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I. Important Reminders
· All applications are due no later than 4:30:00 p.m. (DC time) on Monday, June 28, 2010.  
· We strongly recommend that you do not wait until the last day to submit your application.  The time it takes to upload the narratives for your application will vary depending on a number of factors, including the size of the files and the speed of your Internet connection.  If you try to submit your application after 4:30:00 PM on the deadline date, the e-Application system will not accept it.
· Important Update: The application package originally posted to the Department Web site contained incorrect versions of the SF-424 instructions and the SF-524 form.  These errors have been corrected and the revised application package is available on the Department’s Web site.  Applicants are strongly encouraged to use the revised application package when preparing their applications.
· All Promise Neighborhoods grant applications MUST be submitted electronically via e-Application (e-Apps) unless, as described in the notice, the applicant submits a written statement to the Department no later than two weeks before the application deadline date explaining why it qualifies for one of the exceptions to the electronic submission requirement, and that request is approved by the Department.  
· If this is the first time an applicant is using e-Apps, the applicant must register with e-Apps in advance to create a user profile and password.
· Applications CANNOT be submitted via Grants.gov.
· Visit the Promise Neighborhoods Web site to review updated FAQs and other available resources, including the Notice Inviting Applications in the Federal Register.
II. General Tips for Using e-Application (e-Apps)
· e-Apps is the Department’s online system that applicants must use to submit the Promise Neighborhoods planning grant application.  It is a part of the e-Grants system, and can be found at:  http://e-grants.ed.gov.  
· All Federal grant applicants must provide a DUNS number on ED Standard Form 424.  A DUNS number is a unique 9-digit number that identifies the organization.  Check with your fiscal office to see if your organization already has a DUNS number.  If  NOT, contact Dun & Bradstreet at 1-888-814-1435 or http://www.dnb.com/US/duns_update/index.html.
· Each uploaded document cannot be larger than 8 MB, and all uploaded documents must be Microsoft Word Document Format (.doc), Adobe Portable Document Format (.pdf), or Rich Text Format (.rtf)., NOT .docx. 

· e-Apps is viewed best in Internet Explorer (IE) 5. However, it also supports Netscape 6.2, Firefox 2.2, and older versions of IE, Netscape, and Firefox.  e-Apps is also Mac compatible and supports Safari.  Please make sure that you have Cookies and JavaScript enabled in your browser. 
· While logged into e-Apps, applicants must “add” the Promise Neighborhoods planning grant application (CFDA # 84.215P).
· Users may un-submit, make the necessary changes, then resubmit an application at any time before June 28, 2010, 4:30:00 PM, DC Time.  However, the e-Apps system will not accept applications received after June 28, 2010, 4:30:00 PM, DC time.
· e-Apps Hours of Operation (DC Time) to receive applications are: Sunday, 12:00AM–8:00PM; Monday, 6:00AM–11:59PM; Tuesday, available entire 24 hours; Wednesday, 12:00AM–7:00PM; Thursday, 6:00AM–11:59PM; Friday, available entire 24 hours; and Saturday, available entire 24 hours. 

· FOR ADDITIONAL ASSISTANCE WITH E-APPS:

· Contact the e-Apps help desk at edcaps.user@ed.gov or (888)-336-8930, Monday – Friday, 8:00AM – 6:00PM (DC Time). 
· Make use of e-Apps tutorials and online resources.  These include:
· e-Application User Guide;
· e-Application Demos; and
· 9 Steps to Prepare an e-Application.
III.  Promise Neighborhoods Application – Key Components
NOTE: The Promise Neighborhoods application package provides complete instructions for preparing and submitting the application.  The following information is provided for quick reference purposes only.   
The Promise Neighborhoods Application consists of the following components:
1. Abstract Narrative
· Maximum one page, single-spaced.
· Upload to the “Project Narrative - ED Abstract Narrative” form in e-Apps. 
2. Project Narrative

· Strongly encouraged 40 pages, double-spaced.

· Recommended organization is described in Table 3 of the notice.  

· Upload to the “Project Narrative - Project Narrative” form in e-Apps.
3. Budget Narrative

· Upload to the “Budget Narrative - Budget Narrative” form in e-Apps.
4. Appendices
· See below for additional tips
5. Required forms and assurances
· See below for additional tips
IV.  Appendices
A. Appendix A: Applicant Eligibility Checklist

i. Download the Applicant Eligibility Checklist from the Promise Neighborhoods Web site.
ii. Complete, save, and upload at time of submission to the “Project Narrative - Appendix A” form in e-Apps.
B. Appendix B: Resumes of Key Personnel

i. Merge all resumes into one document before uploading

ii. Upload to the “Project Narrative – Appendix B” form in e-Apps.
C. Appendix C: Memorandum of Understanding (MOU)
i. Recommended maximum 10 pages, double-spaced (see K-3 and K-6 in the Promise neighborhoods FAQs).
ii. Applicants should submit a single MOU that includes all partners.
iii. Upload to the “Project Narrative – Appendix C” form in e-Apps.
D. Appendix D: Documentation of match or waiver request

i. Upload to the “Project Narrative – Appendix D” form in e-Apps.
E. Nonprofit status verification, if applicable

i. For a description of the types of documents that an entity can submit to verify its nonprofit status, see B-3 in the Promise Neighborhoods FAQs. 

ii. Note: This is not a form. 
iii. Upload to the “Project Narrative – Appendix E” form in e-Apps.

F. Other, if applicable

i. Upload to the “Project Narrative – Appendix F” form in e-Apps.

Note: e-Apps allows for one document only to be uploaded per Appendix form.  If you have several documents to upload (i.e. resumes) you are encouraged to merge them into one .doc, .pdf, or .rtf document before uploading. 

