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11..  IInnttrroodduuccttiioonn  

11..11..  AAbboouutt  HHRRSSAA  
 
HRSA’s mission is to improve health and achieve health equity through access to 
quality services, a skilled health workforce and innovative programs.  HRSA provides 
access to essential health care services for people who are low-income, uninsured, or 
live in rural areas or urban neighborhoods where access to or availability of health care 
is limited.  Comprising six bureaus and ten offices, HRSA provides leadership and 
financial support to health care providers in every state and U.S. territory.  HRSA-
funded health centers provide medical care to more than 20 million patients each year 
at more than 8,500 sites nationwide.  HRSA grantees provide health care to uninsured 
people, people living with HIV/AIDS, and pregnant women, mothers and children.  They 
train health professionals and improve systems of care in rural communities. 
 
HRSA oversees organ, bone marrow and cord blood donation.  It supports programs 
that compensate individuals harmed by vaccination and maintains databases that 
protect against health care malpractice and health care waste, fraud and abuse.  For 
more information please visit our website at http://www.hrsa.gov. 
 

11..22..  DDooccuummeenntt  PPuurrppoossee  aanndd  SSccooppee  
 
The purpose of this document is to provide detailed instructions to help applicants and 
grantees prepare and submit new, competing continuation, and competing supplements 
applications electronically to HRSA through Grants.gov and HRSA EHB.  All 
applicants must submit electronically in this manner.  The User Guide is intended 
to be a concise source of HRSA general information related to the electronic grant 
submission processes related to the application preparation and submission process 
and will be updated periodically.  This document does not replace program-specific 
guidance provided in funding opportunity announcements (FOAs).  This document also 
does not replace the Health and Human Services Grants Policy Statement (HHS GPS), 
which serves as the comprehensive source of grant information across the Department. 
 
Note: As of October 1, 2010 grantees are no longer required to submit a full grant 
application to determine eligibility for funding of a successive budget period within their 
approved project period.  Instead, grantees need only to submit the streamlined 
Noncompeting Continuation (NCC) Progress Report for continued funding of the next 
budget period.  For details and user guides, please visit 
http://www.hrsa.gov/grants/noncompetingcontinuations/index.html. 
 

http://www.hrsa.gov/
http://www.hrsa.gov/grants/noncompetingcontinuations/index.html
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11..33..  DDooccuummeenntt  VVeerrssiioonn  CCoonnttrrooll  
 
This document is periodically updated and maintained by HRSA’s Office of Federal Assistance 
Management, Division of Grants Policy. 

11..44..  SSuummmmaarryy  ooff  SSiiggnniiffiiccaanntt  CChhaannggeess  
 

• Updates made as related to the General Provisions of the Consolidated 
Appropriations Act, 2014 (P.L. 113-76), including updates in the Salary Limitation 
section. 

• Addition of Policies, Assurances, Definitions and Other Information section. 

  

22..  PPOOLLIICCIIEESS,,  AASSSSUURRAANNCCEESS,,  DDEEFFIINNIITTIIOONNSS  AANNDD  OOTTHHEERR  IINNFFOORRMMAATTIIOONN  

22..11..  HHHHSS  GGrraannttss  PPoolliiccyy  SSttaatteemmeenntt  
 
HRSA grant and cooperative agreement awards are subject to the requirements of the 
HHS GPS that are applicable based on recipient type and purpose of award.  This 
includes any requirements in Parts I and II of the HHS GPS that apply to the award.  
The HHS GPS is available at http://www.hrsa.gov/grants/hhsgrantspolicy.pdf.  The 
general terms and conditions in the HHS GPS will apply as indicated unless there are 
statutory, regulatory, or award-specific requirements to the contrary (as specified in 
the NoA). 
 
22..22..  AAddmmiinniissttrraattiivvee  aanndd  NNaattiioonnaall  PPoolliiccyy  RReeqquuiirreemmeennttss  
 
Successful applicants must comply with the administrative requirements outlined in 45 
CFR Part 74 Uniform Administrative Requirements for Awards and Subawards to 
Institutions of Higher Education, Hospitals, Other Nonprofit Organizations, and 
Commercial Organizations or 45 CFR Part 92 Uniform Administrative Requirements For 
Grants And Cooperative Agreements to State, Local, and Tribal Governments, as 
appropriate. 
 
