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Overview

This document details the steps associated with entering Grants Online data and
processing a Competitive Request for Application (RFA).

Prepare to Process a Competitive Application

An application can be submitted to any Department of Commerce (DOC) bureau
using either Grants.gov or Grants Online to enter a paper application. When a paper
application is received, the Federal Program Officer (FPO) should follow the
instructions in the Input a Paper Application section. In conjunction with inputting
information from the paper application, the FPO must scan the paper application
and create electronic PDF files. Converting all files to PDFs (prior to uploading)
facilitates the completion of future tasks. The PDFs are an integral component of
processing an application.

% NOTE: Although the examples in this manual are based on National
Oceanic and Atmospheric Administration (NOAA) grants
programs, the processes described are applicable (with
appropriate modifications) to all bureaus that use the Grants
Online system.
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Process Diagram — Application and Review Event Overview

Applications and Review Event Overview (COMP-2) June 1, 2016
Version 4.19
Receive applications
4 Applications submitted via Grants.gov
h‘b GRANTS. GOV~
rF 9 A
1a A . Y
> > > ‘/ End
Grants.gov '
Start 4 ;
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Input Paper Applications Program Officer
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//’\ N Select Applications global option becomes
e Aeviewer | e Q End available after Review Instructions workflow is
ieview Reviewer Instruction: o [’ £
B E s T A R e
3 ? 8 9
Assigned Program Officer Review FALD Clear
Reviewer Instructions Reviewer Instructions
Review Event Workflow
Only if Review Event Exists
«Review Events are optional in Grants Online.
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i A
L
L ' ';w ‘\,/‘ End
11 Dependent upon completion of Reviewer For G Select 13
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Competition withdraw status on all associsted applications. Review Event  Event workflow is completed if there is a Review
Manager  Global Option Manager Event Global Option
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Input a Paper Application

1. Click the Application tab.

2. Click the Input Paper Application link.

3
- ~ >
| vea | application | Awards [ Account Manage,
Log Off

» Input Paper Advisaie >> Tasks

Application
» Manage

Application

Reviewers
» Reassign

Competition for

Applications

This feature allows you to input new paper applications to an existing RFA or competition. The actual application must be scanned and attached. You must also e

» Reassig properly process the application.

Program Offices

on Awai or - Manage Application Reviewers -

Applicatio

i This feature allows you to create or modify Application Reviewer users.

» Search ) N o

Applications - Reassign Ci for

This feature allows you to reassign an Application to a different Competition within an RFA.

- Reassign Program Officer on Awards or

This feature allows you to change the Assigned Program Officer on Applications or Awards
- search Applications -

This feature allows you to search for Applications. This may be done by Project Title, Award Number, or Proposal Number. The optional Proposal Number is determi
insertion of a paper application or during Minimum Requirements Review.

3. The Search for RFA launch page is displayed. Input information for at least one data
element. If data is entered for more than one field, search efficiency is degraded; the
system attempts to match all data elements specified.

4. Click the Search button.

Search for RFA

RFA Name @ [Comp App|
Funding Opportunity Mumber :
CFDA Number :

s formt 7
(use format YYyY)

Selected Type : All

| (e o=

5. When the search results display, click the Select link next to the RFA with which
the application should be associated.

Search Results

One item found.1

PEATOName _____ TypelFFO Number __________|Competition Name _[Competition Id[Fiscal YearlPublication DatelCompetition 1d
Comp App User Manual C MNOAA-GOT-OCPO-2016-2003905 Comp App User Manual Select 2016 2016-03-07 2443843
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éj%NOTE: If the search did not locate any items that match the search criteria, a
message displays on the screen — There is nothing found to display.
This message indicates the RFA for which the FPO is searching has not
been published. The FPO can only input paper applications for a RFA
after it has been published.

6. The Create Application Header — SF-424 screen is visible. Use the information
from the SF-424 to enter data for the following mandatory fields:

e Applicant Name*
e Applicant Type*
e Applicant State*

7. Click the Save button.

Create Application Header - SF-424

Applicant Name : * [First name Last name ]

Applicant Type @ = |Indi\.’idua\ %

Applicant State : * [Maryland v]

% NOTE: When the user clicks the Save button, the basis for an application
has been created and is saved. The user may continue to enter
information from the paper application (advance to step 9) — or —
resume data entry later (starting with step 8).

8. To resume data entry later:

¢ Go to the RFA tab.

e Search for the RFA by specifying data for one of the data elements
displayed on the screen.

e Select the appropriate RFA.

e Scroll down the page and click the Application link under Associated
Documents.

e Click the Go to Application Details Page link to continue inputting
information from the paper application.

Version 4.20
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9. The Application Details — SF-424 page is visible below. Use the information on the
paper version of the SF-424 to enter mandatory* data elements. Remember a
scanned copy of the paper application must also be uploaded. In the image below,
representative of a portion of the screen, the area framed with blue braces contains
the following mandatory fields.

e Project Start Date*
e Project End Date*
o Federal Agency Received Date *

o Federal Agency Received Time*

Application Details - SF-424

Audit Trail: ﬁ_

[ Attachments:

[-]1 Program Office Added Information
Proposal Number: |

Project Type: Construction Mon-Construction Both

Principal Investigators-
Project Directors:

Keyword(s):

pe

Program Element /

Funding Priority: [N/A - Not Selected ']
Principal Place Of Performance : | | Search FIPS Data JeilifsElals]

Application Submission Type and Date Information
Type of Submission: ) Application ' Pre-Application ' Changed/Corrected Application

Type of Application: Mew  Continuation * Revision " Renewal ' Resubmission

If Revision, select appropriate letter(s): \—Select a Revision Type- v |

Use format MM/DD/YYYY for date fields.

-
State Received Date: |:| Federal Agency Received Date: * | | Time: = [ [[em *] Eastern

Applicantidentifier [ | State Application Identifier [ |Federalldentifier ]

%NOTE: If this is a Multi-Year Award, the user should specify the Start Date, the
End Date, and the Funding Amount for the entire Award.

Version 4.20
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10. Continue entering information for the next sections of the Application Details page.
e Legal Name* (pre-populated based upon earlier data entry)
e DUNS Number — If the DUNS Number is known, it should be entered
e Employee Identification Number (EIN)
e State*
e Type of Applicantl* (pre-populated based upon earlier data entry)
o Descriptive Title of Applicant’s Project*
e CFDA Number*
e Total Funding*

Applicant Information
Legal Name: * Global Env and Tech Foundation
Department Name:
Division Name:

(5 or 13 i 7 FA 7
(9 or 13 digit number) (xx-xaxxxx)

Street: |
City: | County: |
State: * | Virginia ] Province: |
Country: | Zip:

Name and Telephone number of person to be contacted on application matters

Prefix. First Name: Middle Mame: Last Name: Suffix
None x| | I |(None ~]
Title: |
Organization Affiiation: |
Phene Number: | Fax Mumber: ‘
Email |

Other Application Information

Type of Applicantl: *|For-Profit Organization (Other than Small Business) v
Type of Applicant2: [Please Select Applicant Type v
Type of Applicant3: [Please Select Applicant Type v

Descriptive Title of
Applicant's Project; *

Project Areas:

CFDA Numhber: *[11.999 - Grants Online Testing v |

Mame of Federal Agercy:\NOAA

Applicant Congressional District: Project Congressional District:

Is the Applicant Delinguent on any Federal Debt? Yes No

Is Application Subject to Review by State Executive Order 12372 Process?
a. This application was mi er the Executive Order 12327 Process for review on l:l
b. Program is subject to E.O. 12372 but has not been selected by the state for review.

¢. Program is not covered by E.Q. 12372

ailable to the State

Authorized Representative

Prefic ___ First Name: Middle Name Last Name: Suffic
None v |[ I Il |[Nene *
Titke: |
Phene Number: | Fax Number: | ‘

Email |

Application Funding Details:
Total Funding:

Multi Year Award: Mo
Mothing found to display.

Save as Draft | Save and Start Workflow | Cancel

Version 4.20
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11. The FPO must enter information for the Application Funding Details* section of the screen.
Specify the amount of the Total Funding* and click the Add New link.

Application Funding Details: *
Total Funding: *

Multi Year Award: No

Nothing found to display.

Add New

Save and Start Workflow

12. Specify information for the following data fields:
e Fiscal Year*
¢ Funding Start Date*
e Funding End Date*

e Federal Funding*

Add Application Funding Details

Application Total Funding :2000

Fiscal Year : *

(use format Yy ) il

Funding Start Date : Funding End Date : * _
(use format MM/DD/YYYY ) 10/01/2015 (use format MM/DD/Y¥YY ) [09/30/2016

Federal Funding : * Program Income : l:l
Applicant Funding :

State Funding :

Local Funding :

COther Funding :

Total Funding : $0.00

% NOTE: Enter data for the first year of the Award: Start Date, End Date, and
Funding Amount. The steps associated with entering data for a Multi-
Year Award will be explained in the Minimum Requirements
Checkilist section.

13. In addition to the mandatory data elements on this screen, the user may choose to
enter non-zero values for Applicant, State, Local, and Other Funding. The Total
Funding is automatically updated when data is entered for each funding category.
The total amount for all categories must not exceed the amount specified for the
Application’s Total Funding.

Version 4.20
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14. Click the Save button to capture the changes and continue data entry — or — click the
Close button to exit the screen without saving the changes.

Add Application Funding Details

Application Total Funding : 2000

Fiscal Year : *

(use format YYYY ) il

Funding Start Date : * Funding End Date : *

(use format MM/DD/ YY) 10/01/2015 (use format MM/DD/YYYY ) 09/30/2016
Federal Funding : * 1000.00 Program Income : l:l
Applicant Funding : I500.00

State Funding : 500.00

Local Funding :

Other Funding :

Total Funding : $2,000.00

I Save | Close

15. Note that one year of funding has been identified under the Application Funding Details*.

Application Funding Details: *

Total Funding: * 2,000.00

Multi Year Award: No

Fiscal YearlStart Date [End Date _[Federal _|ApplicantState _|Local[Other|Total FundingsProgram IncomelAction|Action|
2016 10/01/201509/30/2016 $1,000.00 $500.00 §500.0050.00$0.00 $2,000.00 $0.00 Edit Delete

Add New

16. Click the Attachments link at the top of the page.

Application Details - SF-424

>
Audit Trail: Eﬁ
I [ Attachments: I

17. Click the [+] under the Application Attachments for Review section.

[+] Application Header
Application Attachments for Review

MNothing found to display.
File name should be 50 characters or less if are more than 10 attachments.
Add new Attachment for Application Review:

PDF Application Review Report Guidance

Application Attachments NOT Included in the Application Review

Mothing found to display.
File name should be 30 characters or less if there are more than 10 attachments.
Add new Attachment NOT to be included in the Application Review: [+]

Return to Application Details

Version 4.20
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18. Click the Choose File button to search and select the document the user wishes to
upload.

19. Enter a short description and then click the Save Attachment button.

20. Click the Return to Application Details button when all appropriate attachments
have been uploaded.

[+] Application Header
Application Attachments for Review

Mothing found to display.
File name should be 50 characters or less if there are more than 10 attachments.

Add new Attachn Application Review: -]
Filename: * Choose File [|No file chosen <= Step 18

Description: *

Internal use only :
Save Attachment Step 19
PDF Application Review Report Guidance

Application Attachments NOT Included in the Application Review

Mothing found to display.
File name should be 50 characters or less if there are more than 10 attachments.

{ . included in the Application Review: [+]
«— Step 20

21. When all information has been entered and any relevant attachments have been
uploaded, click the Save and Start Workflow button. This initiates the workflow and
sends the Review Minimum Requirements Checklist task to the individual identified on
the RFA to receive applications.

Version 4.20
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Version 4.20
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Application Details - SF-424

Audit Trail:

3 Attachments:

[-1 Program Office Added Information

Proposal Number:
Project Type:

Principal Investigators-

Project Directors:

Keyword(s):

Program Element /
Funding Priority:

Construction © Non-Construction © Both

N/A - Not Selected v

Principal Place Of Performance :I:l S h FIPS Data e

Application Submission Type and Date Information

Type of Submission:

Type of Application:

Application Pre-Application Changed/Corrected Application
New © Continuation © Revision © Renewal © Resubmission

If Revision, select appropriate letter(s): \ -Select a Revision Type- v |

Use format MM/DD/YYYY for date fields.

Project Start Date: * [10/01/2015 Project End Date: *[09/30/2016 Submitted Date:

State Received Date:

Federal Agency Received Date: “|03/09/2016 Time: |1]:00 Eastern

Applicant Identifier.

State Application Identifier. Federal dentifier.

Information

Legal Name:
Department Name:
Division Name:

Global Env and Tech Foundation

EPR 1 Do mons 1
(9o0r13 number) {xx-xxxxxx)

9R7654321

Street: |
City: [ County: |
State: Virginia | Province: |

Country:

| Zip:

Name and Telephone number of person to be contacted on application matters

Prefix First Name

Iigdle Mame: Last Name. Suffix:

None r ||

I I |[None +]

Title:

Organization Affilation:

Phone Number:

| FaxNumber |

Email

Other Application Information

Type of Applicant1:
Type of Applicant2:
Type of Applicant3:

Descriptive Title of
Applicant’s Project:

Project Areas:

Please Select Applicant Type v

For-Profit Organization (Other than Small Business)

Please Select Applicant Type v
Project description

CFDA Number: *[11.999 - Grants Online Testing v |

Name of Federal Agency:[NOAA

Applicant Congressicnal Dist

Project Congressional District:

Is the Appiicant Delinguent on any Federal Debt? ©ves O No

Is Applieation Subject to Revie
&. This application was m
b. Program is subject to E.0.
vered by E0. 1

©. Program is not

by State Executive Order 12372 Process?

avaiiable to the State under the Exceutive Order 12327 Process for reviewon |

but has not been selected by the state for review.

Authorized Representative

Prefix: First Name:

Middle Name: Last Name: Suffic:

None ||

I I [[Mone -]

Title:

Phene Number:

| Faxtiumber: | |

Emait

Application Funding Deta

Total Funding: 2.000.00

Multi Year Award: No

Edit [b]

i

2016 10/01/201509/30/2016 $1,000.00$500.00 $500.00%0.00$0.00 $2,000.00 $0.00

Save as Draft | Save and Start Workflow | Cancel
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Complete the Minimum Requirements Checklist

After an application is submitted electronically via Grants.gov or has been Input From a
Paper Application, the Federal Program Officer (FPO) must complete the Minimum

Requirements Checklist task. The items on the checklist represent criteria specified in
the RFA.

Any FPO who reviews the Minimum Requirements Checklist can approve the associated
application; however, only a certified FPO can reject the application.

ONOTE: The user should review the application before starting this task. It is also
recommended that a hardcopy of the application or an electronic version of
the application (open in a separate window) be available for reference
during the Minimum Requirements Checklist task.

1. Click the Inbox tab.
2. Click the Tasks link.

3. Click the View link for the Review Min. Req. Checklist task.

Weicome to Grants Online Grant Student. You are logged in to TESTL. Log Off

Advisories > > Tasks

» Archived

Notifications
it ications Your Tasks
» Task

Management Document Type Status
e (] v] [open v] ENECESS

desks One item found.1

iew(Task Id [Task Name  [Task Status|Document TypeDocument Id/Start Date|Completed Date/Award Number]
489490 Review Min. Req. Checklist Not Started Application 2443878 N/A

Version 4.20
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4. The Application launch page is displayed. If this application should be reassigned to
someone else, choose Reassign Application from the Action dropdown menu and click
the Submit button. If not, proceed to step 6.

Application

Id: 2443878
Status: ReviewMinimumRequirementsChecklist - Mot Started

Action: [Please select an action ] |Eﬁi

Your Comments:| Please select an action
Reassign Application
Review Application for Minimum Requirements
View Application Details
Withdraw P

5. The next screen that appears is the Reassign Application page. Choose the correct
FPO from the Available Program Officers* dropdown menu and click the Reassign
button. A notification will be sent via email to the person to whom the task was
reassigned.

