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Office of Minority Health
Resource Center

Dedicated to improving the health of  racial and 
ethnic minority populations.

The Office of  Minority Health Resource Center is a one-stop 
portal for minority health literature, research and referrals for 
consumers, community organizations and health professionals. As 
the nation's largest repository of  information on health issues 
specific to African Americans, American Indians and Alaska 
Natives, Asian Americans, Hispanics, Native Hawaiians and Pacific 
Islanders, the Resource Center offers a variety of  information 
resources, from access to online document collections to database 
searches to customized responses to requests for information and 
assistance.
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Presenter
Presentation Notes
The Office of Minority Health Resource Center is a one-stop portal for minority health literature, research and referrals for consumers, community organizations and health professionals. As the nation's largest repository of information on health issues specific to African Americans, American Indians and Alaska Natives, Asian Americans, Hispanics, Native Hawaiians and Pacific Islanders, the Resource Center offers a variety of information resources, from access to online document collections to database searches to customized responses to requests for information and assistance.
Capacity Building
The Resource Center provides technical assistance designed to increase the strength and competence of health care agencies and programs, especially those that focus on HIV/AIDS in underserved communities. Examples of the type of assistance we provide include communications, community outreach and program design.
Information Services
Resource Center staff research and respond to telephone, e-mail and mail inquiries from the public. Examples of information we can assist with include database search results, funding sources and the most current data specific to a variety of health conditions and issues affecting racial and ethnic minorities.
Knowledge Center
The Knowledge Center is the largest dedicated repository of health disparities information in the nation, with a collection of 50,000 documents, articles, reports, books, journals and media related to the health status of racial and ethnic minority populations. The library collection also includes sources of consumer health material in more than 35 languages.



Overview

• Participating in the federal procurement process
• Finding funding opportunities (grants.gov and others)
• Critical elements of proposals 
• Strategies to successfully compete in federal procurements
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Presenter
Presentation Notes
First steps federal grants
What are the basics for even applying for awards, Plan on two weeks before a proposal is due.

Funding Notices past, present and future

Review the critical elements of proposals and grants
These basic guidelines will help you with any proposal writing, but today, we are focusing on federal funding competitions.

Discuss strategies related to federal competitions
Overall, the federal government is looking very specifically at your proposal – we’ll discuss what they are looking for – and, therefore, what you should include.




Common Acronyms
FOA Funding Opportunity

Announcement
NAICS North American Industry

Classification System

RFA Request for Applications CBO Community-Based 
Organization

RFQ Request for Quotations FBO Faith-Based Organization

RFP Request for Proposal MOU Memorandum of 
Understanding

LOI Letter of Intent FTE Full-Time Equivalent
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EIN Employer Identification 
Number

SAM System for Award 
Management

TIN Taxpayer Identification 
Number

AOR Authorized Organizational 
Representative

DUNS Dun and Bradstreet (D&B) 
Data Universal Number 
System

E-Biz 
POC

E-Biz Point of Contact

Presenter
Presentation Notes
Some Acronyms that are often included in Funding Announcements.

Go through each

Emphasize Letter of Intent. Often, you MUST submit the LOI with the required information by the deadline in order to be eligible to apply for a particular grant. Make certain to read instructions carefully.

The NAICS industry codes define establishments based on the activities in which they are primarily engaged.  NAICS codes are also used for administrative, contracting, and tax purposes.  NAICS is production oriented (not product oriented) and categorizes businesses with others that have similar methods of production. To receive: http://www.census.gov/eos/www/naics/




Types of Federal Funding
Grants are given to organizations for stated purposes or activities to be carried 
out without substantial sponsor involvement.

Cooperative agreements provide assistance and establish relationships between 
organizations and the sponsors, in which both parties pursue stated purposes or 
activities. Substantial sponsor involvement is expected.

Contracts are purchase arrangements where a government agency "buys" goods 
or services from an organization or an individual to fulfill the agency's 
responsibilities.

Block Grants are flexible programs that provides communities with resources to 
address a wide range of unique community development needs
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Presenter
Presentation Notes
The government has several funding instruments. 

As each funding announcement is made, the federal government has already decided how it will execute those funds: as a grant, a cooperative agreement, or a contract.
[Describe each]

Most of the current awards to nonprofits are either grants or cooperative agreements at this point. The government selects which instrument to use depending upon the amount of “substantial involvement” they will have in the execution of the agreement.