Acknowledgment of Federal Funding 
HRSA requires grantees to use the following acknowledgement and disclaimer on all 
products produced by HRSA grant funds:  
 

“This project is/was supported by the Health Resources and Services 
Administration (HRSA) of the U.S. Department of Health and Human Services 
(HHS) under grant number and title for grant amount (specify grant number, title, 
total award amount and percentage financed with nongovernmental sources). 
This information or content and conclusions are those of the author and should 

http://www.hrsa.gov/grants/hhsgrantspolicy.pdf
http://www.ecfr.gov/cgi-bin/retrieveECFR?gp=&SID=13b7507365f85994a4425e98401fd7dd&r=PART&n=45y1.0.1.1.34
http://www.ecfr.gov/cgi-bin/retrieveECFR?gp=&SID=13b7507365f85994a4425e98401fd7dd&r=PART&n=45y1.0.1.1.34
http://www.ecfr.gov/cgi-bin/retrieveECFR?gp=&SID=13b7507365f85994a4425e98401fd7dd&r=PART&n=45y1.0.1.1.34
http://www.ecfr.gov/cgi-bin/retrieveECFR?gp=&SID=89aba40649d3bae52e84616393558e92&r=PART&n=45y1.0.1.1.49
http://www.ecfr.gov/cgi-bin/retrieveECFR?gp=&SID=89aba40649d3bae52e84616393558e92&r=PART&n=45y1.0.1.1.49
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not be construed as the official position or policy of, nor should any 
endorsements be inferred by HRSA, HHS or the U.S. Government.” 

 
Grantees are required to use this language when issuing statements, press releases, 
requests for proposals, bid solicitations, and other HRSA supported publications and 
forums describing projects or programs funded in whole or in part with HRSA funding. 
Examples of HRSA-supported publications include, but are not limited to, manuals, 
toolkits, resource guides, case studies and issues briefs. 
 
Standards for Financial Management 
Recipients are required to meet the standards and requirements for financial 
management systems set forth in 45 CFR 74.21 or 92.20, as applicable.  The financial 
systems must enable the recipient to maintain records that adequately identify the 
sources of funds for federally assisted activities and the purposes for which the award 
was used, including authorizations, obligations, unobligated balances, assets, liabilities, 
outlays or expenditures, and any program income.  The system must also enable the 
recipient to compare actual expenditures or outlays with the approved budget for the 
award.   
 
HRSA funds must retain their award-specific identity—they may not be commingled 
with state funds or other Federal funds.  [“Commingling funds” typically means 
depositing or recording funds in a general account without the ability to identify each 
specific source of funds for any expenditure.] 
 
See “Financial Management” in the HHS Grants Policy Statement for additional 
information. 
 
In addition to the numerous administrative and national policy requirements imposed 
by regulation and by the HHS GPS, HRSA stresses the following terms and conditions 
of every award:  
 
Non-Discrimination Requirements 
Services must be widely accessible.  Services must not discriminate on the basis of 
age, disability, sex, race, color, national origin or religion.  The HHS Office for Civil 
Rights provides guidance to grant and cooperative agreement recipients on complying 
with civil rights laws that prohibit discrimination on these bases.  Please see 
http://www.hhs.gov/ocr/civilrights/understanding/index.html.  HHS also provides specific 
guidance for recipients on meeting their legal obligation under Title VI of the Civil Rights 
Act of 1964, which prohibits discrimination on the basis of race, color or national origin 
in programs and activities that receive Federal financial assistance (P.L. 88-352, as 
amended and 45 CFR Part 80).  In some instances a recipient’s failure to provide 
language assistance services may have the effect of discriminating against persons on 
the basis of their national origin.  Please see 
http://www.hhs.gov/ocr/civilrights/resources/laws/revisedlep.html to learn more about 
the Title VI requirement for grant and cooperative agreement recipients to take 

http://www.gpo.gov/fdsys/granule/CFR-2004-title45-vol1/CFR-2004-title45-vol1-sec74-21/content-detail.html
http://www.gpo.gov/fdsys/granule/CFR-2007-title45-vol1/CFR-2007-title45-vol1-sec92-20/content-detail.html
http://www.hhs.gov/ocr/civilrights/understanding/index.html
http://www.ecfr.gov/cgi-bin/text-idx?c=ecfr&tpl=/ecfrbrowse/Title45/45cfr80_main_02.tpl
http://www.hhs.gov/ocr/civilrights/resources/laws/revisedlep.html
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reasonable steps to provide meaningful access to their programs and activities by 
persons with limited English proficiency. 
 