Reassign Application

Available Program Officers *| -Select a Program Officer- »

-Select a Program Officer-
FPOSpec, Grant

m Student00, Grants
Student01, Grants
Student02, Grants
Student03, Grants
Student04, Grants
Student05, Grants
Student06, Grants
Student07, Grants
Student08, Grants
Student09, Grants
Student10, Grants
Student11, Grants
Student12, Grants
Student13, Grants
Student14, Grants
Student15s, Grants
Student16, Grants
L Student17, Grants |

6. Choose View Application Details from the Action dropdown menu and click the
Submit button.

Application

Id: 2443878
Status: ReviewMinimumRequirementsChecklist - In Progress

Action: [Please select an action v ﬁ

Your Comments: | Please select an action
Reassign Application
Review Application for Minimum Requirements
View Application Details
Withdraw A

Spell Check

Version 4.20
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7. The Application Details page is displayed. Review the Application Details and
Attachments.

Application Details - SF-424

Audit Trail:

[ Attachments:
[-1 Program Office Added Information

Proposal Number:
Project Type: Construction © Non-Construction © Both

Principal Investigators-
Project Directors:

Keyword(s)

e et/
Funding Priority: e
principal Place Of performance ;[ | RGN

Application Submission Type and Date Information

Type of Submission: © Application ) Pre-Application © Changed/Corrected Application
Type of Application: © New © Continuation © Revision © Renewal issi

If Revision, select appropriate letter(s):[-Select a Revision Type- i

Projsst End Date: *[09/30/2016 Suby
03/09/2016 Tim:
2 ]

Use format MM/DD/YYYY for date fields.

Applicant Information

Legal Name: [Global Erw and Tarh Erundation |
Department Name: }_Qmm‘ﬂﬂ |
Division Name: [ ]
toaria 7 P [
(9 or 13 digit number) (x-x0000000x)
Street |
City: | County: | ]
State: * [Virginia *]  Province: | |
Country: Zip:

Name and Telephone number of person to be contacted on application matters

prefic__First Hame: Iiddle Name: Last Name: Suffie

None [ I Ir |[Mone ~

Title ]

Crganization Affiiation: |

Phone Number: | Faxtiumber | |

Email |

Other ication Information

Type of Applicant1: *[For-Profit Organization (Other than Small Business) v

Type of Applicant2: [Please Select Applicant Type v

Type of Applicant3: [Please Select Applicant Type |

Project description
Descriptive Title of
Applicant's Project; *

Project Areas:

CFDA Mumber: *|11.999 - Grants Online Testing v

Name of Federal Agency:[NOAA

Appiicant Gongressional District Project Congressional District:

Is the Applicant Delinquent on any Federal Debt? () ves () No

Is Appication Subject to Review by State Executive Order 1

Process?

& This applcation was made available 10 the State under the Ex
b. Program is subjest to E.O
. Program is not covered by E.0.

utive Order 12

by the state for reviey

but has not been st

Authorized Representative

Prefic __ First Name: Last Name: Suffic
None [ I Il [[none
Title |
Fhone Number: | Fax Humber: | |

Email |

Application Funding Details:

Total Funding: 2,000.00

Multi year Award:  No

[Fiscal Year'start Date [End Date |Federal ApplicantState _|LocalOther Total FundingsProgram IncomeActionfAction|
2016 10/01/201509/30/2016$1,000.00$500.00 $500.00 $0.00$0.00 $2,000.00 £0.00 Edit
|

Save and Return to Main | Cancel|

Version 4.20
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8. The Application Funding Details* section displayed below represents a one-year
Award. Funding has been designated for one fiscal year; Multi-Year Award: No.

9. For a Multi-Year Award, click the Add New link under the Application Funding
Details* section. If it is not a Multi-Year Award, proceed to step 13.

Application Funding Details: *
Total Funding: * 2,000.00
Multi Year Award:  No

Fiscal YeariStart Date [End Date |Federal |ApplicantiState _|Local Other(Total FundingsProgram IncomelAction|Action|

10/01/201509/30/2016 $1,000.00 $500.00 $500.00 $0.00 $0.00 $2,000.00 $0.00 Edit Delete

10. The user must specify the portion of the Total Funding associated with each year
of the Award. Enter information for the mandatory data fields below:

e Fiscal Year*

¢ Funding Start Date*
¢ Funding End Date*
e Federal Funding*

e Any matching (Applicant, State, Local or Other) funds may also be entered
on this screen

11. Verify the accuracy of the Funding Start Date and Funding End Date. The default
values may not always reflect the desired dates. Click the Save button after
entering all relevant data.

Add Application Funding Details
Application Total Funding : 2,000.00
Fiscal Year :
(use format Y'Yy ) 2017
e Farmat o hooizote LT T
{use format MM/DD/yyyy )  [10/01/2016 {use format MM/DD/yyyy )L09/30/2017
Federal Funding : 250.00 Program Income ; l:l
Applicant Funding @ 125.00
State Funding : 125.00
Local Funding :
Other Funding :
Total Funding : £500.00
EQEm
Version 4.20
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12. Repeat steps 9 - 11 as many times as appropriate. This screen below represents a
Multi-Year application; Multi-Year Award: Yes.

Application Funding Details: *

Total Funding: * 2,000.00

Multi Year Award:  Yes

Fiscal YearlStart Date [End Date _|Federal ApplicantState _|Local/Other(Total Fundings/Program IncomelAction/Action|

2016 10/01/2015 09/30/2016 $500.00%250.00 $250.00$0.00$0.00 $1,000.00 $0.00 Edit Delete
2017 10/01/2016  09/30/2017 $250.00$125.00 $125.00%0.00$0.00 $500.00 $0.00 Edit Delete
2018 10/01/2017 09/30/2018 $250.005125.00 $125.00%0.0050.00 $500.00 $0.00 Edit Delete

Add New

Save as Draft | Save and Return to Main | Cancel

13. If appropriate, one or more attachments may be included. The attachment(s) can be
viewed either as a component of the application, or separate from the application. To
include attachments click the Attachments link; otherwise, proceed to step 17.

14. When the screen below displays, click the [+] link (either beside the words Add New
Attachment for Application Review or Add New Attachment NOT to be Included
in the Application Review). The Guidance link provides suggestions regarding the
content and format of attachments.

[+] Application Header

I_'V Application Attachments for Review

Mothing found to display.

VS. Add new Attachment for Application Review:

I PDF Application Review Report Guldance €= Guidance Document

=» Application Attachments NOT Included in the Application Review

Mothing found to display.
Add new Attachment NOT fo be included in the Application Review:

Return to Application Details

15. For each attachment, there are two mandatory fields: Filename* and Description*.
Click the Choose File button to navigate to the file you would like to attach. Provide
a brief description of the attachment. When finished entering data, click the Save
Attachment button.

Version 4.20
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[+] Application Header
Application Attachments for Review

Nothing found to display.
Add new Attach jcation Review: [-]
Filename: * Choose File |[No file chosen

Description: *

Internal use only

I Save Attachment

PDF Application Review Report Guidance

Application Attachments NOT Included in the Application Review

Nothing found to display.
Add new Attachment NOT to be included in the Application Review: [+]

Return to Application Details o

16. Click the Up or Down link to re-order the items in the Application
Attachments for Review section.

Click the Remove link beside an attachment to move a file from the
Application Attachments for Review section to the Application
Attachments NOT included in the Application Review section.

Click the Include for Review link beside an attachment to move a file from the
Application Attachments NOT included in the Application Review section
to the Application Attachments for Review section.

To eliminate an attachment from either section, please contact the Help Desk.

[+] Application Header

I Application Attachments for Review I
Action __[Filename __________[Description ___[Created Date __|Internal Use Only __|
Up Down  Test Document #5.docx Attachment #5 12/07/2015 Yes
Remove (CONVERT TO PDF)
Up Down Test Document #3.docx Attachment #3. 12/07/2015 No
Remove CONVERT TO PDF
Up Down Test Document #4.docx Attachment #4. 12/07/2015 No

Remove (CONVERT TO PDF)
Export options: Excel

File name should be 50 characters or less if there are more than 10 attachments.
Add new Attachment for Application Review: [+]
PDF Application Review Report Guidance
I Application Attachments NOT Included in the Application Review I
Action ______[Filename _________[Description ___Created Date [Internal Use Only

Include for Review  Test Document #3.docx  Test document #3  12/07/2015 No
Export options: Excel

File name should be 50 characters or less if there are more than 10 attachments.

Aclcl 4 s QlLtabadnrluded in the Application Review: [+]
[ Return to Application Details

Step 17 —1»

17. When all updates are finished, click the Return to Application Details button.
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18. The Application launch page is displayed. Choose Review Application for
Minimum Requirements from the Action dropdown menu and click the Submit
button.

Application

Id: 2443878
Status: ReviewMinimumRequirementsChecklist - In Progress

Action: [Please select an action
Your Comments:| Please select an action
Reassign Application

r] |Wl

Review Application for Minimum Reguirements

View Application Details
Withdraw

£

Spell Check

19. The next screen is the Minimum Requirements Checklist page. Choose the radio button
under the Met Requirement? column that corresponds to the correct response for each
question. Enter comments as appropriate.

Minimum Requirements Checklist

Eligible Applicant:
Is the applicant eligible to apply for this RFA based on the applicant type?

Application Received by Deadline:
Was the application submitted by the deadline date and time?

Application Meets Minimum Federal Funding:
Does the application request at least the minimum Federal funding required by the

Application Meets Maximum Federal Funding:
Does the application request no more than the maximum Federal funding required
by the RFA?

Application Meets Minimum Match:
Does the non-Federal funding provide at least the minimum match percentage of
the total funding?

Application Meets Maximum Match:
Does the non-Federal funding provide at no more than the maximum match
percentage of the total funding?

Complete Application:
Does the application contain all of the required forms?

Qverall Comments:

Spell Check

Save || Save and Return to Main | Cancel

If you cheose ‘No' for 3 Minimum Reguirement, please provide 3 comment in the corresponding box to the right or provide general comments in the ‘Overall Comments' section below.

Yes
No
Mot Applicable
2
Yes
Na
Nat Applicable
¥
Yes
No
Mot Applicable
2
Yes
Na
Nat Applicable
¥
Yes
No
Mot Applicable
2
Yes
Na
Nat Applicable
¥
Yes
No
Mot Applicable
2
Spell Check

All requirements questions must be answered before the application can be approved or rejected for minimum requirements.
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%NOTE: The Program Officer must indicate whether the application met the Minimum
Requirements — the system will not check automatically. The option to
approve an application is not available until each question on the Minimum
Requirements Checklist has been answered.

When the response to a question is No, justification for that response must
be documented in the Comment box associated with that question or in the
Overall Comments box. A Grants Specialist will review the comment and
determine the validity of the justification.

20. Click the Save button to capture the information entered. To advance to the next step in
the process click the Save and Return to Main button. Click the Cancel button to exit the
screen without capturing the data entered.

21. The FPO can either approve or reject an application. However, only a certified FPO can
reject the application. All questions on the Minimum Requirements Checklist must be
answered before the FPO or certified FPO is presented with an opportunity to accept or
reject an application.

22. To move the application forward in the review process, the FPO should select Approve
Application for Meeting Minimum Requirements from the Action dropdown menu.
Click the Submit button to complete the task. At this point the application is locked for
additional data entry.

Application
Id: 2443878
Status: ReviewMinimumRequirementsChecklist - In Progress
Action: [Please select an action v] m
Your Comments:| Please select an action
Reassign Application
Reject Application
Review Application for Minimum Requirements Y
View Application Details
Withdraw

23. This completes the Review Minimum Requirements Checklist task. The message
shown in bold blue letters is displayed on the user’s Your Tasks screen.

Your Tasks

I Review Min. Req. Checklist - Approve Application for Meeting Minimum Reguirements is com plete.l

Document Type Status

[an v] [Open ]

Mothing found to display.

Version 4.20
Page |22



Federal Program Office — Competitive Application Processing

Review Reviewer Instructions

Although it is not a task, the Reviewer Instructions document is available after the Review
Minimum Requirements Checklist task is complete.

1. Click the RFA tab.

2. Click the Search RFAs link.

3. The Search for RFA launch page is displayed. Input query information and click the
Search button.

Search for RFA

RFA Name : Comp App
Funding Opportunity Number :
CFDA Number :

iy Ml ]
(use format YY)
Choose Type:
All Moncom petitive
¥ Competitive Broad Agency Announcement
Congressionally Directed Congressionally Mandated
Institutional Formula/Allotment

=
Search Results

MNothing found to display.

4. When the search results display, click the appropriate Competition ID link.

Search for RFA

RFA Name : IComp App
Funding Opportunity Number :
CFDA Number :

Fsioginel ]

(use format YY)

Choose Type:
all MNoncompetitive

¥ Competitive Broad Agency Announcement

Congressionally Directed Congressionally Mandated
Institutional Formula/Allotment

| Search i Reset |

Search Results

One item found.1

RFAID Name ____ fType _|[FFONumber _________[Competilion Name ICompetition Id[Fiscal Year[Publicati
2243821 Comp App User Manual Competitive NOAA-GOT-OCPO-2016-2002905 Comp App User Manug 2442842 2016 2016-03
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5. The Competition screen is visible. Scroll down and click the ID link beside the Sub-
Document Type: Reviewers Instructions. In this example, there are two Reviewer
Instructions — one associated with Review Event #1, and another associated with Review
Event #2.

Competition

Id: 2443843
Status:

Action: Please select an action_ * | |BLLLd

Your Comments:

—Workflow Analysi:

The following needs to be completed before applications can be selected for this
competition:

- Reviewer Instructions must be reviewed by FALD.

- Review Events must be complete.

—RFA Header Information

Document ID: 2443841 CFDA Number: 11.999
Announcement Type: Initial SubProgram:

Funding Opportunity NOAA-GOT-OCPO-2016- a . One Commerce Program
Number: 2003905 Assigned Program Office: e ™50

Line Office: Grants Online Testing (GOT) Assigned Program Officer: Grant Student

RFA Name: Comp App User Manual Sgi:;'pate‘j Rublication 03/15/2016

Fiscal Year: 2016 Publication Date: 03/07/2016
Competition Number: 2443843 Competition Name: Comp App User Manual
Anticipated Application

Due Date: 03/20/2016

Sub Documents

_@—_g
Applications Report 3 Applications Report

Selected Applications Selected Applications

Review Event Review Event £1

Review Event & Review Event #2

Reviewer Instructions _ Reviewer Instructions for Review Event #1 Review E..

Reviewer Instructions 2443848 Reviewer Instructions for Review Event £2 Review E..
Export options: Excel

6. The Reviewer Instructions launch page is displayed. Choose View Reviewer
Instructions Details from the Action dropdown menu and click the Submit button.

Reviewer Instructions

Id: 2443844
Status:

Action: Please select an action v Submit
Your Comments:| Please select an action
View Reviewer Instructions Details

-

Review Instructions must be attached to the Reviewer Instructions document before
workflow can be started.

The Reviewer Instructions must be reviewed by FALD before the Review Event can be
started.
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et Reviewer Instructions

7. Attach the appropriate documents under the Reviewer Instructions section by clicking the
[+] link.

Federal Funding Opportunity

Short Description Created Date
Federal Funding Opportunity Federal Funding Opportunity Report 03/23/2015

FFO Attachments
Nothing found to display.
Note:

« If there are any NON-Internal Use Only attachments associated with the FFO, they will be provided to the Reviewer instead of the FFO Report and Evaluation Criteria from the FFQ Report,
« The Federal Funding Opportunity Report will be provided to the Application Reviewer exactly as shown above in the Federal Funding Opportunity link.

1 Attachments:
Mo attachments.

Add new Attachment
Any changes to informiaeien on this page should be saved before adding or removing attachments.

8. Click the Choose File button to navigate to the document that should be uploaded.
9. Enter a short description in the Description box and click the Save Attachment button.

10. Repeat steps 7 - 9 as many times as is necessary to include all attachments. When
finished, click the Save button.

Reviewer Instructions
3 Attachments:
Mo attachments.

Add new Attach e
Filename: * Chaose File | JReviewer Insiructions docy < Ste 8

Description of document|

Description:

4

23 / 1000 E :! I! !:!I
Internal use onl
<«— Step 9

Any changes to infarmation on this page should be saved before adding or removing attachments.