As cities, towns and counties are aware – Federal block grants – 
Social Services Block Grant: funding provided to States to provide social service programs such as child and adult daycare, protective services, substance abuse counseling, independent living, employment services, and transportation to individuals. States which receive this grant are responsible for their own funds and the determination as wo who will receive funds.
Food Stamps Block Grant A Block Grant that replaces food stamps for as many as 5 states.
Temporary Assistance to Needy Families This Block Grant is used to help needy families with children. Its primary purpose is to allow children to stay at home with their guardians.
Housing: This block grant is given in lieu of Section 8 vouchers, providing instead the Flexible Voucher Program relevant to public housing agencies.
Mental Health Block Grant Also known as the MHBG, has provided millions of dollars for states to use in treaing mental illness. And since 1986, states have been required to involve State Mental Health Planning Councils which include family members and “non-treating” professionals to help put together effective and comprehensive plans for treatment and care of patients.
The New Freedom Program A Block Grant that assists with alternative means of transportation for people who have disabilities.
The Indian Housing Block Grant offers aid to low-income American Indians and Alaska Natives specifically for housing. It is awarded to tribes in order to make housing an affordable option.




Participating in the 
Federal Procurement 
Process
Part One

6



Basics to Register
• EIN/TIN
Used for federal tax reports/obtained from IRS
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http://www.irs.gov/Businesses/Small-Businesses-
&-Self-Employed/Apply-for-an-Employer-
Identification-Number-(EIN)-Online

http://www.irs.gov/Businesses/Small-Businesses-&-Self-Employed/Apply-for-an-Employer-Identification-Number-(EIN)-Online


DUNS Number
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https://iupdate.dnb.com/

Presenter
Presentation Notes
Dunn and Bradstreet has updated its page where you apply for a D-U-N-S number. Go to iUpdated and first find out if you company, or non-profit has a DUNS number, then it will take you through applying, or updating your information.

https://iupdate.dnb.com/


Register at SAM

Organizations must:

• Register in the System for Award Management: www.sam.gov

• Allow 5 business days for the registration to be processed

• Designate various Points of Contact 

After receiving your registration you’ll need to wait one day before you can go on grants.gov. 

Helpful video: 
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https://www.youtube.com/watch?v=IuFGM9H0gPI

Presenter
Presentation Notes
Key points

All federal contractors from Lockheed Martin to the smallest nonprofit group must be registered in the System for Award Management. This system was formerly called CCR.
You will need your EIN, DUNS number, and contact individuals to register in SAM.
Once registered in SAM, you will be able to register in grants.gov.

NOTE: Once staff have registered in SAM – share the information. If someone leaves, or forgets their password it is cumbersome to get a new one, or replace an individual.
Do this NOW, start TODAY!

What you will need to get a user account:
1st and last name of Point of Contact, may be called the Authorized Organizational Representative
Email
Phone#
Country (some problems with US territories and affiliated islands)
Username
Password
3 questions

NOTE: CCR was changed to SAM in July 2012. They have several youtubes, just go to youtube and search for System for Award Management
Notes of caution:

IF you already registered in CCR (with your EIN and DUNS) number, you will need to update your information to SAM. Go in now and do this.

NOTE: Registering for SAM just requires information about your organization. This service is free. Be careful, if you google “SAM government,” fee-based services will come up first in your search results.
do not go to:
www.uscontractorregistration.com 
www.governmentcontractorregistration.org 
www.federalcontractorregistry.com/sam unless you really do want to pay someone else to register for you.  


http://www.sam.gov/
https://www.youtube.com/watch?v=IuFGM9H0gPI


NAICS 
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https://www.census.gov/cgi-bin/sssd/naics/naicsrch?chart=2012

62 Health Care and Social Assistance

624 Social Assistance

6241 Individual and Family Services

62411 Child and Youth Services

624110 Child and Youth Services

62412 Services for the Elderly and Persons with Disabilities

624120 Services for the Elderly and Persons with Disabilities

62419 Other Individual and Family Services

624190 Other Individual and Family Services

6242 Community Food and Housing, and Emergency and Other Relief Services

62421 Community Food Services

624210 Community Food Services

62422 Community Housing Services

62422 Community Housing Services

Presenter
Presentation Notes
North American Industry Classification System
When you enter your information in SAM that will want to know what your core work is. Defined by NAICS codes. Set up by OMB, the Bureau of Economic Analysis, Bureau of Labor Statistics and the Census Bureau. Re-examined every 5 years.