Trafficking in Persons 
Awards issued under HRSA FOAs are subject to the requirements of Section 106(g) 
of the Trafficking Victims Protection Act of 2000, as amended (22 U.S.C. 7104).  For 
the full text of the award term, go to http://www.hrsa.gov/grants/trafficking.html.   
 
Smoke-Free Workplace 
The Public Health Service strongly encourages all award recipients to provide a smoke-
free workplace and to promote the non-use of all tobacco products.  Further, Public Law 
(P.L.) 103-227, the Pro-Children Act of 1994, prohibits smoking in certain facilities (or in 
some cases, any portion of a facility) in which regular or routine education, library, day 
care, health care or early childhood development services are provided to children. 
 
Affordable Care Act Outreach and Education 
It is important to note that a healthier country is one in which more Americans are able 
to access the care they need to prevent the onset of disease and manage disease when 
it is present.  Insurance coverage is strongly related to better health outcomes for both 
children and adults. Access to insurance improves health outcomes by helping people 
obtain preventive and screening services, prescription drug benefits, mental health and 
other services, and by improving continuity of care.  
 
The Affordable Care Act (ACA), the health care law of 2010, creates new state-based 
marketplaces, also known as exchanges, to offer millions of Americans new access to 
affordable health insurance coverage. Individuals with incomes between 100 to 400 
percent FPL may be eligible to receive advance payments of premium tax credits and/or 
cost-sharing reductions to help pay for the cost of enrolling in a qualified health 
insurance plan and paying for coverage of essential health benefits. In states that 
choose to participate in the ACA expansion of Medicaid to non-disabled adults with 
incomes of up to 133 percent of Federal Poverty Level (FPL), this provision will provide 
new coverage options for many individuals who were previously ineligible for Medicaid.  
In addition, the law helps make prevention affordable and accessible for Americans by 
requiring health plans to cover certain recommended preventive services without cost 
sharing.  
 
Outreach efforts would ensure that families and communities understand these new 
developments and would provide eligible individuals the assistance they need to secure 
and retain coverage as smoothly as possible during the transition and beyond. You are 
encouraged to share information with your beneficiaries about these options and to 
assist them, to the extent it is an appropriate activity under your grant, in enrolling in 
available insurance plans or in finding other available sources of payment for the 
services you provide. 
 
To learn more about the Health Insurance Marketplace and enroll in coverage, visit 
HealthCare.gov.  Grantees should direct individuals, families, and partners to 

http://www.hrsa.gov/grants/trafficking.html
https://www.healthcare.gov/
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HealthCare.gov to access educational information and create accounts, complete an 
online application, shop for qualified health plans, and enroll in coverage.  The site is 
also available in Spanish at CuidadoSalud.gov (https://www.cuidadodesalud.gov/es/).  
 
A wide range of enrollment and education assistance is available.  Individuals can go to 
localhelp.healthcare.gov to find a trained in-person assistor in their community, use the 
live chat function on HealthCare.gov, or contact the Health Insurance Marketplace call 
center toll free at 1-800-318-2596 (TTY 1-855-889-4325), which is available 24/7 in 150 
languages. 
 
For more information on the marketplaces and the health care law, visit 
http://www.healthcare.gov/.  In addition, for professionals learning about the 
Marketplace and helping people apply, get the latest resources at 
http://marketplace.cms.gov/. 
 
Cultural and Linguistic Competence 
HRSA programs serve culturally and linguistically diverse communities and multiple 
cultures. Although race and ethnicity are often thought to be dominant elements of 
culture, HRSA-funded programs embrace a broader definition to incorporate diversity 
within specific cultural groups including, but not limited to, cultural uniqueness within 
Native American populations, Native Hawaiian, Pacific Islanders, and other ethnic 
groups, language, gender, socio-economic status, sexual orientation and gender 
identity, physical and mental capacity, age, religion, housing status, and regional 
differences.  Organizational behaviors, practices, attitudes, and policies across all 
HRSA-supported entities respect and respond to the cultural diversity of communities, 
clients and students served.  HRSA is committed to ensuring access to quality health 
care for all.  Quality care means access to services, information, materials delivered by 
competent providers in a manner that factors in the language needs, cultural richness, 
and diversity of populations served.  Quality also means that, where appropriate, data 
collection instruments used should adhere to culturally competent and linguistically 
appropriate norms.  For additional information and guidance, refer to the National 
Standards for Culturally and Linguistically Appropriate Services in Health Care (CLAS) 
published by HHS and available online at 
http://minorityhealth.hhs.gov/templates/browse.aspx?lvl=2&lvlID=15 as well as the free 
online training resources on https://www.thinkculturalhealth.hhs.gov/.  Additional 
cultural/linguistic competency and health literacy tools, resources and definitions are 
available online at http://www.hrsa.gov/culturalcompetence and 
http://www.hrsa.gov/healthliteracy.  

