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1. Introduction

1.1  Document Purpose and Scope

US. Department of Health and Human Services

Health Resources and Services Administration

The purpose of this document is to provide detailed instructions to help applicants and grantees
complete their Service Area Competition (SAC) applications in the HRSA Electronic Handbooks
(EHB). It is intended as a supplement to the HRSA Electronic Submission User Guide, available at

http://www.hrsa.gov/grants/apply.

This document is not meant to replace the SAC Funding Opportunity Announcement (FOA);
applicants and grantees are directed to follow the FOA for all programmatic questions.

1.2 Document Organization

This document contains the following sections:

Section

Before You Begin

Description

Provides information grantees/applicants need
to know before they submit an application.

Submit an Application in Grants.gov

Describes the steps necessary to complete and
submit an application through Grants.gov.

Get Started with the HRSA Electronic
Handbooks

Describes how to log in to the HRSA Electronic
Handbooks and access the Service Area
Competition (SAC) application.

Complete the Standard Form (SF-424)

Describes the steps necessary to complete the
Standard Form sections of the SAC application
in the Electronic Handbooks.

Complete the Program Specific Information
Forms

Describes the steps necessary to complete the
Program Specific Information Sections of the
SAC application in the Electronic Handbooks.

Appendices

Describes the steps to complete the Appendics
form.

Review the Application

Describes how to review a SAC application to
ensure that all information is accurate before
submitting the application to HRSA.

Submit the Application

Describes the steps necessary to submit the
SAC application to HRSA.

Customer Support

Provides contact information to address
technical and programmatic questions.

Frequently Asked Questions

Provides answers to frequently asked questions
by various categories.

User Guide for Grant Applicants

9 of 97 Service Area Competition FY 2014



http://www.hrsa.gov/grants/apply

2. Before You Begin
2.1 Register with Grants.gov

Note: An applicant organization may skip this section if the organization has already registered with
Grants.gov for HRSA or another Federal agency.

You or your organization must complete the Grants.gov registration process to apply for grants. The
registration process will require between three business days to four weeks to complete, so register
as soon as possible.

Visit http://www.grants.gov/applicants/get _registered.jsp for registration information.

Contact the Grants.gov Contact Center for questions regarding Grants.gov registration. Visit
http://www.grants.gov/contactus/contactus.jsp.

2.2 Register with the HRSA Electronic Handbooks

Registration with HRSA EHB is independent of registration with Grants.gov. Registration with HRSA
EHB is required only once for each user for each organization they represent.

The Project Director and Authorizing Official must register with the HRSA Electronic Handbooks
(EHB) to complete the grant application in the HRSA EHB. Registration allows HRSA to collect
consistent information from all users, avoid collection of redundant information, and identify each
system user uniquely.

For registration information, see the HRSA Electronic Submission User Guide, available at
http://www.hrsa.gov/grants/apply.

For assistance in registering with HRSA EHB, call 877-GO4-HRSA (877-464-4772) or 301-998-
7373 between 9:00 am to 5:30 pm ET or email callcenter@hrsa.gov.
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US. DepartmentofHealh ond Human Servies

Health Resources and Services Administration

3. Begin Your Application

Use the Grants.gov site to complete the first step in applying for a Service Area Competition funding
opportunity. The following sections describe the Grants.gov application process.

3.1 Locate the Funding Opportunity
1. Go to http://www.grants.gov.
2. Click Find Grant Opportunities under For Applicants in the left navigation panel (Figure 1).

Figure 1: Find Grant Opportunities Link

FOR APPLICANTS

Applicant Login

Find Grant Opportunities
Get Registered

Apply for Grants

Track My Application
Applicant Resources

Search, FAQs, Userguides and
site information

APPLICANT SYSTEM-TO-
SYSTEM

NTOR

» The Find Grant Opportunities page opens.
Figure 2: Find Grant Opportunities

FIND GRANT OPPORTUNITIES

&ll discretionary grants offered by the 26 federal grant-making agencies can be found on Grants.gov.

¥ou do not have to register with Grants.gov to find grant opportunities. However, once you are ready to apply for a grant, you will need to Gat
Registered. This process takes 3-5 business days up to 4 weseks if you experence any difficulbies.

Search Grant Opportunities

Search by keyword, Eunding ?pportunity Number {FON) or Catalog of Basic Search 5%

Federal Domastic Assistance (CFDA) number. 4
Saarch by a variety of categorias of funding activitias. Browse by Category >>,
Search from a list of agencies offering grant opportunities. Browse by Agency >>/
Search by more specific criteria such as: Funding Instrument Type, Advanead Saarch >>‘

Eligibulity or Sub-agency.

Search for Recovery Act Opportunities. Find Recovary Act Opportunitias o
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3. Click a button under Search Grant Opportunities to perform a search. For example, if you

click Basic Search], the following page opens:

Figure 3: Basic Search Page

BASIC SEARCH

Basic Search + Browse by Category + Browse By Agency + Advanced Search

To perform a basic search for a grant opportunity, complete at least one of the following fields Keyword Search, Search by Funding
Opportunity Number, OR Search by CFDA Number and then select the Search button.