Note: Peer reviewers are prohibited from using information that is not provided in the application when reviewing applications.  Thus, reviewers will not access web links included in applications, as this could constitute outside information.

V. Required Forms
The following eight required forms are already loaded in e-Apps under Application Forms:
1) Application for Federal Assistance SF-424
2) Standard Budget Sheet (ED 524)   

3) SF 424B - Assurances Non-Construction Programs   

4) Disclosure of Lobbying Activities   
5) ED 80-0013 Certification   

6) 427 GEPA  

7) Dept of Education Supplemental Information for SF-424  

8) Survey on Ensuring Equal Opportunity for Applicants 
Instructions for completing several of these forms are provided in the Promise Neighborhoods application package and in the “Documents and Instructions” section of e-Apps.

· TIPS FOR COMPLETING THE SF-424

(Instructions for completing the SF-424 are available in the Promise Neighborhoods application package.)
· Question 4 (Applicant Identifier):  Not applicable to the Promise Neighborhoods planning grant competition; leave blank.

· Question 5a (Federal Entity Identifier):  Not applicable to the Promise Neighborhoods planning grant competition; leave blank.
· Question 5b (Federal Award Identifier):  Not applicable to the Promise Neighborhoods planning grant competition; insert “N/A.”
· Question 8 (Applicant Information)
8(a): Legal Name - This is the name of the organization (or entity) applying, NOT the name of the individual preparing or submitting the grant.  
8(c): Organizational DUNS – see K-7 in the Promise Neighborhoods FAQs.

8(f): Program Contact – This is usually the Project Director, or the name of the individual submitting the application.
· Question 12 (Funding Opportunity Number and Title): The funding opportunity number for Promise Neighborhoods planning grants is ED-GRANTS-050510-001.  The title is “Promise Neighborhoods Program.”
Note: The original version of the application package posted on the Promise Neighborhoods Web site listed the Funding Opportunity Number as 84.215P and the Title as FIE. That information was incorrect and should be disregarded.  However, applicants who fill out question 12 incorrectly will still be able to submit their applications and will be not be disadvantaged in the competition.
· Question 13 (Competition Identification Number) – Not applicable to the Promise Neighborhoods planning grant competition; leave blank.
· Question 14 (Areas Affected by Project) – This question is optional, and applicants may leave it blank.  See K-13 in the Promise Neighborhoods FAQs.
· Question 16 (Congressional Districts) – see Instructions for Application for Federal Assistance (SF 424).  For applicants that reside in the Washington, D.C. or are proposing to implement a project in Washington, D.C., insert DC-01.
· Question 17 (Proposed Project Start Date & End Date) – Because an exact award date has not yet been determined, applicants may enter Oct. 1, 2010 as the start date.   Applicants have discretion in determining the date to begin implementation of their projects.
· Question 19 - An applicant should check with its appropriate State single point of contact (SPOC) to inquire if its State participates in the intergovernmental review process.  For a list of States that have chosen to participate in the intergovernmental review process, see http://www.whitehouse.gov/omb/grants_spoc/.
· TIPS THE COMPLETING THE SF-524
(Instructions for completing the SF-524 are available in the Promise Neighborhoods application package.)
· Section A – Budget Summary U.S. Department of Education Funds: Because Promise Neighborhoods planning grants are one-year grants, all requested funds should appear in column (a).   An applicant should include any procurements (i.e., contracts) in line 6, Contractual.  
· Section B – Budget Summary Non-Federal Funds: This Section should include matching funds and other non-Federal resources contributed to the project. Because Promise Neighborhoods planning grants are one-year grants, all listed funds should appear in column (a).
· Section C – Budget Narrative: Instructions for completing the budget narrative are available in the application package.   While Sections A and B are already uploaded in e-Apps under Application Forms, an applicant must upload Section C – Budget Narrative.  To do this, the applicant will select “Budget Narrative – Budget Narrative” under Application Forms and receive a prompt to browse and upload this document. .  

· For questions related to indirect costs, see G: Allowable Activities in the Promise Neighborhoods FAQs.

VI. Submitting Your Application
1. On the “Submit” page, click “Ready to Submit.”

a. Note:  e-Apps will alert applicants if any of the Application Forms are not marked as “completed.”

2. Complete the authorized representative fields.

a. Note:  The Authorized Representative is an individual with the legal authority to commit an organization into legally binding agreements.    

3. Click “Submit.”

a. Note:  Due to volume and other variables that might impact the time it takes to submit an application, applicants are strongly encouraged to submit early.  An application will not begin processing until the applicant clicks “submit.”

4. Wait for a unique PR/Award number to be assigned to your grant [(U215P10_ _ _ _)].
5. Print the confirmation submission that is generated with your unique PR/Award number.  

a. Note:  A duplicate copy of the confirmation will be sent to the e-mail address that was provided by the individual submitting the application.

6. Print, sign, and fax the SF 424 Cover Sheet to the Application Control Center at (202) 245-6272 within 3 days of submission.  Remember to include the system-generated PR/Award Number in the upper right hand corner of the form [(U215P10_ _ _ _)].

This resource for applicants provides helpful tips that may facilitate the completion and submission of your Promise Neighborhoods planning grants application.  We also strongly encourage you to visit the Promise Neighborhoods Web site at � HYPERLINK "http://www.ed.gov/programs/promiseneighborhoods" �www.ed.gov/programs/promiseneighborhoods�  for updated FAQs and additional resources you may find useful.  Please note that all of the information provided in this document has been previously provided in other publicly available documents.  





There are two important updates to this document:


The application deadline has been extended to Monday, June 28, 2010 at 4:30:00 p.m. (DC time)


The 40- page limit for the application narrative is strongly encouraged, but not required
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