Healthy People 2020 
Healthy People 2020 is a national initiative led by HHS that sets priorities for all HRSA 
programs.  The initiative has four overarching goals:  (1) attain high-quality, longer lives 
free of preventable disease, disability, injury, and premature death; (2) achieve health 
equity, eliminate disparities, and improve the health of all groups; (3) create social and 
physical environments that promote good health for all; and (4) promote quality of life, 
healthy development, and healthy behaviors across all life stages.  The program 

https://www.healthcare.gov/
https://www.cuidadodesalud.gov/es/
https://www.cuidadodesalud.gov/es/
http://www.healthcare.gov/
http://marketplace.cms.gov/
http://minorityhealth.hhs.gov/templates/browse.aspx?lvl=2&lvlID=15
https://www.thinkculturalhealth.hhs.gov/
http://www.hrsa.gov/culturalcompetence
http://www.hrsa.gov/healthliteracy
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consists of over 40 topic areas, containing measurable objectives.  HRSA has actively 
participated in the work groups of all the topic areas and is committed to the 
achievement of the Healthy People 2020 goals.  More information about Healthy People 
2020 may be found online at http://www.healthypeople.gov/.  
 
Integrating Primary Care and Public Health 
Integration of primary care and public health links people, policy, programs and 
activities to increase efficiency and effectiveness and ultimately improve population 
health. Both primary care and public health emphasize prevention as a key driver of 
better health, and integration of the two fields can transform our focus on disease and 
treatment to health and wellness, as well as maximize our health care system 
investment.  Integration occurs on a continuum and includes mutual awareness, 
cooperation, collaboration and partnership. Successful integration requires primary care 
and public health to work together along this continuum and  address social and 
environmental determinants of health, engage communities, align leadership,  develop 
the healthcare workforce, sustain systems, and share and collaborate on the use of 
data and analysis – all with an eye toward achieving a shared goal of population health 
improvement. Integration of primary care and public health is a major focus for HRSA 
and HHS,  and to the extent possible, applicants should consider ways to integrate 
primary care and public health in the activities they pursue.  More information can be 
found at http://www.hrsa.gov/publichealth/. 
 
National HIV/AIDS Strategy (NHAS) 
The National HIV/AIDS Strategy (NHAS) has three primary goals: (1) reducing the 
number of people who become infected with HIV; (2) increasing access to care and 
optimizing health outcomes for people living with HIV; and (3) reducing HIV-related 
health disparities.  The NHAS states that more must be done to ensure that new 
prevention methods are identified and that prevention resources are more strategically 
deployed.  Further, the NHAS recognizes the importance of early entrance into care 
for people living with HIV to protect their health and reduce their potential of 
transmitting the virus to others.  HIV disproportionately affects people who have less 
access to prevention, care and treatment services and, as a result, often have poorer 
health outcomes.  Therefore, the NHAS advocates adopting community-level 
approaches to identify people who are HIV-positive but do not know their serostatus 
and reduce stigma and discrimination against people living with HIV. 
 
For Organizations That Provide Direct Services: 
 
HIV Testing 
The National HIV/AIDS Strategy establishes a specific goal of increasing the 
percentage of people living with HIV that know their status from 79 to 90 percent by 
2015.  To more effectively meet the goals of the NHAS, including reducing the number 
of new infections, HRSA encourages that, to the extent possible, programs provide 
HIV testing and linkage to care for all persons 13 – 64 years of age in all health care 
settings.  Prior to HIV testing the patient needs to be notified and may decline (i.e., 

http://www.healthypeople.gov/
http://www.hrsa.gov/publichealth/
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opt-out screening). This opt-out screening can effectively identify those who are 
unaware of their HIV status and get them linked to care. 
 