These are sample NAICS codes here. Please use the 6 digit number. 

https://www.census.gov/cgi-bin/sssd/naics/naicsrch?chart=2012


Register at Grants.gov
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Presenter
Presentation Notes
OK, FIVE days have passed since you registered for SAM.

So, armed with your EIN, your DUNS, and your SAM registration, you are ready for grants.gov 

What is Grants.gov? – its: 
Where you will find most grants and cooperative agreements (and some contracts) notices issued by the federal government.
It provides any updates for you on the funding announcements.
It is where you will respond to those announcements.

Once again, you will be required to register individuals to be your Points of Contact (POC). Choose carefully, and make certain everyone knows the information for accessing.




Key Points from Part One

• Register NOW with all federal contractor systems
• SAM.gov
• grants.gov

• Review your AORs or POCs and password/questions
• Save in a safe place all AORs or POCs and 

passwords/questions
• Review your NAICS, include ALL applicable NAICS
• Watch the videos; call the help lines
• You can do this yourself –don’t hire outside help
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Presenter
Presentation Notes
Make certain your information is up-to-date and MATCHES your current staff:
Reasons applications are accepted – cited as common:
AOR is not approved as E-Biz Point of Contact
AOR is not available to submit the application




Finding Federal Funding 
Opportunities 
(grants.gov and other important sites)
Part Two
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Learn about Grants.gov

Presenter
Presentation Notes
Both SAM and grants.gov have excellent help desks. Call them, they will help you complete your applications (not fill out forms, but make certain you have the correct content).
Remember that the help desks are extremely busy on the days that applications are due. ALWAYS submit 24-48 hours early – to make certain that your application has been filed correctly, well before a deadline.

If you do have problems submitting your application, the help desk will give you a tracking number. Make certain to keep that tracking number with your materials.

Before you submit your application, or even start preparing it, view this is a presentation that Grants.gov has on its website. It will provide even more detailed instructions to guide you to complete and submit an application.



Grants.gov
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Presenter
Presentation Notes
You can search in a variety of ways … by key word, funding instrument type (i.e., grants only) or agency.

If you know of an opportunity in particular, search by Catalog of Federal Domestic Assistance number – CFDA. That will take you directly to the opportunity.



Search Grants.gov
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Presenter
Presentation Notes
You can search in a variety of ways … by key word, funding instrument type (i.e., grants only) or agency.

If you know of an opportunity in particular, search by Catalog of Federal Domestic Assistance number – CFDA. That will take you directly to the opportunity.



Search Closed Opportunities
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Presenter
Presentation Notes
You can search in a variety of ways … by key word, funding instrument type (i.e., grants only) or agency.

If you know of an opportunity in particular, search by Catalog of Federal Domestic Assistance number – CFDA. That will take you directly to the opportunity.



Search City or Township Opportunities
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Presenter
Presentation Notes
You can search in a variety of ways … by key word, funding instrument type (i.e., grants only) or agency.

This search is for Nutrition, for City or Townships and selected funding by HHS agencies – excluding NIH. You can see which agencies were selected at the top.



Grant Opportunity - Synopsis
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Presenter
Presentation Notes
These are Food and Nutrition RFPs that have come out lately.

Note Agency, Open Date/Close Date – do you have time to apply?



Grant Opportunity – Synopsis (con’t) 
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Presenter
Presentation Notes
These are Food and Nutrition RFPs that have come out lately.

Note Agency, Open Date/Close Date – do you have time to apply?



Grants Opportunity – Version History 

Presenter
Presentation Notes
Go to the award to check for changes – they will be at the bottom under Synopsis Modification History. You can also sign up to receive alerts, but I like to go to the page myself. Usually, if there have been several modifcations, grants.gov will make you check that you received each one of them.

Check this daily – if changes come out – then come here. If answers to common questions come out, they show up here.

Contact person, do contact if you are having problems accessing information. Remember that the contact person can only answer certain questions. They can answer, 
I see form XYZ is recommended, 
where do I find it if it isn’t in the application?
I’m applying from Boston, but it is not one of the target areas?
I want to work with one particular group of you, is that allowed?