Only open opportunities will be retumed. To search closed or archived opportunities, use Advanced Search.

For helpful search tips and to learn more about finding grant opportunities check out the Search Grant Oppartun lgst quide.

Keyword Search:

Search by Funding Opportunity Number:

Search by CFDA Number:

| SEARCH | | CLEARFORM |

4. Enter your search criteria.
Click the button.
» The Search Results page opens (Figure 4).
Figure 4: Search Results

Search Results Nem Search
Sort: Open Date, Descendng Sort by Close Date Results 1 - 1 of 4
Open Date  Opportunity Title Agency Funding Number
5/24f2012  Secece Ares Compettion Health Ressurces & Senvces Admnmstraton HRSA-
Resulns Page: 1

6. Click the link under Opportunity Title.
» The next page displays a synopsis of the opportunity.
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US. Department of Health and Human Services

Health Resources and Services Administration

Figure 5: Synopsis of the Opportunity

4
Service Area Competition £
.\
\"\-
Symopss 1 ull Annoarnd rment Appl ation
ataled be
N - 5/24/2012 < s
e SY >
° s > it . A | J
v service .
- -~
Docurnent Type Modfcaton 1o Previous Grants Notice
Fundng Opportunty Numbe
oo rtunity Category Dscrevonary
Posted Date May 24, 2012
A 2012
ona g Date 16 Aophcavors:  Aug 25,2012
s ent ( sng Date f Apg DO Awg 08, 20112
Archive Date Oct 2011

The synopsis provides an overview of the opportunity and presents all the updates to the
announcement document that have been posted as of a particular date (Figure 6).

Figure 6: Introductory Paragraph Showing Date of the Latest Synopsis Update

Tha sy & far thie grant apoadtunity |€ datallad balaw follawins this

containg all of the up-damt to this document that have been posted as of Sf24 /w0
have f ! i

Nopsls
If updates
opsis.

7. Click the link under the Link to Full Announcement heading to see the complete
announcement in the HRSA Electronic Handbooks.

Figure 7: Hyperlink to the Complete Announcement in the HRSA Electronic Handbooks

Link to Full Announcement

https://grants.hrsa.qgov/webExternal/SFO.asp?ID=0D1E28A23-4A38-4CF2-AQFD-4ES9BDE2092F

3.2 Download the Application Package and Instructions

You must have the PureEdge Viewer or compatible Adobe Reader installed to view and complete
an application package.

Applicants must download and apply to the funding opportunity announcement that corresponds
with the service area for which they are applying. Selection of the incorrect funding opportunity
announcement will result in an ineligible application which will not be considered via either HRSA
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internal review or objective review. Refer to the Service Area Announcement Table, the cover
sheet of the Funding Opportunity Announcement, and your current Notice of Award (applicable for
current grantees applying to continue serving the current service area) for assistance in determining
the correct HRSA announcement number for your application.

You can use the synopsis page or the funding opportunity number to access the grant application
package and instructions.

3.2.1 Use the Synopsis Page

You can access the grant application and instructions from the Synopsis page for the grant
opportunity. To download the grant application and instructions from this page,

1. Click the Application link at the top of the Synopsis page.
» The Selected Grant Applications for Download page opens.
Figure 8: Application Link on the Synopsis Page to Access the Grant Application

SRy
#* y

<

Hraan

.

Service Area Competition

ot WEALTE

#

Full

Announcement Application

Synopsis

Figure 9: Selected Grant Applications for Download

SELECTED GRANT APPLICATIONS FOR DOWNLOAD

Donnicad the application and Its Instructions By 1electing the COrreIponding Connioad Ink. Save these fles to
your computer for future reference and use. You o Not Peed Internet access to read the instructions or to
complete the application 9nce you $ave them O your Computer

READ BELOW BEFORE YOU APPLY FOR THIS GRANT!

Bafore you can view and complete an ap 0N package, you MUST have the PureEdge Viewer or
<o 2ble ACobe Reader instalied. Agpl POCKAGES 87 DOSted In ether Pureldge Oor ACODe Realer
fox You may receive 8 validation error using Incompatidie versions of Adobe Reader. To prevent

ve M GrTOr, U 1S NOW FECOMMEnded yOou YNingtall any earker versions of ACobe Reader and install the
Latest compatidle version of Acobe Reader

If more than one person is working on the application package, ALL applicants must be using the
same software version,

Chck hare 0 Sonnioad the required PureEdge Viewer and Adobe Reader If you 00 not have It instaled
aeady

Additional Resources:
o Sign-up for Grants ooy Vpdates for the latest issues and news
o Donmioed AZode Reader and Pureldce Yianer for free

o Vit Help for FAQs and more Information on Applying for grants

Selow i1 8 bat of the application(s) currently avalable for the CFOA and/or Funding Oppoartunity Number that
you entered

To conrioad the appiication Instructions or Package, Ciick t