<—— Step 10

Logistical Reviewer Instructions
3 Attachments:
Mo attachments.

Add new Attachment: [+]
Any changes to information on this page should be saved before adding or removing attachments.

%NOTE: The Reviewer Instructions requires FALD review. However, the Logistical
Reviewer Instructions do not need to be reviewed by FALD.
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11. Click the Start Workflow button.

Federal Funding Opportunity

Name ___________________[Short Description Created Date
Federal Funding Opportunity Federal Funding Opportunity Report 03/23/2015

FFO Attachments

Mothing found to display.

Note:

« If there are any NON-Internal Use Only attachments associated with the FFO, they will be provided to the Reviewer instead of the FFO Report and Evaluation Criteria from the FFO
s The Federal Funding Oppertunity Report will be previded to the Application Reviewer exactly as shown above in the Federal Funding Oppertunity link.

Reviewer Instructions

3 Attachments:

[Name  [Short Description Created Date Internal Use Only FALD ReviewedRemove]
No R

Inst Description of document03/23/2015 05:12:30 PMNo

Add new Attachment: [+]
Any changes te information cn this page should be saved before adding or removing attachments.

Logistical Reviewer Instructions
3 Attachments:
Mo attachments.

Add new Attachment: [+]
Any changes to information on this page should be saved before adding or removing attachments.

Note:
The Logistical Reviewer Instructions may only be used for attaching instructions related to travel and meeting dates, times and locations, as well as meeting requirements and reimbi
how to conduct the review, review priorities, etc. The Logistical Reviewer Instructions do not reguire FALD review.

12. The user is presented with a list of Program Officer Actions. Choose Forward to
FALD and click the Submit button.

Reviewer Instructions

Id: 2443844
Status: ProgramOfficeractions - Not Started

Action: [Please select an action [} | submit |
Your Comments: | Please select an action

Forward To

Review Reviewer Instructions |

Spell Check

—Workflow Analysi

There is an open task to review the Reviewer Instructions, Workflow on the Reviewer
Instructions workflow must be completed before the Review Event can be started.

13. This concludes the Reviewer Instructions task.

Your Tasks

I Review Reviewer Instructions - Forward To FALD is complete. I

Document Type Status

[All r] [cpen ] ENNMGESS

Mothing found to display.
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Review Event

The Competitive Application Review Event can occur either outside the Grants Online
system or using the Grants Online system. If the Review Event occurs outside the Grants
Online system, be certain to attach the files that document the Review Event.

For further details regarding the Review Event process, please reference the following
documents:

1. Creating a Review Event -
http://www.corporateservices.noaa.gov/grantsonline/Documents/Quick%20Reference%20
Guides/ReviewEvent Creation.pdf

2. Conducting a Review Event -
http://www.corporateservices.noaa.gov/grantsonline/Documents/Quick%20Reference%20
Guides/ReviewEventManager UserGuide.pdf

3. Conducting an Application Review -
http://www.corporateservices.noaa.gov/grantsonline/Documents/Quick%20Reference%20
Guides/Reviewers Quick Ref Guide 4 08.pdf
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Process Diagram — Competitive Process Map

Select Applications for Funding Overview

2 ~ 3 a4
Select Applications \\ Recommended
~

Forward Recommended
Applications Applications to SO

M*E

Selecting Official

SN

e Recommended
Applications for funding
®  Global option on
‘competition launch page.

. Generate Award Number |
e  Associate Applicant Org
e  Associate Authorized Rep
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Select Applications (Competition Manager Task)

When the following prerequisites are complete, the option to Select Applications is
available. When the Select Applications task is started, it remains in the FPO’s Inbox.

¢ All applications have been reviewed and meet the criteria on the Minimum
Requirements Checklist

e The Reviewer Instructions have been reviewed and FALD registers “No
Legal Objection”

[ ]

Event was conducted outside Grants Online, the results we
Grants Online)

Click the RFA tab.
Click the Search RFAs link.

The Search for RFA launch page is displayed. Input query inf
Search button.

Search for RFA

RFA Name : IComp App

Funding Opportunity Number :

CFDA Number :

iy 1
(use format YYYY,

Choose Type:
All

% Competitive
Congressicnally Directed
Institutional

Search Results

Noncom petitive

Broad Agency Announcement
Congressionally Mandated
Formula/Allotment

Nothing found to display.

The Review Events are complete (using Grants Online; -or- if the Review

re uploaded to

ormation and click the

4. When the search results display, click the appropriate Competition ID link.

Search for RFA

RFA Name : (Comp App

Funding Opportunity Number :

CFDA Number :

s ot 7
(use format Y¥yY)

Choose Type:
All

# Competitive
Cengressionally Directed
Institutional

Noncempetitive

Broad Agency Anncuncement
Cengressionally Mandated
Formula/Allctment

| Search [ Reset |
Search Results

One item found.1

[FFO Number ICompetition Name  |[Competition Ic
NOAA-GOT-OCP0O-2016-2003905 Comp App User Manug} 2443343

2443841 Comp App User Manual Competitive

Fiscal Year|Publication Date|
2016 2016-03-07
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5. The Competition launch screen is visible. From the Action dropdown list, choose
Select Applications and click the Submit button.

Competition

1d: 2443843
Status:

Action: [Please select an action v _Iw

Your Comments:| Please select an action
Select Applications
View Competition Details

—Workflow Analy

A Selection Package already exists for this competition. You can modify (add or remove)
applications from the list of selected applications by choosing the Select Applications
action.

6. On the Selected Applications page, the application(s) available for funding are visible.

Selected Applications

—RFA Header
Document ID: 2443841 CFDA Number: 11.595
Announcement Type: Initial SubPregram:
Funding Opportunity NOAA-GOT-OCPO-2016- . . One Commerce Program
Number: 2003905 Assigned Program Office: oz, i6000)
Line Office: Grants Online Testing (GOT) Assigned Program Officer: Grant Studento0
RFA Name: Comp App User Manual  Anticipated Publication 55,5201
Fiscal Year: 2016 Publication Date: 03/07/2016
Competition Number: 2443543 Competition Name: Comp App Usar Manual
Anticipatad Application o
Anticipate 02/20/2016

There are multiple sets of Save and Done buttons on this page for the purpose of saving extra scrolling when the competition contains a large number of applications.

Selection

Spell Check

Review Events

Rank Ordering Event ip |
Review Event #1
Review Event #2

Export options: Excel

Applications Selected for Funding
Nothing found to display.

Applications Not Selected for Funding

£ Federal [Federal [FALD
0 mount mount  [Reviewed|
Requested:Requested:[Non-
r1 otal [Selection
$500.00 N

lobal Env Project  Review Minimum $1,000.00
and Tech  description Requirements

Foundatien Checklist -
Complete
2443900 Bangor  Project  Review Minimum £1,000.00  $1,000.00 N
Publishing description Requirements
Company Checklist -
Complats
2442502 Skilligales Project  Review Minimum $1,000.00 $1,000.00 N
Inc description Requirements
Checklist -
Complete

Export options: Excel

Version 4.20
Page |30



Federal Program Office — Competitive Application Processing

7. If applicable, use the Rank Order column to specify the order of the application(s).
Click the Save button.

Review Events

Rank Ordering Event ID  |[Review Event Name Scoring Report
2443846 Review Event £1 Scoring Report
2443847 Review Event #2 Scoring Report

Export options: Exce

Applications Selected for Funding
MNothing found to display.

Applications Not Selected for Funding

AddProposal ADD Project [Status Federal Federal FALD
Number itle Amount Amount |[Reviewed
Requested: Requested: Non-
Yri otal Selection

2443878 Global Env Project Review Minimum £500.00 $1,000.00 N
and Tech  description Requirements
Foundation Checklist -
Complete
2443900 Bangor Project Review Minimum £1,000.00 $1,000.00 N
Publishing description Requirements
Company Checklist -
Complete
2443903 Skilligalee  Project Review Minimum 1,000.00 %1,000.00 N
Inc description Requirements
Checklist -
Complete
Export options: Exce

%NOTE: If the Review Event(s) was/were completed via Grants Online, the user is
given the option to select one or more Review Event(s). Upon selecting the
appropriate checkbox(es) and clicking the Save button, a Calculate Rank
Order link is presented. Click the link and the system displays the results in
Rank Order based on the Review Event(s).
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8. Click the Add checkbox in the leftmost column to add an application to the
selection package (i.e., move an application from beneath the Applications
Not Selected for Funding header to the Applications Selected for Funding
header). Click the Save button.

Selection comments:

Selection Comments Audit Trail: Lj

Review Events
Rank Ordering Event ID |Review Event Name corlng Report
2443846 Review Event #1

2443847 Review Event #2

Export options: 2
Calculate Rank 5

Applications Selected for Funding
Nothing found to display.

Applications Not Selected for Funding

ADD Project [Status Rank
[i Order

2443903 skilligalee  Project Review Minimum |1 $1,000.00 £1,000.00 N

Inc description Requirements
Checklist -
Complete
2443878 Global Env Project Review Minimum 2 $500.00 £1,000.00 N
and Tech  description Requirements
Foundation Checklist -
Complete
2443900 Bangor Project Review Minimum 3 $1,000.00 $1,000.00 N
Publishing description Requirements
Company Checklist -
Complete

Export options: Excel

Save | Done
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9. To move an application from below the Applications Selected for Funding header to
the Applications Not Selected for Funding header, click the checkbox in the Remove
column. Click the Save button.

10. When all updates have been completed, click the Done button.

Selection comments:

-

Selection Comments Audit Trail: Lj

Review Events
Rank Ordering Event ID  [Review Event Name Scoring Report
’ 2443846 Review Event #1 Scoring Report

2443847 Review Event £2 Scoring Report

Export options:

Calculate Rank Orde

af

Applications Selected for Fundlng

Remove|Proposal pp Pro Status Rank (Federal Changed Federal Changed FALD
Number Order [Amount Amount: Yr 1 |Amount Amount: Total Reviewed|
Requested: Requested: Selection
ri otal
To remove $1,000.00 $ $1,000.00 $ N

> 2443903 Skilligalee  Project  Review
an application. Inc description Mlnlmum
Requirements
Checklist -
Complete
2443878 Global Env Project Review 2 $500.00 £ $1,000.00 $ N
and Tech  description Minimum
Foundation Requirements
Checklist -
Complete

ptions: Exce
Step 9 —» [ETI T

Appllcatmns Not Selected for Funding
[l

pp ect |Status Rank |Federal Federal FALD
Order |[Amount Amount |[Reviewed
Requested: Requested: Non-
ril otal Selectiol

2443900 Bangor Project Review Minimum $1,000.00 $1,000.00 N
Publishing description Requirements
Company Checklist -
Complete

Export options: Excel

<«— Step 10
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11. On the Competition page, choose Forward Recommended Applications to
Selecting Official from the Action dropdown menu. If appropriate, the user can
include additional instructions/comments in the Your Comments box. Click the

Submit button.

Competition

Id: 2443843
Status: CompetitionManagerActions - In Progress

Action: Forward Recommended Applications to Selecting Official »
Your Commentsi Enter comments as appropriate.

EFWETTTR | Svell Check

—Workflow Analysi:

A Selection Package already exists for this competition. There is an open task to select
additional applications.
There is an open task for the Competition Manager to select applications.

2 applications are selected and can now be forwarded to the Selecting Official
for review.

% NOTE: Any information entered in the Comments box is visible in the Workflow

History.

Competition

Id: 2443843
Status: SelectingOfficialictions - Complete

Action: Please select an action v ] [T

Your Comments:

Spell Check

Analysi:

A Selection Package already exists for this competition. You can modify (add or remove)
applications from the list of selected applications by cheesing the Select Applications
action.

There are 1 applications walting on Award Number/Recipient assignment before a
task will be created to update the Selection Package for re-review.

P> Worlflow History
IDate Assigned Date Started IDate Completed
Official

Review Recommended Applications03/14/2016 04:02:04 PM03/14/2016 04:20:05 PM03/14/2016 04:29:43 PM ND

Current StatusUser Comments |

Role A
Selectingofficial  Appre
Se\en‘ADD\\carmns 03/14/2016 03:39:26 PM03/14/2016 03:39:26 PM03/14/2016 04:02:04 PMGra 00 Ce ForwardApplications

Export options:

Complete

Complete | Enter comments as auvronmatel

12. This concludes the Select Applications task.

Your Tasks

I Select Applications - Forward Recommended Applications to Selecting Official is complete. I

Document Type Status

(2l ] [open r]

4 items found, displaying all items.1

v 3489916 Conduct Negotiations In Progress Application 2444004
v 3489913 Forward/Revise Award File In Progress  Award File 2443987

03/11/2016
03/11/2016

ask Status/Document Type/Document IdStart Date [Completed Date

NA1660T9990001
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Review Recommended Applications (Selecting Official Task)

After the Competition Manager has recommended applications for funding, a task is sent to
the Selecting Official to review the recommended applications.

1. Click the Inbox tab.

2. Click the Tasks link.

3. Click the View link for the Review Recommended Applications task.

Your Tasks

Document Type Status

[&n ERRETTEEIRN Avply Filter >>
One item found.1
i TaskName _______ __ __[Task StatusDocument TypeDocument IdStart DateCompleted DatelAward Number
N/A

View §3489951 Review Recommended Applications Not Started Competition 2443843

4. Upon selecting the Review Recommended Applications task from the user’s
Inbox, the Competition launch page is displayed. Choose Review
Recommended Applications from the Action dropdown menu and click the

Submit button.

Competition

Id: 2443843
Status: SelectingOfficialActions - Not Started

Action: [Please select an action

Your Comments: | Please select an action
Approve Selections and Initiate Award Number/Recipient Assignments

Return Recommended Applications
Review Recommended Applications
View Competition Details P

—Workflow Analysi:
The Selecting Official has an open task to review/approve the recommended applications.

5. The Selecting Official can amend the amount in the Changed Amount columns (e.g., in
this example: Year 1 and Total) when the amount available for funding is different than

the Federal Amount Requested.

6. Click the Done button to return to the Competition page.
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Selected Applications

—RFA Header Information

Document ID: 2443841 CFDA Number: 11.999
Anncuncement Type: Initial SubProgram:

Funding Opportunity NOAA-GOT-OCPO-2016- 5 - __. DOne Commerce Program
Number: 2003905 Assigned Program Office: o "onn)

Line Office: Grants Online Testing (GOT] Assigned Program Officer: Grant Student00

RFA Name: Comp App User Manual g:::.'pahd Publication 03/15/2016

Fiscal Year: 2016 Publication Date: 03/07/2016
Competition Number: 2443843 Competition Name: Comp App User Manual
Anticipated Application T

Due Date: 03/20/2016

There are multiple sets of Save and Done buttons on this page for the purpose of saving extra scrolling when the competition contains a large number of applications,

Selection comments:

Spell Check

Selection Comments Audit Trail: _j

Review Events

I!anlt Ordering Event Revlew Event Name mm—
Review Event =1 oring Report
D Review Event =2 ng Report

$1,000.00

description Minimum
Requirements
Checklist -
Complete
78 Global Env Project Review ] £500.00
and Tech description Minimum
Foundation Regquirements
Checklist -
Complete

51,000.00

Export options: Exce

Applications Noi Selected for Funding

\App Pmect
rder

3900 Bangor Project Review Minimum |2 £1,000.00 51,000.00 N

Publishing description Requirements
Company Checklist -
Complete
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7. To proceed to the next step choose Approve Selections and Initiate Award

Number/Recipient Assignments from the Action dropdown menu and click the
Submit button.

Competition

Id: 2443843
Status: SelectingOfficial Actions - In Progress

Action: |Please select an action v |
Your Comments: | Please select an action

Approve Selections and Initiate Award Number/Recipient Assignments
Return Recommended Applications

Review Recommended Applications

View Competition Details

I Submit

—Workflow Analysi:

The Selecting Official has an open task to review/approve the recommended applications.