Both the Centers for Disease Control and Prevention (CDC) and the U.S. Preventive 
Services Task Force (USPSTF) recommendations encourage routine HIV screening 
for all adolescents and adults, including pregnant women. 
 
The proportion of HIV-infected individuals who know their status has increased in 
recent years, demonstrating progress toward reaching NHAS goals.  Yet, 
approximately 18% of infected individuals remain unaware of their status and thus are 
not benefiting from antiretroviral treatment.  Receiving HIV clinical care and treatment 
has the added value of serving as an HIV prevention strategy, as individuals in care 
whose virus is fully suppressed are highly unlikely to transmit HIV infection to others.   
 
HRSA programs providing direct services should comply with federally-approved 
guidelines and recommendations for HIV Prevention and Treatment (see 
http://www.aidsinfo.nih.gov/Guidelines/Default.aspx as a reliable source for current 
guidelines).  Resources for more information are available at:  

• U.S. Preventive Services Task Force: Screening for HIV Current 
Recommendations:  http://www.uspreventiveservicestaskforce.org/index.html  

• Revised Recommendations for HIV Testing of Adults, Adolescents, and 
Pregnant Women in Health-Care Settings: 
http://cdc.gov/mmwr/preview/mmwrhtml/rr5514a1.htm 

• Office of National AIDS Policy: National HIV/AIDS Strategy 
http://www.whitehouse.gov/administration/eop/onap/nhas 

 
For Organizations That Do Not Provide Direct Services: 
 
HIV Testing 
The National HIV/AIDS Strategy establishes a specific goal of increasing the 
percentage of people living with HIV that know their status from 79 to 90 percent by 
2015.  To more effectively meet the goals of the NHAS, including reducing the number 
of new infections; HRSA is recommending that, to the extent possible programs 
provide HIV testing and linkage to care information for all persons 13 – 64 years of 
age in all health care settings.   
 
Both the Centers for Disease Control and Prevention (CDC) and the U.S. Preventive 
Services Task Force (USPSTF) recommendations encourage routine HIV screening 
for all adolescents and adults, including pregnant women. 
 
The proportion of HIV-infected individuals who know their status has increased in 
recent years, demonstrating progress toward reaching NHAS goals.  Yet, 
approximately 18% of infected individuals remain unaware of their status and thus are 
not benefiting from antiretroviral treatment.   Receiving HIV clinical care and treatment 
has the added value of serving as an HIV prevention strategy, as individuals in care 

http://www.aidsinfo.nih.gov/Guidelines/Default.aspx
http://www.uspreventiveservicestaskforce.org/index.html
http://cdc.gov/mmwr/preview/mmwrhtml/rr5514a1.htm
http://www.whitehouse.gov/administration/eop/onap/nhas
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whose virus is fully suppressed are highly unlikely to transmit HIV infection to others.   
 
HRSA programs providing direct services should comply with federally-approved 
guidelines and recommendations for HIV Prevention and Treatment (see 
http://www.aidsinfo.nih.gov/Guidelines/Default.aspx as a reliable source for current 
guidelines).   
 
Resources for more information are available at:  

• U.S. Preventive Services Task Force: Screening for HIV Current 
Recommendations:  
http://www.uspreventiveservicestaskforce.org/index.html  

• Revised Recommendations for HIV Testing of Adults, Adolescents, and 
Pregnant Women in Health-Care Settings: 
http://cdc.gov/mmwr/preview/mmwrhtml/rr5514a1.htm 

• Office of National AIDS Policy: National HIV/AIDS Strategy 
http://www.whitehouse.gov/administration/eop/onap/nhas 

 

http://www.aidsinfo.nih.gov/Guidelines/Default.aspx
http://www.uspreventiveservicestaskforce.org/index.html
http://cdc.gov/mmwr/preview/mmwrhtml/rr5514a1.htm
http://www.whitehouse.gov/administration/eop/onap/nhas
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Health IT  
Health information technology (Health IT) provides the basis for improving the overall 
quality, safety and efficiency of the health delivery system.  HRSA endorses the 
widespread and consistent use of health IT, which is the most promising tool for 
making health care services more accessible, efficient and cost effective for all 
Americans.  