If a question is important to all potential grantees, they will usually publish a list of common questions and their answers.

They can not answer questions that guide you on how to design your program, for example: 
We can’t decide whether to implement one-on-one counseling or group therapy – what would you suggest?

Grants.gov will also tell you when calls are. Be on all calls –  listen to the call archive if you missed the call. Calls let you know key information and clarify sections of the RFP that didn’t make sense. If you are on a call, you’ll also know who are your competitors are – and you might find a potential partner.

Finally, Grants.gov allows you to test your system for compatibility – make certain you test your system prior to the submission day. If you are not particularly computer savvy, but do have computer staff, then have them on hand the day you make your submission. You will need a compatible version of Adobe Reader (can get from the download software at Adobe Reader).



Grants Opportunity – Related 
Documents 

Presenter
Presentation Notes

Grants.gov will also tell you when calls are. Be on all calls –  listen to the call archive if you missed the call. Calls let you know key information and clarify sections of the RFP that didn’t make sense. If you are on a call, you’ll also know who are your competitors are – and you might find a potential partner.

Finally, Grants.gov allows you to test your system for compatibility – make certain you test your system prior to the submission day. If you are not particularly computer savvy, but do have computer staff, then have them on hand the day you make your submission. You will need a compatible version of Adobe Reader (can get from the download software at Adobe Reader).



Grants Opportunity - Package

Presenter
Presentation Notes
Go to the award to check for changes – they will be at the bottom under Synopsis Modification History. You can also sign up to receive alerts, but I like to go to the page myself. Usually, if there have been several modifcations, grants.gov will make you check that you received each one of them.

Check this daily – if changes come out – then come here. If answers to common questions come out, they show up here.

Contact person, do contact if you are having problems accessing information. Remember that the contact person can only answer certain questions. They can answer, 
I see form XYZ is recommended, 
where do I find it if it isn’t in the application?
I’m applying from Boston, but it is not one of the target areas?
I want to work with one particular group of you, is that allowed?

If a question is important to all potential grantees, they will usually publish a list of common questions and their answers.

They can not answer questions that guide you on how to design your program, for example: 
We can’t decide whether to implement one-on-one counseling or group therapy – what would you suggest?

Grants.gov will also tell you when calls are. Be on all calls –  listen to the call archive if you missed the call. Calls let you know key information and clarify sections of the RFP that didn’t make sense. If you are on a call, you’ll also know who are your competitors are – and you might find a potential partner.

Finally, Grants.gov allows you to test your system for compatibility – make certain you test your system prior to the submission day. If you are not particularly computer savvy, but do have computer staff, then have them on hand the day you make your submission. You will need a compatible version of Adobe Reader (can get from the download software at Adobe Reader).



Grants Opportunity – Package 
(cont.)

Presenter
Presentation Notes

Finally, Grants.gov allows you to test your system for compatibility – make certain you test your system prior to the submission day. If you are not particularly computer savvy, but do have computer staff, then have them on hand the day you make your submission. You will need a compatible version of Adobe Reader (can get from the download software at Adobe Reader).



Additional Federal Funding 
Opportunities Sites

Grants.gov is a key repository
• FedBizOpps.gov, Business.usa.gov
• Agency Websites - SBA
• State Websites
• Subscribe to Newsletters

Presenter
Presentation Notes
How do you know what funding is available:

FedBizOpps.gov is the single government point-of-entry for Federal government procurement opportunities over $25,000. Government buyers are able to publicize their business opportunities by posting information directly to FedBizOpps via the Internet. Through one portal - FedBizOpps (FBO) - commercial vendors seeking Federal markets for their products and services can search, monitor and retrieve opportunities solicited by the entire Federal contracting community.



Specific 
Agency 
Forecasts

• EPA Grant Competition Forecast for Calendar Year 2016: https://www.epa.gov/grants/epa-grant-competition-forecast-calendar-year-
2016

• HUD NOFA FORECAST: http://portal.hud.gov/hudportal/HUD?src=/program_offices/administration/grants/fundsavail

• HHS Grants Forecast: 
https://forecast.grantsolutions.gov/index.cfm

• DOL/ETA: Upcoming ETA Funding Competitive 
Opportunities (updated monthly): 
https://www.doleta.gov/grants/pdf/ETA_Funding_
Opportunities.pdf

Presenter
Presentation Notes
Review often forecasts can be very unpredictable – usually come out later than expected.

https://www.epa.gov/grants/epa-grant-competition-forecast-calendar-year-2016
http://portal.hud.gov/hudportal/HUD?src=/program_offices/administration/grants/fundsavail
https://forecast.grantsolutions.gov/index.cfm
https://www.doleta.gov/grants/pdf/ETA_Funding_Opportunities.pdf


Newsletters

Presenter
Presentation Notes
Review often forecasts can be very unpredictable – usually come out later than expected.