8. This completes the Review Recommended Applications task.

Your Tasks

I Review Recommended Applications - Approve Selections and Initiate Award Number/Recipient Assignments is complete. I

Document Type Status

(Al r] [Open r]

Mothing found to display.
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Assign Award Number / Recipient (Program Officer Task)

The Program Officer will receive a task to Assign Award Number / Recipient for the
application(s) selected. While completing this task, the Program Officer does the following:
e Assign a new Award Number or associate the application with an existing Award

e Confirm the Start and End Date for the Award

e Confirm the Funding Amount for the Award

e Associate an Organization with the application

e Associate an Authorized Official with the application
e Break out any Funding Years (if needed)

e Attach additional files to the application (update documents, Reviewer responses, etc.)

1. Click the Inbox tab.
2. Click the Tasks link.

3. Click the View link for the Assign Award Number / Recipient task.

Your Tasks

Document Type Status

Al ] [Open
6 items found, displaying all items.1
iewlTask Id TaskName ___________[Task StatusiDocument Type/Document IdStart Date (Completed DateAward Number
lview B 489953 Assign Award Number/Recipient Not Started Application 2443903 N/A
View 3489952 Assign Award Number/Recipient Not Started Application 2443878 N/A
3489916 Conduct Negotiations In Progress Application 2444004 03/11/2016 N/A
Wiew 3480913 Forward/Revise Award File In Progress Award File 2443987 03/11/2016 NA16GOT2990001

4. When the Application launch page displays, choose Assign Award Number
/ Recipient to Application from the Action dropdown menu. Click the Submit button.

Application

Id: 24439032
Status: Program OfficerActions - Not Started

Action: [Please select an action | |EE;

Your Comments:| Please select an action
Deselect Application, Return to Competition Manager
Reassign
Reject y
Withdraw

Save Comment

Warning! The user cannot reverse the action of withdrawing or rejecting
an application. The Withdraw option should be used only when
the user is certain the applicant no longer wishes to be
considered for an Award, or if this is a duplicate application.

Version 4.20
Page |38



Federal Program Office — Competitive Application Processing

5. The Negotiate Application — SF-424 page will display. All application details can
be reviewed on this page. Personally Identifiable Information (Pll) has been
shielded from view or modified with bogus data.

Negotiate Application - SF-424

Audit Trail
[ Attachments:

[-1 Program Office Added Information
Proposal Number:
Project Type: Construction © Non-Construction © Both

Principal Investigators-
Project Directors:

Keywerd(s)

Progam Hement/
Funding Priority: N/ AR HoHSEET e
Principal Place Of Performance [ | TGO

Application Submission Type and Date Information

Type of Submission: © Application © Pre-Application  Changed/Corrected Application
Type of Application: N Continuation Revision Renewal

If Revision, select appropriate letter(s):[-Select a Revision Type- ]

Use format MM/DD/YYYY for date fields.

Project Start Date: Project Eng Date: *[09/30/2016

State Recetvea Date:[ | Federal Agency Recetvea Date:
sopicant dentier: || Staic Appicatontcentir] |

Applicant Information Organizati
Legal Name: [CHESAPEAKE RESEARCH CONSORTIUM INC
This Applicant has been ically assigned a Grants Online Organization based on unique DUNS number match.

Department Name: [
Division Name:

Duns Number R EIN Number. |
(9 or 13 digit number) ( )

Street: 645 CONTEES WHARF RD ]

City:  [EDGEWATER County:
State: * Maryland Province:

Country: Zv: Qoo
Name and Telephone number of person to be contacted on application matters
irst Name: Middle Name: Last Name: Suffix.
I I |[None v]
Tille: ]
Organization Affiliation |
Phone Number | Fax Humper: ] |
Emait ]
Other Application Information
Type of Applicant1: * [For-Profit Organization (Other than Small Business) -
Type of Applicant2: [Please Select Applicant Type -
Type of Applicant3: |Please Select Applicant Type |

Project description
Descriptive Title of
Applicant's Project:

Project Areas:

CFDA Number: *[11.999 - Grants Online Testing *

Name of Federal Agency:[

ssional District:

Applicant Cong
Is the Applicant Delinquent on any Federal Debi? © Yes © No

Is Application Subject to Review by State Executive Order 12:

Pr
er the Exex

a. This application was mac
b. Program is subject o E.0.
c. Program is not covered by E0. 1

available to the State u tive Order 1

but has not been s

by the state for review

Authorized Representative

Prefic  First Name: Widle Hame: Last Name: Suffc
None v ][ Il Il [[None ¥
Title: H
Phone Number | FaxNumper. ] |

ithorized Representative within Grants Online for the Organization mentioned abave using
ed Representative Lookup button

Authorized Representative Lookup

Application Funding Details:

Total Funding: 2,000.00

Multi Vear Award:  Yes

[Fiscal YearStart Date [End Date

lLocal OtherlTotal FundingsProgram IncomelAction Action]
£0.00 D

2016 10/01/201509/30/2018 $500.00 $250.00 $250.00 $0.00$0.00 $1,000.00
2017 09/01/2016 09/30/2018$250.00$125.00 $125.00$0.00%0.00 $500.00 $0.00

2018 09/01/2017 09/30/2018 $250.00 §125.00 $125.00 $0.00$0.00 $500.00 £0.00

Award Number:
Generate New Award Number
Associate with Existing Award

| save ] Save and Return to Main | Cancel |
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6. Identify the Project Type* by selecting the appropriate radio button. The user may also
specify a Proposal Number (this is an optional data element). The Proposal Number can
be used to assign internal Program Office information (useful when multiple submissions
are received). The Proposal Number can also be used to search for an application from
the Application tab.

Negotiate Application - SF-424

Audit Trail: I_j

[ Attachments:

[-1 Program Office Added Information
—1» Proposal Number: | |

| Project Type: * Construction Mon-Construckion Both |

Principal Investigators-
Project Directors:

Keyword(s):

Program Element / ~ =
Funding Priority: [IN/A - Not Selected |
Principal Place Of Performance :| | Search FIPS Daia [ELERE

7. Upon navigating to the Negotiate Application — SF-424 page, the DUNS Number is
automatically validated against a SAM.gov extract. Based upon this validation, the
system populates the Applicant Information section.

If the message This Applicant has been automatically assigned a Grants Online
Organization based on unique DUNS number match is visible, proceed to step 13.

Applicant Information Organization Profile

Legal Name: * [CHESAPEAKE RESEARCH CONSORTIUM INC | org Lookup |
This Applicant has been automatically assigned a Grants Online Organization based on unigue DUNS number match.<——

Department Name: [ |

Division Name: [ |

(5'or 13 cigit o000 7
(9 or 13 digit number) 0R7654321 (XX-XXXXXAX)
Street: |G45 CONTEES WHARF RD ‘
City:  [EDGEWATER | County: |
State: * Maryland | Province: |
Country: [USA | Zip: 210373702
Version 4.20
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8.

If the red-lettered message Please Associate an Organization within Grants

Online using the Org Lookup button displays, click the Org Lookup button to
associate an Organization with the application.

Applicant Information
Legal Name:

jon

[ors Lookup

Please Associate an Organization within Grants Online using the Org Lookup button I

Department Name:
Division Name:

Duns Number: * EIN Number:

(9 or 13 digit number @] (xx-roxooxx) ]
Street: |

City: | County: |

State: Virginia ] Province: |

Country: | Zip:

9. The Select Organization page displays. Enter a DUNS Number (in this example a
bogus number is visible) and click the Search button.

Select Organization

Enter your search criteria to find the organization.
Organization Name
Address-City
DUNS Number
EIN Number

987654321

‘P\ease select a state v

AddressoState

Search || Cancel

Add a new organization >>

Nothing found to display.

10. If the DUNS Number entered does not exist in Grants Online, click the Add a New
Organization link.

Select Organization

——» o search results were found, Please change your criteria and search again.
Enter your search criteria to find the organization.

Organization Name
Address-City

DUNS Mumber

EIN Mumber
Address-State

| Search | Cancel
| Add

Mothing found to display.

987654321

Please select a state v

a new organization >> |
=
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11. If the DUNS Number resulted in a match in the SAM database, click the Select link
next to the appropriate organization.

If no search results are returned (or if the search results don’t return the correct
organization), click the Add a New Blank Organization link.

Select SAM Organization

One or more organizations matching your search criteria were found in the System for Award Management (SAM)
database. Select a SAM organization to initialize the new organization from SAM data or select "Add a new blank
organization” to create an organization that is not initalized from a SAM organization.

One item found.1

Code
Select

346795 GLOBAL ENVIRONMENT 2900 S QUINCY ST STE 987654321 | 1DGI8 true
AND TECHNOLOGY 375, ARLINGTON, VA
FOUMNDATION 22206-2231 USA
I Add a new blank crganization == I

12. When the Add a New Blank Organization link is clicked, the Add Organization
screen is visible. Enter all the required fields and click the Save and Return to Main
button (not visible in the image below) at the bottom of the screen.

Add Organization

FEEEFPROVISIONAL ORGANIZATION™®****
Description

Organization Type * - not specified - v

Bureau - not specified - v
Applicant Type - not specified - v ‘
Organization Name |

Identification

Duns Number

(9 digit \‘L.ml:el'j:|:| +4 |:|
ooy [T

MSI Code \- not specified - v |Search MSI List

Mote: Addresses must match the physical and mailing addresses in the SAM for the associated FFATA DUNS.
The Physical Address is the address used for searching and viewing throughout the system.

SAM Physical Address
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13. Click the Authorized Representative Lookup button to associate an Authorized
Representative within Grants Online with the Organization mentioned.

Authorized Representative

Prefic First Name: Middle Name: Last Name: Suffi:
[None ¥ || |[Mone v]
Title: |

Phone Number: | Far.l\lun'ber:| |

Email: |

Please Associate an Authorized Representative within Grants Online for the Crganization mentioned above using
ECR T A - Ee e el 011 .

Authorized Representative Lookup

14. The Recipient Search page will display. The user may specify the search criteria or leave
the Last Name and First Name data fields blank. The latter option returns a list of all
available users. Click the Search button.

Recipient Search

Click "Search” with name fields blank to display all available users.”

Search

Search Results Nothing found to display.
Add a new User

15. When the search results are displayed, click the Select link next to the correct

person’s name. If the search results do not return the needed information, click
the Add a New User link.

Recipient Search

Click "Search” with name fields blank to display all available users.”

| search | Cancel

Search Results One item found.1

Person, Test testemall@msg2@rdc.noaa.gov - 301-555-1212

16. The user should review the Application Funding Details section. If the Application

Funding Details section needs modification, reference steps 8 - 12 in the Minimum
Requirements Checklist section.
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17. The user must select one of the two options under the Award Number section.
To associate the application with a current and active Award Number, click the
Associate with Existing Award button, otherwise proceed to step 19.

Application Funding Details: *
Total Funding: * I50.00

Multi Year Award: Yes

Fiscal YearStart Date [End Date _[FederalApplicantiState|Local OtherTotal Fundings/Program IncomeiAction Action|
2015 05/01/201505/31/2016$12.50 $12.50 $0.00$0.00%$0.00 $25.00 $0.00 Edit Delete
2016 05/01/201605/31/2016$12.50 $12.50 $0.00$0.00$0.00 £25.00 $0.00 Edit Delete

Add New

Award Number:
Generate New Award Number
I Associate with Existing Award |

Save | Save and Return to Main | Cancel

18. The Search Award page displays the system-generated search results. Click the
Select link to associate the application with an existing Award Number. As an

alternative, the user may enter an Award Number to associate the application with
another Award.

Search Award :

Search Results
One itam found. 1
[Award Number [ProjectTitle _ _____ ______________ [Recipient _______[Status _[action|
NA1ONMF4570456 TEST RECORD - CRC-NCBO Fisheries and Chesapeake ResearchAccepted
Modeling Management and Logistics Suppaort Consortium, Inc.
2010

19. To create a new Award Number, click the Generate New Award Number button.
The new Award Number is visible.

Application Funding Details: *

Total Funding: * 50.00

Multi Year Award: Yes

Fiscal Year|Start Date [End Date _[Federal/ApplicantiState|LocallOther(Total Fundings|Program IncomelAction|Action
2015 05/01/201505/31/2016$12.50 $12.50 $0.00$0.00$0.00 $25.00 $0.00 Edit Delete
2016 05/01/201605/31/2016$12.50 $12.50  $0.00$0.00$0.00 $25.00 $0.00 Edit Delete

Add New

et Award Number: NA15NMF4570042
J] Generate New Award Number |
Associate with Existing Award

B 52ve [ Sove ond etur to ain | Cancel [ el SHAREAN

20. When all information has been entered/reviewed on the Negotiate Application screen,
click the Save and Return to Main button.
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21. The Application page is visible. Choose the Forward to Competition Manager for
Selection Package from the Action dropdown menu and click the Submit button.

Application - NA1SNMF4570042

Id: 2436860
Status: ProgramOfficerActions - In Progress

Action: Please select an action v b
Your Comments: | Please select an action

Assign Award Number/Recipient to Application
Deselect Application, Return to Competition Manager

Forward to Competition Manager for Selection Package
Reassign

Reject

Update Program Office Added Information

View Application Details

Withdraw

22. This completes the Assign Award Number/Recipient task.

Your Tasks

I Assign Award Number/Recipient - Forward to Competition Manager for Selection Package is complete. I

Document Type Status
[an v] [Open ~]
2 items found, displaying all items.1
[Task Status|Document TypelDocument Id'Start Date [Completed DatelAward Number|
View 3477287 Notify Recipients Not Started RFA 2440511 N/A
View 3464068 Notify RecipientsIn Progress RFA 2434953 07/16/2014 N/A
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Review Selection Package (Competition Manager Task)

After the Program Officer assigns Award Numbers and Recipients for all applications in the
Selection Package, a task is sent to the Competition Manager to review the Selection
Package.

1. Click the Inbox tab.

2. Click the Tasks link.

3. Click the View link for the Competition Manager Review Selection Package task.

& WOLOFCo,

» Advisories
» Archived
Notifications
* Notifications Your Tasks

» Task
Management Document Type Status

Apply Filter >>

5 |tems found, displaying all items.1

dlTaskName ___________ ______[fask StatusiDocument TypelDocument Id'Start Date [Completed DatelAward Number
490044 Competition Manager Review Selection Package Not Started Selection Package 2444050 N/A
e NA16G0OT9990001

T=3489987 Conduct Negotiations In Progress Application 2443985 03/15/2016

» Tasks

4. The Selection Package launch page is displayed. Choose Review Selection Package
from the Action dropdown menu and click the Submit button.

Welcome to Grants Online Grant Student00. You are logged in to TEST1.

Advisories > > Tasks > > Selection Package

» Archived
Notifications

* Notifications Selection Package
» Task
Management Id: 2444050

» Tasks Status: CompetitionManagerActions - Not Started

Action: Please select an action v b
Your Comments: | Please select an action
lmtlate Selectmg Official Review of Selection Package

ackage
Select Appllcatlons
Terminate Selection Package Processing Y

Spell Check
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5. The Selection Package page is visible. Attach the appropriate files and identify the
Selecting Official. When the Selection Package is complete, click the Save and
Return to Main button.

A. Copy of Authorizing Legislation
Ne Attachments
Add Authorizing Legislation attachment: [+]

B. FRN/FFO
No Attachments

C. Reviewer Instructions

Review Event: Review Event 1 Review Basis: Independent Review
Review Order: 1 Review Conducted in Grants Online: v

Ap) ior c

[Filename ____Description ___________ [Created Date

Reviewer Instructions Description 03/09/2016

Review Event: Review Event #2 Review Basis: Non-Consensus Panel
Review Order: 2 Review Conducted in Grants Online: Y
Application t

Description|Created Date

description 03/09/2016

D. List of Reviewers
A separate List of Reviewers must be attached for each Review Event conducted outside of Grants Online.

Review Event: Review Event #1 Review Basis: Independent Review
Review Order: 1 Review Conducted in Grants Online:
Reviewers Report: List of Reviewers

Review Event: Review Event #2 Review Basis: Non-Consensus Panel
Review Order: 2 Review Conducted in Grants Online: Y
Reviewers Report: List of iew

Ne Attachments
Add List of Reviewers attachment: [+]

E. Evaluation of the Application and Basis for Selection
No Attachments

Add Evaluation of the Application and Basis for Selection attachment: [+ ]
F. FALD Comments

Ne Attachments

Add FALD Comments attachment: [+]

et G Identification of the Selecting Offidal

Name: MoAA Official |

Email: testemail@msg2.rdc.noaa.gov |
Title |
Telephone: 301-444-1212

Note: If the Selecting Official identified in the workflow is not the actual Selecting Official,
insert the information for the correct Selecting Official here.

