TIPS & PEARLS FOR SUCCESSFULLY COMPLETING THE 

CONTINUATION APPLICATION

1. Read through the ENTIRE Continuation Application before beginning
· Sections that apply and sections that don’t apply

· Special Instructions

2.  Collect all necessary paperwork and data in one place before starting
· Participant sign in sheets

· List of activities/classes

· Data submission feedback

· Budget figures

3.  Give yourself LOTS of time for reviews and rewrites
· Don’t wait until the next to the last minute

4. Follow all instructions and directions for completing the Continuation
Application
· Even if the directions seem redundant and trivial
· Every section and question has a purpose

· Pay close attention to the Budget and Budget Justification Narrative section

5.  Make note of, and address, any specific directions
· Dates and numbers requests may be specific
· Attempt to keep to the maximum page requirements

6.  Use the “Cut and Paste” buttons judiciously
· Especially in the INTERIM PROGRESS REPORT and WORK PLAN sections

· Important to accurately describe what you have done and what you plan to do

that is different (or the same) from previous years

7. DO NOT assume that the reviewer will “read between the lines”
· “If it is not written down, it didn’t happen.”

8. Provide all requested and required attachments
· Be sure to label all pages with your Program Name and Grant Number

9. Be as SPECIFIC as possible
· Especially with examples

· But, remember the page limitations

· OK to use attachments if need extra space 

10. Have at least 1 or 2 other individuals familiar with your Program review 
      your Continuation Application before submitting
· That’s one of the reasons to give yourself extra time
· Be sure to check for grammar and typo errors
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