Key Points from Part Two
• Watch the videos – call the help lines
• Be vigilant – go directly to pages – refresh, make certain 

you are aware of all updates and have the current 
versions

• Be on all calls, review all FAQs or Response to Questions
• Test your system for compatibility long before the 

submission date
• Make certain that your AOR is around on the filing date/ 

make certain that IT is around on the filing date.
• File before due date.
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Presenter
Presentation Notes
Make certain your information is up-to-date and MATCHES your current staff:
Reasons applications are accepted – cited as common:
AOR is not approved as E-Biz Point of Contact
AOR is not available to submit the application




Critical Elements of 
Proposals
Part Three

29



Basic Elements of a Proposal
• Abstract/Executive Summary
• Organizational Summary

• Mission Statement
• Past Capability

• Program Narrative
• Work Plan
• Evaluation Methodology
• Budgets & Fiscal Responsibility
• Attachments
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Presenter
Presentation Notes
These elements apply inside or outside of Federal work. In the next section we’ll speak specifically to Federal preferences, but in this section, it is proposal basics.



Abstract/Executive Summary
Summarizes the entire proposal and includes:
• Name of agency, the title of project, the “why us” 

factor
• A brief – but thorough – project description
• Partnerships involved, target population, goals and 

objectives, total budget
• An overview of the benefits and features of our 

solution and the various parts that make up our 
proposal
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Presenter
Presentation Notes
 Summarizes the entire proposal – include:
Name of agency, the title of project, the “why us” factor
A brief – but thorough – project description
Partnerships involved, target population, goals and objectives, budget # (total cost)
An overview of the benefits and features of our solution and the various parts that make up our proposal

Can’t emphasize enough to make a clear statement of “why us.”

What it is not:
A place to provide a thorough examination of issue
A place for unique information—
Extraneous words – usually only 1 page long – review restrictions.

Two reasons to write a good summary:
1. It builds anticipation in the reviewer – a good abstract means a good proposal follows
2. The summary may be used when the the government references your program, so it should reflect well on your program.



Organizational Summary
• Past Performance

• Federal government has a standardized form
• Staff Qualifications

• Leadership, its qualification, how involved in this 
work

• Staff experience doing this type of work
• Education background/Almost CV

• Experience with this community
• Experience managing this type of award
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Presenter
Presentation Notes
Even if CVs are attached, make certain to link your summary information of staff to the needs identified within the scope of work – do they need CHWs who speak Hmong? Point out that both your supervisor and the CHWs have worked with this population over x number of years. 

M



Organizational Summary
Past Performance

33

Name of Organization 
Evaluated

Your Organization
Name

Contract #

Name and Address of
Organization Providing 
Reference*

Date Work Began*
Date Work Ended

Name of Technical* 
Point of Contact

Contract Price*

Name of Contract Point 
of Contact *

Location of Work*

Description of Contract 
Work*

Provide substantive information here. Brag, Brag, Brag!

Relevance to  xxx [this] 
project*

A place to explain how this work is similar to the work you are doing.

Presenter
Presentation Notes
This is the normal information required when citing past performance. IF YOU ARE A SUBCONTRACTOR ON A FEDERAL award – get the Contract # so you can use it as past performance. You will need to clearly identify that this work was done in subcontract with another organization, but having federal experience is good, and should be shown. This form is often sent to the referenced contractor for their rating of your work.

If this form is not required by the funding announcement you are responding to, use the sections marked with an asterix in paragraph descriptions. Do not combine different work in the same paragraph.