Save | Save and Return to Main | Cancel

%NOTE: If the review(s) was/were conducted using Grants Online, the system will
generate many of the required files. These files do not have to be
uploaded separately.
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6. After completing the Selection Package review, the user is directed to the Selection
Package launch page. Choose Initiate Selecting Official Review of Selection Package
from the Action dropdown menu and click the Submit button. This forwards a task to the
Selecting Official for a final review of the Selection Package.

Selection Package

Id: 2444050
Status: CompetitionManagerActions - In Progress

Action: [Please select an action ] ﬁl

Your Comments:| Please select an action

Initiate Selecting Official Review of Selection Packagd

Review Selection Package
Select Applications
Terminate Selection Package Processing M P

sSpell Check

7. This completes the Competition Manager Review Selection Package task.

Your Tasks

I Competition Manager Review Selection Package - Initiate Selecting Official Review of Selection Package is complete. I

Document Type Status

[ v] [Open v]

4 items found, displaying all items.1

ask Status|Document Type/Document Id|Start Date [Completed DatelAward Number |

View I4RQ0AT Condurt Nenntiatinne In Proarece Annlicatinn 7443085 NIASMIMA N&TAGOTAGANANT

Version 4.20
Page |48



Federal Program Office — Competitive Application Processing

Review Selection Package (Selecting Official Task)

After the Competition Manager has completed a review of the Selection Package, a task is
sent to the Selecting Official for a final review of the Selection Package.

1. Click the Inbox tab.

2. Click the Tasks link.

3. Click the View link for the Selecting Official Review Selection Package task.

‘Weicome to Grants Online NOAA Official. You are logged in to TEST1. Log Off

Notifications > > My Profile > > My Preferences > > Tasks
» Archived
Notifications
¥ Notification’s Your Tasks

* Tasks
Document Type Status
Al v] [Open~
One item found.1

rinaTask Id [Document Type Document IdiStart Date/Completed DatelAward Number]
N/A

TaskName ________ ____ __[Task Status|
490045 Selecting Official Review Selection Package Not Started Selection Package 2444050 N,

4. The Selection Package launch page is displayed. Choose Review Selection
Package from the Action dropdown menu and click the Submit button.

Selection Package

Id: 2444050
Status: SelectingOfficialactions - In Progress

Action: Please select an action v h
Your Comments:| Please select an action -
Initiate FALD Review of Selection Package

Return Selection Package to Competition Manager

Review Selection Package
Terminate Selection Package Processing M v
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5. The Selection Package page is visible. When the user has finished reviewing the
Selection Package, click the Save and Return to Main button.

A. Copy of Authorizing Legislation
No Attachments
Add Authorizing Legislation attachment: [+]

B. FRN/FFO
No Attachments

C. Reviewer Instructions

Review Event: Review Event #1 Review Basis: Independent Review
Review Order: 1 Review Conducted in Grants Online: Y

Application Review Scoring Sheet

Filename ___[Description __________[Created Date

Reviewer Reviewer Instructions Description 03/09/2016

Instru ns.docx

Review Event: Review Event #2 Review Basis: Non-Consensus Panel
Review Order: 2 Review Conducted in Grants Online: Y

Application Review Scoring Sheet

Filename ____|Description|Created Date

Reviewer

description 03/09/2016
Instruct ¢

CX

D. List of Reviewers

A separate List of Reviewers must be attached for each Review Event conducted outside of Grants Online.

Review Event: Review Event #1 Review Basis: Independent Review
Review Order: 1 Review Conducted in Grants Online: v

Reviewers Report: List of Re ers

Review Event: Review Event #2 Review Basis: Non-Consensus Panel
Review Order: 2 Review Conducted in Grants Online: v

Reviewers Report: List of Reviewers

No Attachments
Add List of Reviewers attachment: [+]

E. Evaluation of the Application and Basis for Selection
No Attachments

Add Evaluation of the Application and Basis for Selection attachment: [+]
F. FALD Comments

Mo Attachments

Add FALD Comments attachment: [+]

G. Identification of the Selecting Official

Name: NOAMA Official |
Email: testemail@msg2.rdc.noaa.gov

Title

Telephone: 301-444-1212

Mote: If the Selecting Official identified in the workflow is not the actual Selecting Official,
insert the information for the correct Selecting Official here,

Save | Save and Return to Main ance
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6. When the Selection Package review is complete, the user is directed to the Selection
Package launch page. Choose Initiate FALD Review of Selection Package from the
Action dropdown menu. Click the Submit button. This action forwards the Selection

Package to FALD for review.

Selection Package

Id:

2444050

Status: SelectingCfficialActions - In Progress

Action:
Your Comments:

[Please select an action

@[ submi |

Please select an action

Initiate FALD Review of Selection Package

Return Selection Package to Competition Manager
Review Selection Package
Terminate Selection Package Processing

-
1 =

7. This completes the Selecting Official Review Selection Package task.

Your Tasks

I Selecting Official Review Selection Package - Initiate FALD Review of Selection Package is complete.l

Status

Document Type
[Open -]

[al
Mothing found to display.

Apply Filter >>

r]

% NOTE: The Competition Manager will not be able to start Award processing until
FALD has completed its Selection Package task.
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Process Diagram — Start Award Processing Overview

Version 4.19

If needed, you can renegotiate and make any
_ e
(See separate “Renegotiation” Process Map).

iﬂ%
: ‘ 6 7 8 2
1a b 1c : : 9

Link Vendor with
Org Profile

Version 4.20
Page |52



Federal Program Office — Competitive Application Processing

Start Award Processing (Competition Manager Task)
1. Click the Inbox tab.
2. Click the Tasks link.

3. Click the View link for the Competition Manager Review Selection Package task.

Weicome to Grants Online Grant Student00. You are logged in to TEST1.

Advisories > > Tasks

» Archived
Notifications

* Notifications

» Task
Management Document Type Status

Your Tasks

e
S items found, displaying all items.1
iewTask Id [TaskName ___________________[Task StatusiDocument TypeDocument Id'Start Date |Completed DatelAward Number |
3490054 Competition Manager Review Selection Package Not Started Selection Package 2444050
489987 Conduct Negotiations In Progress Application 2443985 03/15/2016 NA1660T9990001
w 3489916 Conduct Negotiations In Progress Application 2444004 03/11/2016 N/A

4 3480856 NFPAD Ip Progress NEDA 2443001 03/14/2016 NAI6GOT0000001

4. The Selection Package launch page is displayed. Choose Start Award Processing
from the Action dropdown menu and click the Submit button.

Weicome to Grants Online Grant Student00. You are logged in to TEST1.
» Advisories
» Archived
Notifications
* Notifications

» Task
Management Id: 2444050
» Tasks Status: CompetitionManagerActions - Not Started

ies > Tasks > > Selection Packsge

Selection Package

Action: Please select an action v b
Your Comments:| Please select an action -
Initiate Selecting Official Review of Selection Package
Review Selection Package

Select Additional Applications (Initial Selection is Complete)
Start Award Processing
Terminate Selection Package Processing

Workfl =S

There are 2 applications in the Selecti kage that have been reviewed by FALD
and for which Award Processing has not started. To start the processing of these
awards, navigate to the Selection Package and choose Start Award Processing.

The Selection Package is in the Competition Manager's inbox.
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5. The Start Award Processing page is visible. Select the checkbox next to the application
that should be processed (receive the Award). Click the Save button.

Start Award Processing
—RFA Header Information

Document ID: 2443841 CFDA Number: 11.999
Announcement Type: Initial SubProgram:

Funding Opportunity MNOAA-GOT-OCPO-2016- - .. One Commerce Program
Number: 2003905 Assigned Program Office: o "o pr)

Line Office: Grants Online Testing (GOT) Assigned Program Officer: Grant Student00

RFA Name: Comp App User Manual S::::_'““t‘*" Publication 43/15/3016

Fiscal Year: 2016 Publication Date: 03/07/2016
Competition Number: 2443843 Competition Name: Comp App User Manual
Anticipated Application

Due Date: 03/20/2016

There are multiple Cancel buttons on this page for the purpose of saving extra scrolling when the competition contains a large number of applications.

Selection Package Workflow History

Date Assigned Date Started Date Completed Performer __[Role ________[Action Taken ___[Current Statu
Competition Manager Review Selection Package03/16/2016 02:35:11 PM 03/16/2016 02:49:15 PM Grant Student00 CompetitionManager StartAwardProcessing In Progress

Review Selection Package 03/16/2016 02:13:58 PM 03/16/2016 02:35:11 PM03/16/2016 02:35:11 PME,
Selecting Official Review Selection Package 03/16/2016 01:57:21 PM03/16/2016 02:11:48 PM03/16/2016 02:13:58 PMN
Competition M er Review Selection Package 03/16/2016 11:51:15 AM03/16/2016 01:54:08 PM03/16/2016 01:57:21 PM Grant
Export options:

1] FALD NoLegalObjection Complete
SelectingOfficial InitiateFALDReview Complete
0 CompetitionManager InitiateSOReview Complete

Selection comments:
No selection comments.

Selection Comments Audit Trail

Award Processing Started
Nothing found to display.

Applications Available for Award Processing
ta ProposallAward be D Applica Proje ta Ra edera anged edera anged
ard be te Order/Ama Amo Amo Amo ota
Proce - Requested Requesied
ota
v NA16GOT9990003 2443903 SKILLIGALEE INCProject  Avallable 1 1,000.00 1,000.00
description to start
award
processing
NA16GOT9990002 244 8INSTITUTE FOR Project Available 2 $500.00 $ $1,000.00 $
GLOBAL description te start
ENVIRONMENTAL award
STRATEGIES, processing.
INC., THE

Export options:

ancel
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6. The selected application is now visible in the Award Processing Started section.

Start Award Processing

—RFA Header Informatiom

Due Date:

Document ID: 2443841 CFDA Number: 11,559
Announcement Type: Initial SubProgram:

Funding Opportunity NOAA-GOT-OCPO-2016~ . . One Commerce Program
Number: 2002505 Assigned Program Office: o - (ocPo)

Line Office: Grants Online Testing [GOT) Assigned Program Officer: Grant Student0D

RFA Name: Comp App User Manual ;::':' ated Publication  4q/45/5016

Fiscal Year: 2016 Publication Date: 03/07/2016
Competition Number: 2443843 Competition Name: Comp App User Manual
Anticipated Application o000

Selection Package Workflow History
Review Selection Package

Selecting Official Review Selection Package
Export options: Excel

Selection comments:
No selection comments.

Selection Comments Audit Trail: s—'ﬁ

There are multiple Cancel buttons on this page for the purpose of saving extra scrolling when the competition contains a large number of applications.

mm—mz—m_m
Competition Manager Review Selection Package 03/16/2016 02:35:11 PM 03/16/2016 02:45:15 PM
03/16/2016 02
03/16/2016 01
Competition Manager Review Selection Package 03/16/2016 11:51:15 AM03/16/2016 01:54:08 PM03/16/2016 01:57:21 PM

Start? -essing In Progress
FALD MoLegalObjection  Complete
SelectingOfficial  InitisteFALDReview Complete
00 CompetitionManager InitisteSOReview  Complate

:58 PM 03/16/2016 02:35: 11 PM03/16/2016 02:
21 PM 03/16/2016 02:11: 48 PM03/16/2016 02

Award Processing Started

S KILLIGALEE Pru)E{t

Export options: Exce

IIAward Number
Number

descriptionin

ederal ged|Federal hanged
mount mount mount:
quested: Requested: Total
otal
Award Fila1 $1,0DD.DD $1,000.00

Progress -
at
Program
Office -
initial
processing

Applications Available for Award Processing
IStart po
ward
[m———
]

Export options: Excel

nt Status Fede:
o
IR+
(Y

NALEGOTS950002 2 SINS'ITI'UTE FOR Project  Available 2 £500.00 $1,000.00
descriptionto start
EN\IIRONMEN‘ML award
STRATEGIES, processing.
INC., THE

ral
mount

ral

equested:|

otal

T— Fede: —
mount: ¥Yr 1 mount: Total
$ 3

%NOTE: The NEPA, Procurement Request and Commitment of Funds, and PO

Checklist tasks

have been generated for the Assigned Program Officer.

7. The Selection Package processing is complete. Click the Cancel button to leave this

screen.
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Prepare Application Package Documents (Program Officer Task)

After FALD has reviewed and approved the Selection Package, three tasks are sent to the
Program Officer’s Inbox. These tasks are:

¢ The National Environment Policy Act (NEPA) Document

e The Procurement Request and Commitment of Funds (PRCF) — also known

as the CD-435

e The PO Checklist

The next three sections of this document are devoted to a discussion of the steps required

to perform each task. The tasks can be completed in any order.

<
on\1plete

NEPA
Document

> ‘

=

NEPA
Document
(NOAA, EDA and NTIA)

Assigned
Program Officer
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The NEPA Document

The NEPA Document allows the user to specify and attach NEPA information relevant to
an organization. As indicated in the diagram on the previous page, the NEPA Document
is only relevant to NOAA, EDA and NTIA.

1.

2.

Click the Inbox tab.

Click the Tasks link to display the items currently available to the Program Officer.

Click the View link beside the NEPA Document task.

Your Tasks
Document Type Status
[an A EESEI R Avoly Filter >>

21 items found, displaying all items.1
Award Number |RFA Name ask App ask pe Document/Start Date [Completed
Received Status d Date
Date

NA15G0OT9990057 Student25_080414_Universal 03/12/2015 SKILLIGALEE 2599495 Procurement Request Not Procurement Request 2276654
and Commitment of  Started and Commitment of
Funds

nd
A15G0T9990057 Student25_080414_Universal 03/12/2015 SKILLIGALEE 2599494 NEPA Document Not NEPA 2276657
INC Started

View NA15GOT9990057 Student25_080414_Universal 03/12/2015 SKILLIGALEE 2599493 Complete PO Checklist Not PO Checklist 2276655
INC Started

The NEPA launch page is visible. From the Action dropdown menu, select
Complete NEPA Document. Click the Submit button.

NEPA - NA15GOT9990057

Id: 2276657
Status: ProgramOfficerActions - Not Started

Action: \ Complete NEPA Document ¥ | | Submit

Your Comments:

5. The screen on the next page is visible.

Version 4.20
Page |57



Federal Program Office — Competitive Application Processing

NEPA Environmental Review Requirements - NA15G0OT9990057
1 Attachments:

No attachments.

Step 7 - Add new Attachmentg
macion on this page should be saved before adding or removing attachments.

rkshop: Presentations - Day1 pp. 107-121)

Guidance - (NOAA FY 2009

WA Guidance - requires MOAA email address and password

a.)Level of Review

Indicate below the level of envircnmental review that has been
conducted by the Responsible Program Manager for the proposed action
in accordance with the applicable provisions of the NOAA Administrative
Order 216-6 entitled, "Environmental Review Procedures for
Implementing the MNational Environmental Policy Act”

Categorical Exclusion (CE) Memorandum completed and signed by
the Responsible Program Manager along with related CE review
checklist, as appropriate

Selec CE

Envireonmental Assessment (EA) with signed Finding of No Significant
Impact and concurrence by NOAA NEPA Coordinator

Environmental Impact Statement (EIS) with signed Record of
Decision (ROD)

Mot Required

b.} Mitigating Measures

If either an EA or EIS was cempleted, did the analysis of the ® NO
environmental impacts require the implementation of one or more YES
mitigation measures?

c.) Post Award NEPA Review Process

Does the proposal include funding for one or more projects that have = NO
not yet been identified and therefore NEPA review cannot be YES
completed?

6. Onthe NEPA document, there are three components that require a response.
The 2" and 3™ items have default values.

a. Level of Review
b. Mitigating Measures

C. Post Award NEPA Review Process

7. To upload the NEPA Document, click the [+] beside the Add New Attachment link
at the top of the page.
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8. Select the NEPA Official from the dropdown menu on the lower right-hand side of
the screen. After a selection is made, click the Save and Return to Main button.

