Select 3 suffix =
Signatory Autharity Tele:

I, Cathedine SColt of My detayhes am Nerely providing my Sonabse fof IS podcation as of 08/24r2015
Entef pasaward to electnonically Sign assurance Sign ASSUrance

Figure 7. Complete the required fields and click the Sign Assurance button
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SUBMITTING APPLICATIONS
SF-LLL

OMB Number 03450025
Expiration Date 123172013

Disclosure of Lobbying Activities Burdin Sttemiet

status Pencng
O

Form Not Applicable to Application
Name and Address of Reporting Entity:

Hame
Street1
Street2
City

State Sciettastale -
Zip

REGIMAten reGuested theough this fa6m IS auhoned by e 31 US.C. secbon 1352, This diseibture of Sobbying 2ctvilies 5 3 matend! representation of 12l upon whith
CEANCC WS PRICd by Ihe tier 2D0ve when the Uransachion was made of entered I, Ths daglosure i required pursuant 1o 31 US.C. 1342, This Informaton wil be reporied
0 the Congress semi-2nnually and will be Jvailabie 6 publt Indpeebea, Anry pérscnwhd Lais 1o Mie e réquirnéd Cigiosure shall bé subjectio 3 chal pénalty of not Jess than
10,000 2nd not mece than $100,000 for cach such fallure,

Applicant's Organization; HOG Spunt 16 Organizaten 1
Prefix: Selecta pref :
FirstName:  Comernine
Middle Name:
LastMame:
Suifix: Seict a st '-.I
Signatory Authonty Tide:
Telephone No:

I, Cathering SCOtL, O My C2signae am harely provsdng My Sinature fof this apphe ation as of 062412015

Enter password 1o ¢lectroniCally sign assurance

Figure 8. Complete the SF-LLL section of the application
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SUBMITTING APPLICATIONS

Step 8

If you are not ready to submit, click the Save button to save your updates

button.

View Application

Applcatien Informatien The apjlicalion has been subritiad
Applicant Infarmatian

SF-424 Intermation

Combard: i i H
i Application Information
SFE-A28A,
SF.E30 Application Number  EMW-2015-85APP.00013
Funding Opportuniy Mame  F¥ 15 Homekend Seounty Grant Progeam Sponl 16
Altachments Funding Opportunity Numbar [OHS-1 8-HSGP-06T-00-01

Application Stams  Sunmied

Centication Reganding Loty
-l r0g Application Submission Date  DEEWEINS

SF.4340
SFa340 Applicant Information

Histony
Legai Name KOG Speint 16 Omanization 1

. To submit the application, click the Submit

Figure 9. The View Application page will display a confirmation message after submission

Note

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

application

= To print the application, you must print using your internet browser’s print option
= Once the application is submitted, you will not be able to edit the application

Questions?

For additional assistance, please contact the ND Grants Service Desk. For programmatic or grants management

guestions, please contact your Program Manager or Grants Specialist.

Learn more at fema.gov
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