Program Narrative
• Describes how the program will be implemented

• Defines service delivery and clients
• How clients will be recruited
• Order of activities and tasks

• Links suggested program to evidence-based interventions
• Identifies who will do the work
• Covers the duration and frequency of the program 

• Clearly demonstrates how activities will yield desired 
outcomes

• Identifies partnerships and collaborations
• Most federal agencies now require partnerships
• Demonstrates membership in this community

34



Work Plan

Tasks and Timelines:
• Include all activities described in narrative and 

identify in which month they will be executed.
• Include evaluation points.
• Don’t show every activity taking place at once.
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Presenter
Presentation Notes
Since you don’t know when the award will occur, chart the events by months 1, 2, 3, etc. 
Only include activities that you identified in your narrative.
Make certain that events are implemented logically over time. 
For example, if you have to recruit new staff, let’s say as Community Health Workers to work with another 10 families per week. Identify both the step of time to recruit and interview new workers and train them prior to them providing services in your community.
Some events will occur every month, but others will be periodic interventions.
Make sure to include Required Reporting.




Evaluation
Evaluation is a necessary 
component of any proposal. 
Evaluation steps occur 
before, during and after a 
project is implemented. 
Evaluative methodology 
describes the client’s 
situation and the projected 
success or benefit provided 
as part of the intervention.

SMART
Objectives

Specific
There is zero confusion about what is being 

achieved. Each statement has clearly 
identified who, what, when, where and how 
many are involved.

Measureabl
e

Numerical quantities exist in each statement.

Achievable
Each activity can be monitored and 

demonstrates either process or impact.

Realistic
Demonstrates an understanding of what is 
needed to achieve your goal, factored by 
resources, time and ability

Time based
All goals/objectives should be clearly achieved 
within the timeframe of the award.

Presenter
Presentation Notes
When explaining how you will evaluated – make sure it lines ups with smart objectives.

Keys to making certain you program stands out as worthy of replication – or can be qualified as “evidence based.”
Clear goals and objectives lead to measureable outcomes.
If you need help with analysis, seek TA.
Be aware of your audience when you share results.
You can’t evaluate what you can’t (or don’t) measure.
Evaluation needs to work with your program not against it.




Budgets
• Detail all costs associated with your project.
• Link costs to program activities.
• Make sure total amounts do not exceed 

maximums

Double check your math 
– have someone else review.

• Have a budget narrative – explain how you 
came to each number.
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Presenter
Presentation Notes
I can not emphasize enough  to make certain that each activity be covered sufficiently in the budget.

Link costs to program activities, sometimes it will be required that you identify specific tasks (with their sub activities), and the budget allotted to that task.

Even if in Excel – check your formulas.

These are common elements allowed in Federal budgets.
Even if you don’t have a federal award yet, make certain that you account for Fringe and overhead. Work with your accountant to identify what your direct and your indirect costs are.
Federal often uses SF-424 and 424A

G&A General and Administrative: the portion of your indirect costs that apply to the whole operation. Overhead applies to a portion.

Budget narrative:

A Budget narrative shows how you arrived at your final numbers.

If you do not have established rates, work with your accountant to develop those rates. You will propose them in your budget, and then the agency that has awarded you funding will work with you to develop a provisional rate.





Key Points from Part Three

• Clearly present what you want to do.
• Chart when you can – show how you meet the 

criteria specifically.
• Include an evaluation methodology.
• Partner when you can/show leverage.
• Present a fair and accurate budget.
• SAVE ! SAVE! SAVE!
• READ! READ! READ!
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Presenter
Presentation Notes
What you do –
  Have an outsider read your proposal – does it show what you do?
  Be careful of state or local acronyms. 
2. Chart
  Putting criteria in a chart and show exactly how your proposal meets the stated criteria.
3. Evaluation methodology
 Keep it simple. Include the required government reporting. Make certain that your evaluation can show with your results.
4. Partner – We’ll talk more in the next section about this.
  Show leverage from other programs, from other work that you do.
5. Budget 
  Be clear.
6.  And, though we may not have said it. SAVE, SAVE, SAVE as you go!
  I’ve often used time stamps especially during the last week of proposal writing.

Include any and all requests that the funder has stipulated for any additional information related to your application. 
May include organization information:
IRS 501(c)3 letter
Staff policies
MOUs with partners




Key Strategies for 
Success
Part Four
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Effectively Responding to Federal 
Awards
• Read all instructions CAREFULLY.

• Every guideline is an absolute, not a suggestion.
• Provide only what is requested.
• Put everything in the right section.