 
Related Health IT Resources: 

Health Information Technology (HHS):  http://www.healthit.gov/  
What is Health Care Quality and Who Decides? (AHRQ):  http://www.ahrq.gov 
 

Pilot Program for Enhancement of Contractor Employee Whistleblower 
Protections 
Awards issued under HRSA FOAs are subject to the requirements of 48 CFR section 
3.908.  A standard term and condition of award requires that grantees inform their 
employees in writing of employee whistleblower rights and protections under 41 U.S.C. 
4712 in the predominant native language of the workforce.  (Regarding 48 CFR section 
3.908, note that use of the term “contract,” “contractor,” “subcontract,” or “subcontractor” 
for the purpose of this term and condition, should read as “grant,” “grantee,” “subgrant,” 
or “subgrantee.”) 
 
Implementation of United States v. Windsor and Federal Recognition of Same-sex 
Spouses/Marriages 
The following policy applies to:  

• all grants except block grants governed by 45 CFR part 96, part 98, and grant 
awards made under titles IV -A, XIX and XXI of the Social Security Act.   

• programs which base eligibility or otherwise make distinctions in program 
participation or content on such terms as "marriage," "spouse," "family," 
"household member," or similar references to familial relationship. 

 
A standard term and condition of award will be included in the final Notice of Award 
(NOA); all grant recipients will be subject to a term and condition that instructs grantees 
to recognize any same-sex marriage legally entered into in a U.S. jurisdiction that 
recognizes their marriage, including one of the 50 states, the District of Columbia or a 
U.S. territory, or in a foreign country so long as that marriage would also be recognized 
by a U.S. jurisdiction, when applying the terms of the Federal statute(s) governing their 
awards. This applies regardless of whether or not the couple resides in a jurisdiction 
that recognizes same-sex marriage. However, this does not apply to registered 
domestic partnerships, civil unions or similar formal relationships recognized under the 
law of the jurisdiction of celebration as something other than a marriage. Accordingly, 
recipients must review and revise, as needed, any policies and procedures which 
interpret or apply Federal statutory or regulatory references to such terms as 
"marriage," "spouse," "family," "household member," or similar references to familial 
relationship to reflect inclusion of same-sex spouses and marriages. Any similar familial 
terminology references in HHS statutes, regulations, or policy transmittals will be 

http://healthit.hhs.gov/portal/server.pt?open=512&objID=1204&parentname=CommunityPage&parentid=1&mode=2&in_hi_userid=10741&cached=true
http://www.healthit.gov/
http://www.ahrq.gov/index.html
http://www.ahrq.gov/
http://www.ecfr.gov/cgi-bin/text-idx?c=ecfr&sid=7119bea6251b88cdc24c6812b803563e&rgn=div5&view=text&node=48:1.0.1.1.3&idno=48#48:1.0.1.1.3.9.1.16
http://www.ecfr.gov/cgi-bin/text-idx?c=ecfr&sid=7119bea6251b88cdc24c6812b803563e&rgn=div5&view=text&node=48:1.0.1.1.3&idno=48#48:1.0.1.1.3.9.1.16
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interpreted to include same-sex spouses and marriages legally entered into as 
described herein.  
    

22..33..  CCoommpplliiaannccee  RReeqquuiirreemmeennttss  aatt  aa  GGllaannccee  
For reference, the chart below provides compliance requirements by recipient and 
requirement type.  
 

Compliance Requirements at a Glance 

Recipient Type Administrative 
Requirements Cost Principles 

Audit 
Requirements 

 
State, Local, & Tribal 
Governments 

45 CFR Part 92 (A-
102) 

2 CFR Part 225 (A-87) A-133 (PDF) 
 
45 CFR Part 
74.26 

Colleges & 
Universities 

45 CFR Part 74 (A-
110) 
 

2 CFR Part 220 (A-21) 

Non-Profits 2 CFR Part 230 (A-122) 
Hospitals 45 CFR Part 74, Appx. E 
For-Profits 48 CFR Subpart 31.2 