Please Select a NEPA Official for routing purposes: I|Interna| Reviewer v ||

save [ Save and Return to Main | Cancel |

9. When the NEPA document is complete, the user has an opportunity to forward
the document to the NEPA Official. From the Action dropdown menu, select
Forward to NEPA Official and click the Submit button.

NEPA - NA16GOT9990003

Id: 2444055
Status: ProgramOfficeraActions - In Progress

Action: [Please select an action r m

Your Comments: | Please select an action
Complete NEPA Document

Forward to NEPA Official

Forward to NEPA Reviewer ™ |

%NOTE: Forward to NEPA Reviewer is an optional task. If selected, the task goes to
all individuals with a NEPA Reviewer role. The first individual to take action
on this task owns the task. If the NEPA Reviewer does not finish the task in
a timely manner, the FPO can opt to select Forward to NEPA Official. This
task remains in the FPO’s Inbox until forwarded to the NEPA Official.

10. Before advancing to the next step of this task, the FPO confirms the intent to
proceed. If the user proceeds, the action can only be reversed with assistance from

the Help Desk. To proceed, click the OK button.

The page at https://grantsonlinetraining.rdc.noaa.gov says:

The action you are about to perform cannot be easily undone and might
require help-desk assistance. Are you sure you want to continue?
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11. When the NEPA Document has been successfully forwarded, the FPO receives
the message shown in bold blue letters on the image below.

Your Tasks

| NEPA Document - Forward to NEPA Official is complete. |

Document Type Status

] ] [Open ¥]

7 items found, displaying all items.1

ask Status

View 3490057 Procurement Request and Commitment of Funds Mot Started Procurement Request and Commitment of Fund
View 3490055 Complete PO Checklist Mot Started PO Checklist

12. The Award File is not available for further processing until the NEPA Official
approves the NEPA Document and the Budget Officer approves the Procurement
Request and Commitment of Funds document.

%NOTE: For EDA, the Procurement Request and Commitment of Funds must be
accepted by the Commitl Approver and the Commit2 Approver. These
actions are performed by the NOAA Finance Office.
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Procurement Request and Commitment of Funds (PRCF)
The focus of this section is the completion of budgetary information associated with the

Award. The Procurement Request and Commitment of Funds (PRCF) document is also
known as Form CD-435. The CD-435 is reviewed and receives sign-off by the Request

Authorizing Official (Budget Officer).

1. Click the Inbox tab.

2. Click the Tasks link to display the items currently available to the Program Officer.

3. Click the View link beside the Procurement Request and Commitment of

Funds task.
Your Tasks
Document Type Status
[an v] [Open v]
20 items found, displaying all items.1
Received Status Id Date

Date
View [NA15GOT9990057 Student25_080414_Universal 03/12/2015 SKILLIGALEE 2599499 Procurement Request JNot Procurement Request 2276654
INC and Commitment of |Started and Commitment of
Funds Funds
Not PO Checklist 2276653
Started

view NA15GOT9990057 Student25_080414_Universal 03/12/2015 SKILLIGALEE 2599493 Complete PO Checklist
INC

4. The Procurement Request and Commitment of Funds launch page is displayed.
Choose Complete Procurement Request and Commitment of Funds from the
Action dropdown menu and click the Submit button.

Procurement Request and Commitment of Funds - NA16GOT9990003

Id: 2444053
Status: Program Officerictions - Not Started

Action: [Please select an action r Eﬁi
Your Comments: | Please select an action -
Complete Procurement Request and Commitment of Fundsig|

5. The image on the next page shows the top portion of the Procurement Request
and Commitment of Funds screen. Supply data for the mandatory data fields
marked with an asterisk:

o Federal Share* (pre-populated with data that reflects the current year’s
Federal Funding as specified on the application)
* Request Authorizing Official*

+ Requestor*
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Procurement Request and Commitment of Funds - NA15GOT9990057
Last CBS Validation: Status:
Active Procurement Requests:

Mothing found to display.

withdrawn Procurement Requests:
Mothing found to display.

I Federal Share: * $[1,000.00

Request Authorizing Official: *
None Selected.

Additional Reviewers:
Mothing found to display.

(Pie2se nore, you must press ‘Save and Return to Main' for the Route ra be commitred)

Requestor: *
None Selected,

6. Click the Search button to specify the Request Authorizing Official* (Budget
Officer).

Procurement Request and Commitment of Funds - NA15G0OT9990057
Last CBS Validation: Status:
Active Procurement Requests:

Meothing found to display.

Withdrawn Procurement Requests:
Mothing found to display.

Federal Share: * £{1 000.00
Request Authorizing Official:
MNone Selected.

7. When the image shown on the next page displays, enter a value for at least one of the
search criteria. Although entering data for one search criteria usually ensures an
efficient search; it may not be the prudent approach when looking for someone with a
common first or last name. Click the Search button. The Nothing Found to Display
message is visible until the user clicks the Search button.
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Search Users

Please leave all fields empty to search for all results
Enter search terms to find a user.

First Name
Middle Name
Last Name budget
Organization
E-Mail Address
State Please select a state v

I search | Cancel

Nothing found to display.

8. If the search returns more than one name click the Select link beside the
appropriate name.

Search Users

Please leave all fields empty to search for all results
Enter search terms to find a user.

First Name
Middle Name
Last Name budget
Crganization
E-Mail Address
State Please select a state |

3 items found, displaying all items.1

Action| Organization ________________[TitlePrimary PhonelPrimary Address
EE 2013909 NOAABudgetOfficer, PMO NOAA Regression Testing (RT-NOAA) 301-444-2112 20020 Century Blvd, Germantown, MD 20874-1143 USAtesH
2013987 Budget Officer, NIST NIST DEMO Program Office (NISTPQ) 301-975-0000 100 Bureau Drive, Gaithersburg, MD 20899-1070 USA  tesH

2013987 Budget Officer, NIST NIST Line Office under NOAA TEST (NIST) 301-975-0000 100 Bureau Drive, Gaithersburg, MD 20899-1070 USA  tesH

9. If a search is performed and the name of the relevant Authorizing Official is not
returned, contact your Line Office (NOAA-assigned Grants Management Advisory
Council (GMAC)) / Agency point-of-contact (other DOC bureaus) to request that
person’s name be added to the list of available resources.

When contacting the GMAC, at a minimum, have the following contact information:
name, address, email, and phone number for the new Budget Officer. Do not forget
to specify the dollar threshold that should be associated with the new person.
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10. To specify Additional Reviewers, click the Add button below the Additional
Reviewers header. Perform the process (similar to that completed in steps 6 - 8)
to search for and specify an additional person as a Reviewer.

Additional Reviewers:
MNothing found to display.
T \ote, you must press 'Save and Return to Main' for the Reute to be committed)

Requestor: *
None Selected.

11. To specify the Requestor*, click the Search button below the header.

Requestor: *
Mone Selected.

Invoice Address: * Requisition Number: *

20020 Century Blvd,

Germantown, MD 20874-
1143 USA

12. When presented with the Search Users (for the Requestor) screen, unless
the user has a common last name, specify one search criterion. Click the
Search button.

Search Users

Please leave all fields empty to search for all results
Enter search terms to find a user.

First Name
Middle Name
Last Name student2s
Organization
E-Mail Address
State Please select a state T

=
MNothing found to display.
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13. Click the Select link next to the Requestor’s name.

Search Users

Please leave all fields empty to search for all results
Enter search terms to find a user.

First Name
Middle Name
Last Name  |student25
Crganization
E-Mail Address
State Please select a state ]

One item found.1

ActionUser ID Organization Prima Primary Address
Phone

P010915 Student25,  GOT One Commerce Program Office 301-555-1212 20020 Century Blvd, Germantown, MD 20874-  testemail@msg2.r
Grants (oceo) 1143 USA

14. When the Request Authorizing Official* and Requestor* are identified, other
mandatory data fields on the screen will populate.

Requestor: -
Telephone _Action |

Grants Student2s 301-555-1212 Qal;ELT, 7]

Invoice Address: - Requisition N ber:

20020 Century Blvd, EAGGOOBU 500551
Germantown, MD 20874-
1143 USA

Affected Reference Number: EIN:

NA1SGOTI9900S57 123456789

To: * Ship To:

SKILLIGALEE INC 20020 Century Blvd,
10448 Azalea RD Berin, Germantown, MD 20874-
MD 21811-3107 1143 USA

Requisition Contact Person: * Telephone Number:

Erants Student25 | [301-555-1212 |
Line Item: Description: * Quantity: Unit Issue:
1 CFDA Number: 11.999 |1 EACH

Project Start Date: 2015-04-01
Praject End Date: 2015-09-15
Grant Type: not entered
Project Description: This is a
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15. If appropriate, use the Clearance/Remarks field to enter comments.

Line Item: Description: * Quantity: Unit Issue:
1 CFDA Number: 11.999 A ‘ 1 EACH

Project Start Date: 2015-04-01
Project End Date: 2015-09-15
Grant Type: not entered
Project Description: This is a

Clearances/Remarks:
| ¢~ Optional

< J

16. To specify ACCS Lines, click the Add New ACCS Line link below the Accounting
— ACCS Lines* header.

Accounting - ACCS Lines *

pes have been defined.

PRCF Total for this Award action: £0.00

Total Federal funds authorized for this Award action: ~ $ 1,000.00

Recipient Share Total for this Award action:

Total Recipient Funds authorized for this Award action: $10,000.00

Note: Budget Officer Approval does not apply to Recipient Share amounts. These

amount are displayed for informational purposes only. Changes made in cd-
450/451 will not be reflected on this page.

Procurement Request Official Comments
| Save | Save and Return to Main | CBSValidate | Cancel |
Award Finance Report

17. On the ACCS details screen, specify information for the following data fields:

e Bureau* = (pre-populated)

e Fund* = (pre-populated)

e Fiscal Year* = (pre-populated)
o Project Task®

e Organization "

e ObjectClass

e Amount*

N Although not indicated as mandatory for data entry, data validation
cannot occur when this data element is blank.
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18. When data entry is complete, click the Save button. Observe the message, The
Program Code will display here once the ACCS Line is validated.

Validated: false

Bureau (xx): * 14

Fund (xx): * 01

Fiscal Year (yyyy): * 2016

Project Task: 28LEF28 |- [BOOD

Program Code: | The Program Code will display here once the ACCS line is validated
orgznization: 30 [-f: |-joooz |-oo |-Po ]-Po ]-Bo ]

Object Class: 41 |- -joo|-[oo

Unigue Account Descriptor:  Select Descriptor Fund Type:

Amount: * $[1,000.00 Prior Year Fund: No +
E DWValidate | Cancel/Done

Add New ACCS Line

Mo CD435 ACCS Lines have been defined.

19. When all information has been saved, validate the codes by clicking the
DWValidate button. Until the codes have been validated, False is displayed
beside the Validated data element and No is displayed beneath the DWValidated
column header.

I Validated: false I <
ELLCEImes
Fund (xx): 1
Fiscal Year (yyyy): * Poi6
Project Task: sLEF28 |-[soo
Program Code: The Program Code will display here once the ACCS line is validated
organizatin:
Object Class: 4 - m B m
Unique Account Descriptor:  Sel Descriptor Fund Type:
Amount: sooooo ] Prior Year Fund:
[ Save | Dwalidate | Cancel/Done
v
One item found.1
BureaulFund/Fiscal YearlOrganization ______[Program[Project - TasklObject ClassAmount _[Prior Year DWValidatediUnique Account ID|
14 1 2016 30-21-0002-00-00-00-00 --- 28LEF28-B00 41-11-D0-00 $1,000.00N No -

%NOTE: The system allows the workflow to go forward without validating the ACCS
Lines and selecting the Descriptor. However, the Budget Officer must
complete these steps before the PRCF can be approved. The Budget
Officer may opt to return the PRCF to the FPO to provide information for
the missing data fields.

20. If the code does not validate, an error message assists the user in determining
which portion of the ACCS Line is inaccurate.

When accurate information is entered a message at the top of the ACCS Lines
section indicates The ACCS is valid. Beside the Validated data element the word
True is displayed. When the ACCS Line is validated, the value for the Program
Code is also populated.
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The ACCS is valid P
Validated: frue «
ureau (xx): 14

Fund (xx): * 1
Fiscal Year (yyyy): 2016
Project Task: -
I Program Code: 02 -21-16-001
TQanIZation -[002_| - o0 ---
Object Class: m m

Unique Account Descriptor: Fund Type:

Amount: * go0000 ] ooo oo Prior Year Fund: [No v | -
[Save | DWValidate | Cancel/Done |

Add New ACCS Line v

One item found.1

RS RSB LG UM S5 e AR O B Vkta) (Y T MUSEFEL SR
14 1 2016 30-21-0002-00-00-00-00 02-21-16-001 28LEF28-B00 41-11-00-00 $1,000.00N Yes

21. The total dollar amount must equal the Total Federal Funds Authorized for this
Award. To specify additional ACCS Lines, click the Add New ACCS Line button.
Repeat steps 17 - 20 as necessary to specify additional ACCS Lines.

The ACCS is valid

Validated: true

Bureau (xx): 14

Fund (xx): 1

Fiscal Year (yyyy): 2016

Project Task: sLEF2s |-[Bo0 |

Program Code: 02-21-16-001

QOrganization: 7H [0 ]-po]- o]
Object Class: 11 ] m m

Unique Account Descriptor: script Fund Type:

Amount: 5 Prior Year Fund: [No_v | m

| save | DWvalidate | Cancel/Done
Add New ACCS Line

One item found.1

Mm@
1 2016 30-21-0002-00-00-00-00 02-21-16-001 26LEF26-B00 41-11-00-00 $1,000.00N Yes

22. NOAA Only (steps 22 - 24)
For all NOAA Awards (except the Cooperative Institute Program), the FPO must
use the Select Descriptor link to identify a Unique Account Descriptor. The
Cooperative Institute Program is comprised of academic and non-profit research
institutions that conduct research in support of NOAA’s Mission Goals and
Strategic Plan.

Click the Select Descriptor link.

The ACCS is valid

Validated: true

Bureau (xx): 14

Fund (xx): * 1

Fiscal Year (yyyy): Po16

Project Task: psLerzs |-Boo |

Program Code: 02-21-16-001

organization: o |- L] -fposz -6 - Bo ] - 6] - 6]

Object Class: - - - m

Unigue Account Descriptor: || Se ol Fund Type:

Amount; T o e s 5]

[Save | bWvalidate | cancel/Done |

One item found.1

e L T TR USSR
14 1 2016 30-21-0002-00-00-00-0002-21-16-001 28LEF28-B00 41-11-00-00 $1,000.00N Yes
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23. A list of potential Unique Account Descriptors is visible. Click the Select link next to the
appropriate descriptor. If the Unique Account Descriptors are too numerous, use the
Apply Filter button to narrow the available options.

Program Office: [- All - N Apply Filter >>

Unique Account Descriptor:

Line/Program Office|Descriptor]

GOT TEST

Identifying Information|A

24. The selected Descriptor is shown under the Unique Account ID column header. To return
to the previous screen click the Cancel/Done button.

The ACCS is valid

Validated: true

Bureau (xx): 14

Fund (xx): 1

Fiscal Year (yyyy): R016

Project Task: DBLEF28

Program Code: 02-21-16-001

organzation: -pog -0 ] - o] -] -

Object Class: -loo ]

Unique Account Descriptor: TEST escriptol Fund Type:

Amount: $(1,000.0 Prior Year Fund: m

[ Save | DWvalidate | Cancel/Done |

Add New ACCS Line

One item found.1

[BureaulFundlFiscal Y@'DWValldate Iunique Account 1D}
14 1 2016 30 -21 -0002-00-00-00-0002-21-16-001 28LEF28-B00 41-11-00-00 $1,000.00N TESTX 999-001

25. Click the CBSValidate button.

Procurement Request and Commitment of Funds - NA16GOT9990003
Last CBS Validation: Status:

Active Procurement Requests:
Nothing found to display.

Withdrawn Procurement Requests:
Nothing found to display.

Request Authorizing Official: *

[TitleTelephone _[Action ]

PMO NOAABudgetOfficer 201-444-2112 [T

Additional
Mothing found to display.

