Appendix 1:  FY2010 SDPI Application Checklist

For Funding Opportunity HHS-2010-IHS-SDPI-0001
Part A: Get Ready to Apply

	Step
	1.0 Getting Ready to Apply – Team Work

Work with your SDPI Team to do the following activities.
	Resources
	Completed?

	1.1 
	Complete web-based training “Program Planning and Evaluation.”
	DDTP Webpage

	□

	1.2 
	Calculate current diabetes burden in your community.
	RFA
	□

	1.3 
	Review the 2009 IHS Diabetes Best Practice Documents.
	DDTP Webpage

	□

	1.4 
	Review your 2008 and 2009 IHS Diabetes Care and Audit Reports.
	DDTP Webpage

	□

	1.5 
	Get commitment from organization leader to be involved in SDPI work.
	RFA
	□

	1.6 
	Make sure your organization is current with OMB A-133 required Financial Audit Reports. .
	RFA

+ Instructions

Federal Audit Clearinghouse Website

	□


	Step
	2.0 Getting Ready to Apply – Get Registered
Register your organization to submit an application on Grants.gov.
	Resources
	Completed?

	2.1 
	Either confirm or obtain a DUNS number for your organization.
	DNB Webpage

	□

	2.2 
	Either confirm current registration or renew your organization’s registration on the Central Contractor Registry (CCR).
	CCR Webpage

	□

	2.3 
	Either confirm current registration or register your organization with Grants.gov.
	Grants.gov Webpage

	□

	2.4 
	Make sure you are an Authorized Organization Representative (AOR) for your organization on grants.gov.
	Grants.gov Webpage

	□


Part B: Prepare Your Application

	Step
	3.0 Preparing Your Application – Obtain Materials
Get the application package and instructions from the Grants.gov website.
	Resources
	Completed?

	3.1 
	Download the Application Package and Instructions, using the CFDA Number: 93.237.
	Grants.gov Webpage

	□

	3.2 
	Carefully read the RFA and Instructions before anything else.
	RFA

+Instructions
	□


	Step
	4.0 Preparing Your Application – Forms and Documents
Complete all forms and prepare required documents off-line. Attach the necessary documents to your application package.
	Resources
	Completed?

	4.1 
	Complete form SF-424.
	Instructions for SF-424

	□

	4.2 
	Complete form SF-424A.  In Section A, fill out row 1; in Section B, fill out column 1.
	Instructions for SF-424A

	□

	4.3 
	Complete form SF-424B.
	Instructions for 424B

	□

	4.4 
	Complete Key Contacts Form with information for Program Coordinator. Note that this form appears in the Optional Forms section of the application package.
	RFA

+Instructions
	□

	4.5 
	Complete Disclosure of Lobbying Activities (SF-LLL) Form    (if applicable)
	Instructions for SF-LLL (see page 2)

	□

	4.6 
	Prepare Project Narrative.
	RFA

+Instructions
	□

	4.7 
	Prepare Budget Narrative.
	RFA

+Instructions
	□


	Step
	5.0 Preparing Your Application – Mandatory Documents
Prepare required documents and attach them to your application package by using the Other Attachments Form.
	Resources
	Completed?

	5.1 
	Obtain a Letter of Support or Tribal resolution
	RFA 
	□

	5.2 
	Get a copy of your 501 (c)(3) Certificate (Urban Programs only)
	RFA 
	□

	5.3 
	Get copies of your 2008 and 2009 IHS Diabetes Audit Reports
	DDTP Webpage

	□

	5.4 
	Prepare MOA (If sub-contracting with Federal facility)
	RFA
	□

	5.5 
	Biographical sketches for all Key Personnel
	RFA
	□

	5.6 
	Obtain documentation of OMB A-133 required Financial Audit for FY 2007 and FY 2008
	RFA

+ Instructions

Federal Audit Clearinghouse Website

	□


Part C: Submit Your Application

	Step
	6.0 Submit Your Application – Electronically via Grants.gov
Submit your completed application package via the internet to Grants.gov.
	Resources
	Completed?

	6.1 
	Print out and review your entire application package, including completed forms and documents.
	RFA

+Instructions
	□

	6.2 
	Upload completed application package electronically via Grants.gov
	Grants.gov Webpage

	□

	6.3 
	Track status of your application on Grants.gov
	Grants.gov Webpage

	□


	Step
	7.0 Submit Your Application – Paper Application
After you have obtained a written waiver approval response from the Chief Grants Management Officer, you may submit a printed paper application directly to the Division of Grants Operations (DGO). A waiver must be received prior to submitting a paper application.
	Resources
	Completed?

	7.1 
	Print out and review your entire application, including completed forms and documents.
	RFA

+Instructions
	□

	7.2 
	Prepare your application package.
	1. Application Forms on DGO Webpage

2. Part B of this checklist
	□

	7.3 
	Submit your paper application to DGO as instructed in the RFA. Include a copy of your approved waiver in the package with your paper application. It is very important that you adhere to the paper submission instructions and timelines that will be stated in your waiver approval response.
	RFA
	□


� http://www.diabetes.ihs.gov/index.cfm?module=trainingWebBased


� http://www.diabetes.ihs.gov/index.cfm?module=toolsBestPractices


� http://www.diabetes.ihs.gov/index.cfm?module=resourcesAuditConducting


� http://harvester.census.gov/fac/


� http://fedgov.dnb.com/webform


� http://www.ccr.gov


� http://www.Grants.gov/applicants/get_registered.jsp


� http://www.Grants.gov/applicants/get_registered.jsp


� https://apply07.grants.gov/apply/forms_apps_idx.html


� http://www.grants.gov/assets/Forms/SF424Instructions.pdf


� http://www.grants.gov/assets/Forms/InstructionsSF424A.pdf


� http://www.grants.gov/assets/Forms/InstructionsSF424B.pdf


� http://www.whitehouse.gov/omb/grants/sflllin.pdf


� http://www.diabetes.ihs.gov/index.cfm?module=resourcesAuditConducting


� http://harvester.census.gov/fac/


� http://www07.grants.gov/applicants/apply_for_grants.jsp


� http://www07.grants.gov/applicants/apply_for_grants.jsp


� http://www.ihs.gov/NonMedicalPrograms/gogp/index.cfm?module=gogp_forms