• Understand that your proposal will be repetitive.
• Partner when possible.
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Key Sections in Federal Funding 
Announcements
 Scope of Work 
 Instructions 
 Proposal Evaluation/Review Criteria
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Scope of Work

 Describes why the federal government sees a need 
for this program
 Contains vital information about what needs to be 

accomplished – and what doesn’t
 Provides an outline – perhaps for your Project 

Narrative
Mimic the language of the federal announcement, 

but don’t copy it.
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Presenter
Presentation Notes
Example:
The government wants to improve the health of refugees in California by improving access to care, deploying community health workers, and providing community health screenings. Don’t say…

ABC Agency will improve the health of refugees in California by improving access to care, deploying community health workers, and providing community health screenings. That would be copying the announcement language.

Your narrative should explain the need for improved health in the refugee community you are targeting. Link your solutions to the need. Provide very specific details about services, types of CHWs (and their training) and the types and numbers of health screenings you will provide. Use their key words, but not their entire sentences or phrases.



Instructions
Follow all instructions:
• Eligibility
• Formatting/Layout:

• Page length
• Minimum font size allowed
• Line spacing and margins.

• Proposal order (may be in “Evaluation Factors”)
• Items to be included “Narrative vs. Attachments”

• Required forms

Follow all instructions. 
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Presenter
Presentation Notes
Eligibility Read carefully eligibility. Sometimes you must be a federally registered nonprofit – meaning you must have a 501(c)3, other times, you can’t have received this award before. Often times, you must have a history working with a specific population. Read that eligibility criteria carefully, and make certain you can apply.

Formatting: I like to create a check list that I use to make certain I’ve met their criteria. Pass this along to an internal reviewer, and make certain that you have provided (at a minimum) what is required. Most times they will put page limits on the proposal, sometimes on sections of the proposal – never exceed.
Minimum font size (mostly 12 point) – different fonts display differently – but use the size required. Keep to the line spacing – double space when supposed to. Charts and text boxes do not need to follow size requirements unless specified.

Forms. Sometimes the budget form SF-424 and SF-424A. Usually google and find the documents. Also, the disclosure of lobbying activities (Standard form SF-LLL). When you are applying through grants.gov, they will have these forms in your package. Usually, it will not allow you to submit without these forms saved, but it is your responsibility to make certain that all forms required in the federal funding notice is submitted.

Not Required, but should have. List your organization, the program name, the Federal Funding number and the date in the header of every page. People print pages, and they can get scattered. Don’t let them forget who’s written this great proposal.



Proposal Evaluation/Review 
Criteria
• Clearly demonstrates weight of each section and 

often the break down of each section
• Shape your proposal to the evaluation criteria.
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Criteria Page Count

Understanding Need 
15% 

3 pages

Program Narrative 
40 % 

8 pages

Work plan 10% 2 pages

Corporate Capability  
25%

5 pages

Budget 10% 2 pages

Presenter
Presentation Notes
Perhaps these are evaluation criteria for the proposal.

Example: (20 page limit)
Understanding Need 15% (3 pages)
Program Narrative 40 % (8 pages)
Work plan 10% (2 pages)
Corporate Capability 25% (5 pages)
Budget 10% (2 pages)

Sometimes bonus points for partnering, type of organization, working with a specific population. Get all points, and extra points!



Key Points from Part Four
• Make a checklist of requirements.

• Have someone else check your proposal against the 
checklist

• Believe the restrictions

• Shape your response to the information requested.
• Make certain you are eligible to apply.
• Identify yourself on every page.
• Partner when it provides the best solution.
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Presenter
Presentation Notes
Finally. To improve your understanding of this process. Apply to be a reviewer with your local RMHC, or other HHS agency. Being a proposal reviewer allows you to really understand the proposal process, and what really works.



Any Questions?
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Office of Minority Health 
Resource Center

• Contact us!
• mloosli@minorityhealth.hhs.gov
• info@minorityhealth.hhs.gov
• 1-800-444-6472
• Sign up for the FYI: Weekly Health 

Resources from OMHRC.
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Participate:
April 7: View Health Equity Forum
April 14 @ 2pm: TwitterChat
April 28: Twitter Thunderclap!
@minorityhealth
@saluddeminorias
#nmhm16

Presenter
Presentation Notes
Subscribe to our weekly newsletter FYI: Minority Resources … Money & More.

April 1 Kicks of National Minority Health Month, please join us with our virtual events.
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