{Plesse ol you must press 'Save and Retum b Main' for the Boute o be convnitled)

tor: *

[Name ______Title[Telephone [Action |

GrantsOnline User 301-444-2117 [T

Federal Share: £ [1.000.00 isition ber: * A 15
Affected Reference Number: NA1EGOTSS50003 EIN: DUNS: DE8

To: Description:

SKILLIGALEE INC CFDA Number: 11.59%

1234 MAIN ST Berlin, MD 20076 Project Start Date: 2015-10-01

Project End Date: 2016-08-20
Grant Type: not entered
y Project Description: Project description p

Clearances/Remarks:
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26.

27.

28.

(Continuation — Procurement Request and Commitment of Funds screen)

Accounting - ACCS Lines *
One item found.1

BureaulFund|Fiscal YearOrganization ______|Program __|Project - Task|Object Class|Amount [Prior Year|DWValidated|Unique Account ID/Action |
14 i 2016 30 -21 -0002-00-00-00-00 02- 21-16-001 2ELEF28-B00  41-11-00-00 $1,000.00 N Yes TEST-X-998-001 Edit Delete
Add MNew ACCS Line

PRCF Total for this Award action: %1,000.00

Total Federal funds authorized for this Award action:  $1,000.00
Recipient Share Total for this Award action:

Total Recipient Funds autherized for this Award action: $1,000.00

Note: Budget Officer Approval does not apply te Recipient Share amounts. These
amount are displayed for informational purpeses enly. Changes made in cd-
4507451 will not be reflected on this page.

Procurement Reguest Official Comments

[ Save | Save and Return to Main | CBSValidate | Cancel

This action validates the Award information against the Commerce Business Systems
(CBS) database. When the PRCF information is successfully validated, the information
shown on the screen image below is visible.

Procurement Request and Commitment of Funds - NA15G0T9990057

I Last CBS Validation: 03/19/2015 4:22:49 PM Status: Valid l

Active Procurement Requests:
Nothing found to display.

Withdrawn Procurement Requests:
Nothing found to display.

To view a copy of the CD-435 report, click the Award Finance Report button at
the bottom of the screen.

When the user is certain the ACCS Lines are accurate, click the Save and Return
to Main button.

Accounting - ACCS Lines "
One item found.1

i4 i 2016 30 -21 -0002-00-00-00-00 02-21-16-001 2BLEF28-B00  41-11-00-00 $1.000.00N Yes  TEST-X999-001 Edit Delete
Add Mew ACCS Line
PRCF Total for this Award action: £1,000.00

Total Federal funds authorized for this Award action:  $1,000.00
Recipient Share Total for this Award action:

Total Recipient Funds authorized for this Award action: $1,000.00

Note: Budget Officer Approval does not apply te Recipient Share amounts. These
amount are displayed for informational purpeses enly. Changes made in cd-
450/451 will not be reflected on this page.

Procurement Reguest Official Comments Step 28
m Save and Return to Main I CBSValidate m

+——step27
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29. The Procurement Request and Commitment of Funds launch page displays. Choose

Forward Procurement Request to Requestor from the Action dropdown menu and
click the Submit button.

Procurement Request and Commitment of Funds - NA16G0OT9990003

Id: 2444053
Status: ProgramOfficerActions - In Progress

Action: Please select an action r b
Your Comments: | Please select an action -
Complete Procurement Request and Commitment of Funds
Forward Procurement Request to Requestor

30. A warning message indicates the next step can only be reversed with assistance
from the Help Desk. To proceed, click the OK button.

The page at https://grantsonlinetraining.rdc.noaa.gov says:

The action you are about to perform cannot be easily undone and might
require help-desk assistance. Are you sure you want to continue?

31. This concludes the Procurement Request and Commitment of Funds task.

Your Tasks

Procurement Request and Commitment of Funds - Forward Procurement Request to Requestor is complete. |

Document Type Status

[a 7] [open 7]

Version 4.20
Page |71



Federal Program Office — Competitive Application Processing

The PO Checklist

The last of the three tasks addresses the PO Checklist. When the PO Checklist is
complete, a task is sent to the FPO’s Inbox to Forward/Revise the Award File. The Award
File is the repository for the NEPA Document, the Procurement Request and Commitment
of Funds, and the PO Checklist.

1. Click the Inbox tab.

2. Click the Tasks link.

3. Click the View link for the Complete PO Checklist task.

3
— ~ .
Inbox Application m Account Management m
Weicome to Grants Online Grant Student00. You are logged in to TESTL.

* Advisories Advisories >> Tasks
» Archived

Notifications
LT Your Tasks
» Task

Management Document Type Status
T (&l ] [open r] EECESS

6 items found, displaying all items.1

iewTask Id Task Name _____________________[Task StatusiDocument TypelDocument IdStart Date [Completed DatelAward Number _|

490055 Complete PO Checklist Not Started PO Checklist 2444054 NA16GOT9990003|
View 3490054 Competition Manager Review Selection PackageIn Progress Selection Package 2444050 03/16/2016
View 3489987 Conduct Negotiations In Progress Application 2443985 03/15/2016 NA16GOT9990001
View 3489916 Conduct Negotiaticns In Progress Agglication 2444004 03/11/2016 N/A

4. The PO Checklist launch page is visible. Choose Complete PO Checklist from the
Action dropdown menu and click the Submit button.

PO Checklist - NA16GOT9990003

Id: 2444054
Status: Program OfficerActions - Not Started

Action: Please select an action *
Your Comments: | Please select an action -
Complete PO Checklist]
Reassign Award File
Reneqotiate

-
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5. Upon selecting Complete PO Checklist, the PO Checklist launch screen is visible.
Click the Guidance link beside each data field for assistance in determining the
information that should be entered.

PO Checklist - NA16GOT9990003

[ Attachments:

Mo attachments.

Add new Attachment: [+]

Any changes o information on this page should be saved before adding or removing attachments. File name should be 50 characters or less if there are mare than 1

General Award Information
Application Organization: SKILLIGALEE INC State: MD
Applicant's EIN and DUNS numbers have been verified:+

Grant Type - [Sudzncs ] —— Guidance Document

Grant
Cooperative Agresment
If Cooperative Agreement, enter Co

Statutory Authority ©  Cu

Project Description/ Abstract Gu

Spell Check

IMPORTANT: PLEASE REVIEW CAREFULLY for spelling or punctuation errars
(as can occur with copy/paste from Word).

Basis of Selection
Competitive
Non-Com petitive
Congressionally Directed (Soft Earmark)
Institutional (designated by Grants Office)
Formula/Allotment
Congressionally Mandated (Hard Earmark)

Project Pregress Reports

Any chan o th

Frequency
# Semi-Annually
Synchronized to the Federal Financial Report periods
Annually (for multi-year/institutional)
Quarterly
Not Required (for "Mo Specific Purpose” awards). No final report required. Final report selection is not relevant.
Not Required (for Single Year awards). One report, covers award period up to 12 months and is due 90 days after expiration date of award

Final Report
® Comprehensive - a last interim report is required
Comprehensive -  last interim report is not required
Last Report

Special Award Condition for Project Progress Reporks

Project Pregress Reporting Comments:

Mote: It is the Program Officer's responsibility to create the Special Award Condition for non-default project progress reporting. Any discrepancies between the Perfor
progress reporting at the time of the award, the values above will be disregarded and the award will require the defauk values as defined for the Agency in the Bureay|
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(Continuation — PO Checklist screen)

Conflict of Interest/Post Employment Restrictions  Guidance

Is there a former DOC employee warking for the applicant who representad or will represent the applicant before DOC or anather Federal agency regarding thig
& NO @ YES

If YES, please attach files below,

Matching Requirements: *
Mo Matching Requirements hawi
Add

<4— Guidance Document

ned

Analysis of Matching Requirements

Megaotizted Federal Share: 51,000,00
Total Federal Share (from Matching Reguirements): 50.00
MWegatiztad Non-Federal Share: 51,000.00
Totzl Required Non-Federzl Share: 50.00
Veluntary Non-Federal Share: 51,000.00

Minority Serving Institution Guidance
At the time of this award, it has not been determined if the recipient is a Minority Serving Institution.
If you believe that nfarmation is incarrect, please contact the Help Desk to correct the MSI status of the recipient. Once the arganization MS] status is corref

Does this award include any subaward to a Minority Serving Institution? ® NO @ YES

Homeland Security Presidential Directive - 12 Guidance

Does the proposed award require any recipient, subawardee, and/or

contractor personnel ta have physical access to Federal premises

for more than 180 days or to access a Federal information system? & NO © ¥ES

Research Terms & Conditions Prior Approval and Other Requirements ©  Cuidance

Does the applicant follow 2 CFR Part 200

and will the funding for the proposed award,

or any part of the proposed award, be used to canduct research? @ NGO © ¥ES ® Not Answered

Project Specific Infermation Cuidance

Is PROGRAM INCOME anticipated being earned during performance of this project: ® NO
Will a VIDEQ be created for public viewing as part of this project? ® NO
Is a SURVEY/QUESTIONNAIRE required by the Program Office for this project? = NO

Will Federal Agency owned equipment be provided to the recipient to use for this award? ® NO

Transfer Information  Guidance
Does this award include any Federal funds that were transferred from another Federal agency specifically for this award? ® NO © YES
If ¥ES, enter transfer documen

Programmatic Special Award Condition

Are there any NEPA mitigating factors, Past Award NEPA raviews,

or any other programmatic restrictions that need to be placed

on the award? ® MO ©YES
Sp d Condition

Additional Information

NOAA Specific Information

Coastal Zone Management Awards
For Coastal Zone Management Awards, indicate which sections of the Coastal Zone Management Act this award addresses:
Section 306/306a ® NO © YES

Section 208 & NO O YES
Section 209 & NO O YES
Section 210 & NO O YES
Section 6217 & NO O YES

If no boxes are checked, only the normal Financial Reparts will be generated. Every appropriata Section must be checked on every checklist to cover the expect
206 reports are still required through the time span of Amendment 1, then both Sections 206 and 208 must be selectad as YES in the Amendment 1 checklisy

CESU Awards
Is CESU Award? ® NO © YES If YES, enter justification and verify Grant Type Guidanc
Justification

i
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6. If one or more attachments should be included, click [+] beside the Add new Attachment
header.

3 Attachments:
No attachments.

Add new Aﬁachmentm
-mation on this page should be saved before adding or remaving attachments. File name should be 50 characters or less if there are more

7. Verify the Applicant’s EIN and DUNS numbers and click the checkbox.

General Award Information
Applicaticn Organization: SKI
Applicant’s EIN and DUNS numbers have been vern"ed

State: MD

8. Select the radio button that corresponds to the type of grant being processed. If this is
a Cooperative Agreement, the FPO must enter a Special Award Condition. Click the
Cooperative Agreement Special Award Condition link. If this Award is not a
Cooperative Agreement, proceed to step 16.

idance

Grant Type *
Grant
Cooperative Agreement

If Cooperative Agreement, entevl (

ent Special Award

ition I

9. The Special Award Conditions screen is displayed.

Special Award Conditions

Available Special Award Conditions

This award number <AWARD_NUMBER:>, to <RECIPIENT NAME >, supports the work described in the Template

Recipient's proposal entitled <PROJECT TITLE> dated <APPLICATON DATE >, which is incorporated into

the award by

For Reductions: When the Federal share of a grant or cooperative agreement award is 5% or less than Template
C that requested due to Congressional rescission and/or other required reductions, the following lan

Multi-vear Special Award Condition MULTI-YEAR SAC for New Awards and Amendments (except final year) Add the word (REVISED) before Template

the Sac for Amendments. The only revision for amendments would be the funding amount available

(l.e.,

For Increases: When the Federal share of a grant or cooperative agreement award is increased to not  Template

n more than 5% of the requested amount, the following language will be included in the award documen

Performance Reports - (Annual)  An annual performance report must be submitted to the Program Office at least 90 days prior to the Template

end of each budget period. A final performance report that covers the remaining 90 days and s

Authority is delegated to the Recipient to extend any projects or subawards incorporated in this Sea Template

Grant Omnibus award up te, but not beyond, the approved grant project period without prior approval

Since this award requires the Recipient to provide $(From matching requirement on CD-450 or 451) in Template

project-related costs from non-federal sources, the Recipient must maintain in its official accounti

[e to The Technical Monitor for this award is: Template
Project I‘1|Iestu"es To ensure adequate and timely progress towards project completion and achievement of the goals of  Template
the Recovery Act with respect to project timing and associated expenditure of funds, NOAA and the
gran
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10. The user may create a Special Award Condition (SAC) from scratch or select one of
the available templates. Proceed to step 12 to use a template. If the user chooses to
create a Special Award Condition (SAC) from scratch, click the Create from Scratch
link.

Special Award Conditions

Available Special Award Conditions
ard SAC This award number <AWARD_NUMBER>, to <RECIPIENT NAME>, supports the work described in the Template
Recipient's proposal entitled <« PROJECT TITLE> dated <APPLICATON DATE >, which is incorporated into
the award by
rd For Reductions: When the Federal share of a grant or cooperative agreement award is 5% or less than Template

Nev

Partial Funding Specia

11. Enter information for the required data elements (marked by a red asterisk). When
finished, click the Save and Return to Main button. Proceed to step 16.

Special Award Condition Details
Name: Cooperative Agreement
Description:
2
Spell Check

Response Required: — Select One — M Satisfied Date:
Type: Administrative  Pending

Save [ Save and Return to Main || Cancel

12. To create a Special Award Condition (SAC) from a template, click the Template link
that corresponds to the relevant template.

Special Award Conditions

Create From Sc

Available Special Award Conditions
This award number <AWARD_NUMBER:>, to <RECIPIENT NAME:, supports the work described in the Template
Recipient's proposal entitled <PROJECT TITLE:> dated <APPLICATON DATE:=, which is incorporated into

the award by

For Reductions: When the Federal share of a grant or cooperative agreement award is 5% or less than Template
that requested due to Congressional rescission and/or other required reductions, the following lan

Year Special Award Condition MULTI-YEAR SAC for New Awards and Amendments (except final year) Add the word (REVISED) beforeTemplate
the Sac for Amendments. The only revision for amendments would be the funding amount available

(i,

For Increases: When the Federal share of a grant or cooperative agreement award is increased to not  Template
more than 5% of the requested amount, the following language will be included in the award documen

An annual performance report must be submitted to the Program Office at least 90 days prior to the ~ Template
end of each budget period. A final performance report that covers the remaining 90 days and s

Autherity is delegated to the Recipient to extend any projects or subawards incerporated in this Sea Template
Grant Omnibus award up to, but not beyond, the approved grant project period without prior approval

Since this award requires the Recipient to provide $(From matching requirement on CD-450 or 451) in Template
project-related costs from non-federal sources, the Recipient must maintain in its official accounti

The Technical Menitor for this award is: Template
To ensure adequate and timely progress towards project completion and achievement of the goals of  Template
the Recovery Act with respect to project timing and associated expenditure of funds, NOAA and the

gran

Reporting Requirements: Pursuant to ARRA Special award conditicns which are incorporated into this  Template
award. The recipient will report on the progress of their approved projects as reflected in the desc

rmance Reports - (Annual for The first Performance Progress Report will cover a period of nine months from the start date of award. Template
Following reports are due annually. All interim Performance Progress Reports are due 30 days afte
This award is created as a cooperative agreement because of the substantial invelvement of NOAA
scientists in the aw ivity. NOAA scientists will collaborate with Cooperative Institute scientists
ial Award The Univers 2 j pv refere heterms of the compe 223

yo Award Sp:

Version 4.20
Page |76



Federal Program Office — Competitive Application Processing

13. Complete the mandatory data elements (marked with a red asterisk) by modifying the

template’s text as appropriate. When finished, click the Save and Return to Main

button.

Name:

Description:

Special Award Con

sociation Edits:
Response Required.
Type: Programmatic

| Save | [Save and Retwrn to Main ]| cancel

n Details

Substantial Involvement Special Award Condition For Cooperative Agreement

This award is created as a cooperative agreement because of the substantial involvement of
NOAA scientists in the award activity. NOAA scientists will collaborate with Cooperative Institute
scientists, research associates, and students on research projects of mutual interest throughout
the award period.

Spell Check

Satisfied Date:

— Select Cne — r

Pending

14. All added Special Award Conditions are visible under the Pending Special Award
Conditions header. To edit or remove any Special Award Conditions associated with the
Application click the Edit or Remove link.

15. Click the Done button when finished entering the Special Award Condition(s). The user

is re-directed to the PO Checklist to supply information for additional data elements.

Special Award Conditions

at

Available Special Award Conditions

Performance Reports - (Annual)

2 Grant Py

Matching Requirement

Substantial Involvement Spedial A

mpetitive Award Special Award Conditio

MNOAA Environmental Data and Information

Step 14 ===Pp Pending Special Award Conditions

One item feund.1

Substantial Involvement Special Award Co

Associated Special Award Conditions
Nothing found to display.

[Description
This award number <AWARD_NUMBER>, to <RECIPIENT NAME >, supports the werk described in the Recipient’s proposal entitled Template

<PROJECT TITLE> dated <APPLICATON DATE=, which is incorporated into the award by
MULTI-YEAR SAC for New Awards and Amendments (except final year) Add the word (REVISED) before the Sac for Amendments. The only Template
revision for amendments would be the funding amount available (i.e.,

For Increases: When the Federal share of a grant or cooperative agreement award is increased to not more than 5% of the requested
amount, the following language will be included in the award documen

For Reductions: When the Federal share of a grant or cooperative agreement aw
rescission andjor other required reductions, the following lan

An annual perfermance report must be submitted to the Program Office at least 90 days prior to the end of each budget period.
performance report that covers the remaining 90 days and s

Autherity is delegated to the Recipient te extend any projects or subawards incorperated in this Sea Grant Omnibus award up to, but net
beyond, the approved grant project period without prior approval

Since this award requires the Recipient to provide $(From matching requirement on CD-450 or 451) in project-related costs from non-
federal sources, the Recipient must maintain in its official accounti

The Technical Monitor for this award is: Template
To ensure adequate and timely progress towards project completion and achievement of the goals of the Recovery Act with respect to Template
project timing and associated expenditure of funds, NOAA and the gran

Reporting Requirements: Pursuant to ARRA Special award cenditions which are incorporated into this award. The recipient will report on the Template
progress of their approved projects as reflected in the desc

This award is created as a cooperative agreement because of the substantial involvement of NOAA scientists in the award activity. NOAA
sclentists will collaberate with Cooperative Institute scientists

The University/NGAA MOA would be incorporated by reference into the terms of the competitive award. Any performance reports (s) for the Template
competitive project must follow the timetable of the funding pr

Environmental data and information, collected and/or created under this grant/cooperative agreement will be made visible, accessible and
independently understandable to users, free of charge or at min

The Joint and Cooperative Institutes may place the NOAA emblem on the following items, in a manner consistent with the terms and uses
prescribed below: 1. SCIENTIFIC POSTERS AND WRITTEN PRESENTATI

The first Performance Progress Report will cover a period of nine months from the start date of award. Following reports are due annually. All Template
interim Performance Progress Reports are due 30 days afte

Template

rd is 5% or less than that requested due to Congressional Template

Afinal Template

Templa

Template

Template

Template

t Template

1. Data Sharing: Environmental data collected or created under this Grant, Cooperative Agreement, or Contract must be made publidy ~ Template
visible and accessible in a timely manner, free of charge or at mini
A copy of the attached "Acknowledgment and Agreement of Co-Recipient” signed by the Co-Recipient, <INSERT NAME OF CO-RECIPIENT ~ Template

HERE>, must be returned to EDA within 30 days of the award date.

Due Date _[Satisfied Date

This award is created as a cooperative agreement because of the substantial involvement of current Programmatic
NOAA scientists in the award activity. NOAA scientists will collaborate with Cooperative

Institute scientists

Options

_@ Step 15
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16. Enter information for the Statutory Authority*.

Statutory Authority * Guidance Audit Trail: Lj

17. Enter data for the Project Description/Abstract*.

Project Description /Abstract * Guidance

IMPORTANT: PLEASE REVIEW CAREFULLY for spelling or punctuation errors
(as can occur with copy/paste from Word).

%NOTE: The information entered in this text box is passed on to the Legislative
Affairs team. That office notifies Congress of the Award. To ensure the
content is understood by the majority of the target audience, do not

use acronyms. Only copy and paste from a plain text file. Do not copy
and paste from a Word document.

18. Specify the Basis of Selection*.

Basis of Selection * Guidance
Competitive
Mon-Competitive
Congressionally Directed (Soft Earmark)
Institutional (designated by Grants Office)
Formula/Allotment
Congressionally Mandated (Hard Earmark)
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For many of the data elements, starting with step 19, a default value is indicated;
modify as is appropriate.

19. Select the Progress Reports Frequency and Final Report type.

Project Progress Reports  Guidance
Any changes to these values will be applied to the entire grant.

Frequency
= Semi-Annually
Synchronized to the Federal Financial Report periods
Annually (for multi-year/institutional)
Quarterly
Mot Required (for "Mo Specific Purpose” awards). No final report required. Final report selection is not relevant.
Mot Required (for Single Year awards). One report, covers award period up to 12 moenths and is due 20 days after expiration date of award

Final Report
= Comprehensive - a last interim repert is required
Comprehensive - 3 last interim report is not required
Last Report

20. Respond to the Conflict of Interest/Post Employment Restrictions question.

Conflict of Interest/Post Employment Restrictions Guidance
Is there a former DOC employee working for the applicant who represented or will represent the applicant before DOC or another Federal agency regarding this
application and/or subsequent award or who has been involved in the merit review and/or selection process?
= NO OYES
If YES, please attach files below.

21. To enter Matching Requirements*, click the Add New link. This data element is
mandatory and must be completed whether or not there are matching funds
associated with the Award.

Matching Requirements: *  Guidance
Mo Matching Requirements have been defined

22. The PO Checklist Matching Requirement screen is displayed. Supply data for all
applicable fields and click the Save button.

PO Checklist Matching Requirement
Ly Calculation of Match: ® Percentage ' Ratio

Federal Share Amount$ |:|
Mandatory i
Required Cost Share % l:l
> (max 14 decimal places)
Cost Share Explanation © Statutory

Competitive Announcement
Other Explanation

Explanatory Motes:

[Sove [cancel]
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23. The Analysis of Matching Requirements* is now complete.

Required Non-Federal Share Amount Funding Source / Required|Actio
(calculated) ICost Share Explanation

$1,000.00

Matching Requirements: *

Analysis of Matching Requirements

Megotiated Federal Share: $1,000.00
Total Federal Share (from Matching Requirements): $1,000.00
Megotiated Non-Federal Share: $1,000.00
Total Required Non-Federal Share: $1,000.00
Voluntary Non-Federal Share: $0.00

24. Answer the Minority Serving Institution and Homeland Security Presidential
Directive-12 (HSPD-12) questions.

Minority Serving Institution Guidance

At the time of this award, it has net b determined if the recipient is a Minority Serving Institution.

If you believe that this infarmation is incorrect, please cantact the Help Desk to correct the MSI status of the recipient. (nce the arganization MS] status is corrg)
Does this award include any subaward to a Minority Serving Institution? ® NO @ YES

land Security Presidential Directive - 12 Guidance
Dioes the proposed award require any recipient, subawardee, and/ar
contractor personnel to have physical access to Federal premises
for more than 180 days or to access a Federal information system? @ NO © YES

25. Answer the Research Terms & Conditions Prior Approval and Other Requirements*
question. The default value is Not Answered. This is a mandatory data element and
a response must be provided before navigation from this page is permitted.

Research Terms & Conditions Prior Approval and Other Requi ts *  Guidance

Does the applicant follow 2 CFR Part 200

and will the funding for the proposed award,

or any part of the proposed award, be used to conduct research? O NO O YES = Not Answered

26. Answer the Project Specific Information, Transfer Information, and Programmatic
Special Award Condition questions.

Project Specific Information  Guidanc
Is PROGRAM INCOME anticipated being earned during performance of this project: # NO
will a VIDEQ be crezsted for public viewing as part of this project? = NO
Is = SURVEY/QUESTIONNAIRE required by the Program Cffice for this project? & NO
Will Federal Agency owned equipment be provided to the recipient to use for this award? ® NO

Transfer Information  Cuidance
Dioes this award include any Federal funds that were transferred from another Federal agency specifically for this award? ® NO © YES
If VES, enter transfer documen)|

Programmatic Special Award Condition

Ara there any NEPA mitigating factors, Post Award NEPA raviews,

or any other programmatic restrictions that need to be placed

on the award? ® NO ©YES

Special Award Condition
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27. Bureau specific information is located at the bottom of the PO Checklist for NOAA, MBDA
and EDA. See the screen images below for information associated with those three
bureaus.

Census, ITA and NTIA do not require comparable information.

NOAA Only:

NOAA Specific Information

Coastal Zone Management Awards
For Coastal Zone Management Awards, indicate which sections of the Coastal Zone Management Act this award addresses:
Section 306/306a ® NO © YES

Section 308 ® NO ©YES
Section 309 ® NO O YES
Section 310 ® NO O YES
Section 6217 = NO ©YES

If no baxes are checked, only the normal Financial Reports will be generated. Every appropriste Section must be checked on every checklist to cover the
306 reports are still required through the time span of Amendment 1, then both Sections 306 and 308 must be selected as ¥ES in the Amendment 1 ¢

CESU Awards
Is CESU Award? @ NO © YES If YES, enter justification and verify Grant Type

Justification Guidanc J
g
Spell Check

L

Cooperative Agreement Special Award Condition

Save | Save and Return to Main | Cancel

MBDA Only:

MBDA Specific Information

Geographic Service Area

Funding Breakdown

Total Federal Amount: $500.00 50%
In-Kind: $0.00 0%
Cash: £0.00 0%
Client Fees: 50.00 0%
Total Non-Federal Amount:[$500.00 50%
Total Project Cost: $1,000.00 100%

Save | Save and Return to Main | Cancel
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EDA Only:

Click the View/Edit EDA-Specific Information link to navigate to the data entry
screen for additional EDA information.

EDA Specific Information

| Save | Save and Return to Main | Cancel |

A portion of the EDA-Specific PO Checklist Elements screen is shown below:

EDA-Specific PO Checklist Elements
Geographic Area of Project and Eligibility Information

Description of Geographic Area that qualifies for EDA Assistance:

I sveh check |

Eligibility Determination Based On (choose one):*
[Per Capita Income 80% or Less 7]

Date/Event of Eligibility Determination:* (1Mm/o0/vvvy) l:'

Applicant Eligibility Data: US Comparison Data:
Per Capita Income: ‘ | ‘
Unemployment Rate: ‘ | | ‘
Source: /I

If eligibility is based cn a SPECIAL NEED, does the applicant provide decumentation

on how the propesed project will meet the special need described?

Need for the Project (Pressing Need/Economic Adjustment Special Need Problem):*

IR svel Check ]

Maximum Grant Rate Eligibility {%):

This project benefits an area which is primarily (select one): *

Rural r
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(Continuation — EDA-Specific PO Checklist Elements screen)

Anticipated Economic Benefit

E ic Benefit:

Spell Check

Estimated Jobs Created:*

N —

(Number should reflect amounts after attribution is applied.)

Estimated Jobs Saved: N |

Estimated Private Investment Leveraged: ena p ]

Source of Grantee Estimates (check as many as apply):
Letters from Beneficiaries of the Project Input/Output Model (e.g. IMPLAN, REMI) () Comparison to Similar Projects
Other Method (specify): | Unknown Method

Project Beneficiaries:
No beneficiaries have been selected.

Additional Project Information

Special Initiative Codes:

[Primary Special Initiative CodelInitiative Description |
false 46 Benefits underserved pop./community

false PM Resiliency (Mational Strategic Pricrities)

true 01 Regional Cooperation (Collaborative Reg. Innovation)
false 08 Local Partners Participating (Public/Private Partnerships)

NAICS Code that best describes the EDA project:
In the textfield above, enter the code that corresponds to the primary purpose of the project. NAICS codes can be obtained from: http:// .census.gov/eos/ /naics/index.html

Are reimbursables being used as EDA funds?

| Save | Save and Retumn to Main | Canca |

28. When all PO Checklist data has been entered and reviewed click the Save button to
capture information and remain on the page. Click the Save and Return to Main
button to capture the information and return to the PO Checklist launch page.

I

29. Choose Certify PO Checklist from the Action dropdown menu and click the
Submit button.

PO Checklist - NA16GOT9990003

Id: 2444054
Status: ProgramOfficerActions - In Progress

Action: Please select an action Submit
Your Comments:| Please select an action

!

Certify PO Chi

Complete PO Checklist

Reassign Award File

Reneqotiate - y

Spell Check

L

Version 4.20
Page |83



Federal Program Office — Competitive Application Processing

%NOTE: Only a Certified Federal Program Officer can Certify the PO Checklist

An uncertified Federal Program Officer must reassign the task to a

Certified FPO. In turn, that person certifies the PO Checklist and
forwards the Award File to the Grants Specialist.

30. The PO Checklist is now complete; the Forward/Revise Award File has been
generated.

Your Tasks

|Comp-‘ete PO checklist - Certify PO Checklist is complete. |
Document Type Status

(&0 ] [Open +]

5 items found, displaying all items.1

TaskName ____ ____ _____ ____[Task StatuslDocument TypeDocument I¢|
% 3490054 Competition Manager Review Selection PackagelIn Progress Selection Package 2444050
» 3489987 Conduct Negotiations In Progress  Application
n 3489916 Conduct Negotiations

In Progress  Application

2443985
2444004
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Award File
]

The NEPA Document, the Procurement Request and Commitment of Funds, and the
PO Checklist comprise the Award File. After the NEPA Official, the Budget Officer, and
the Requestor sign-off on their respective tasks, the FPO can forward the Award File to
Grants Management. The FPO can determine the status of those documents by
viewing the Forward/Revise Award File Task in the user’s Inbox.

1. Click the Inbox tab.
2. Click the Tasks link.

3. Click the View link beside the Forward/Revise Award File task.

Your Tasks

Document Type Status
All v Open + Apply Filter >>

6 items found, displaying all items.1

iowlTask Id [Task Name ____________________[Task StatusiDocument Type Document IdStart Date (Completed DatelAward Number |
3400589 Forward/Revise Award File Mot Started Award File 2444052 NA16GOT9930003
3490054 Competition Manager Review Selection PackageIn Progress Selection Package 2444050 03/16/2016 N/A

3489987 Conduct Megotiations In Progress  Application 2443985 03/15/2016 NAL16GOT9990001
2420041 duck iaki lo D H i 2444004 033001 Al

4. Notice the green and the message under the Pending Actions header:
Nothing found to display. When there are no further Pending Actions, there is
an option on the Action dropdown menu to select Forward Award File to Grants
Specialist. Click the Submit button.

5. If there were Pending Actions, a red X would be visible where there is currently a
green check. The Award File cannot be sent to the Grants Specialist without first
resolving those issues.

Award File In Progress - NA15G0OT9990057

Id: 2276653
Status: ProgramOfficerActions - In Progress

Action: | Forward Award File to Grants Spedialist v | m
Your Comments:

Spell Check

Print Award File History

3 Attachments:

)
“\/
Pending Actions %'

Nething found to display.
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% NOTE: If the user needs to revise the Application, NEPA document, the PO
Checklist, and/or the Procurement Request, refer to the Renegotiate
Quick Reference Guide on the Grants Online Training page: (item #5)
http://www.corporateservices.noaa.gov/grantsonline/gol training FPO.htm

6. The next message indicates the action the user is about to perform cannot be easily
reversed without assistance from the Help Desk. To proceed, click the OK button.

The page at https://grantsonlinetraining.rdc.noaa.gov says:

The action you are about to perform cannot be easily undone and might]
require help-desk assistance. Are you sure you want to continue?

OK Cancel

7. The message on the screen confirms the Award File has been successfully
forwarded to the next step.

Your Tasks

Forward/Revise Award File - Forward Award File to Grants Specialist is complete. I

Document Type Status

Al 7] [open 7]

8. The Grants Specialist (GS) is the next person to process the Award File. Until the
Grants Specialist completes the Grants Management Checklist, the Award File
cannot be forwarded to FALD or the Grants Officer.
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