(FAR 31.2) 
Foreign As stated above for each 

grantee type 
HHS GPS (same 
as) 45 CFR Part 
74.26 

 

http://www.ecfr.gov/cgi-bin/text-idx?c=ecfr&sid=735ccf4912ded550859bd41b89baacac&tpl=/ecfrbrowse/Title45/45cfr92_main_02.tpl
http://www.ecfr.gov/cgi-bin/text-idx?c=ecfr&sid=735ccf4912ded550859bd41b89baacac&tpl=/ecfrbrowse/Title45/45cfr92_main_02.tpl
http://www.gpo.gov/fdsys/pkg/CFR-2012-title2-vol1/pdf/CFR-2012-title2-vol1-part225.pdf
http://www.whitehouse.gov/sites/default/files/omb/assets/a133/a133_revised_2007.pdf
http://www.ecfr.gov/cgi-bin/retrieveECFR?gp=&SID=dca8f6093632db306074b901ef245176&r=PART&n=45y1.0.1.1.34#45:1.0.1.1.34.3.6.7
http://www.ecfr.gov/cgi-bin/retrieveECFR?gp=&SID=dca8f6093632db306074b901ef245176&r=PART&n=45y1.0.1.1.34#45:1.0.1.1.34.3.6.7
http://www.ecfr.gov/cgi-bin/retrieveECFR?gp=&SID=13b7507365f85994a4425e98401fd7dd&r=PART&n=45y1.0.1.1.34
http://www.ecfr.gov/cgi-bin/retrieveECFR?gp=&SID=13b7507365f85994a4425e98401fd7dd&r=PART&n=45y1.0.1.1.34
http://www.gpo.gov/fdsys/pkg/CFR-2012-title2-vol1/pdf/CFR-2012-title2-vol1-part220.pdf
http://www.gpo.gov/fdsys/pkg/CFR-2012-title2-vol1/pdf/CFR-2012-title2-vol1-part230.pdf
http://www.ecfr.gov/cgi-bin/retrieveECFR?gp=&SID=13b7507365f85994a4425e98401fd7dd&r=PART&n=45y1.0.1.1.34
http://www.ecfr.gov/cgi-bin/text-idx?c=ecfr&sid=4a6fef4775285b3d47befa578e6b3719&rgn=div5&view=text&node=48:1.0.1.5.30&idno=48
http://www.ecfr.gov/cgi-bin/text-idx?c=ecfr&sid=4a6fef4775285b3d47befa578e6b3719&rgn=div5&view=text&node=48:1.0.1.5.30&idno=48
ftp://ftp.hrsa.gov/grants/hhsgrantspolicystatement.pdf
http://www.ecfr.gov/cgi-bin/retrieveECFR?gp=&SID=dca8f6093632db306074b901ef245176&r=PART&n=45y1.0.1.1.34#45:1.0.1.1.34.3.6.7
http://www.ecfr.gov/cgi-bin/retrieveECFR?gp=&SID=dca8f6093632db306074b901ef245176&r=PART&n=45y1.0.1.1.34#45:1.0.1.1.34.3.6.7
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22..44..  AAssssuurraanncceess  aanndd  CCeerrttiiffiiccaattiioonnss  
 
Complete Application Form SF-424B Assurances – Non-Construction Programs. 
 
Complete the Certification Regarding Lobbying and Disclosure of Lobbying Activities 
Forms provided with the application package.   

22..55..  RReeffeerreenncceess  
 
About HRSA 
http://www.hrsa.gov/about/index.html 
 
Grants.gov Applicant User Guide 
http://www.grants.gov/documents/19/18243/GrantsGovApplicantUserGuide.pdf 
 
How to Apply for a Grant 
http://www.hrsa.gov/grants/apply/index.html  

 
Tips for Preparing Grant Proposals 
http://www.hhs.gov/asfr/ogapa/aboutog/apptips.html  
 
System for Award Management (SAM) (CCR transitioned into this system in July 2012)  
https://www.sam.gov 
 

22..66..  DDeeffiinniittiioonnss  
 

Term Definition 
Administrative 
Requirements 

The general practices that are common to the administration of 
grants, such as financial accountability, reporting, equipment 
management, and retention of records. 

Allocable Cost A cost that is allocable to a particular cost objective (i.e., a specific 
function, grant project, service, department, or other activity) in 
accordance with the relative benefits received.  A cost is allocable 
to a Federal award where it is treated consistently with other costs 
incurred for the same purpose in like circumstances and (1) is 
incurred specifically for the award, (2) benefits both the award and 
other work and can be distributed in reasonable proportion to the 
benefits received, and (3) is necessary for the overall operation of 
the organization. 

http://www.hrsa.gov/about/index.html
http://www.grants.gov/documents/19/18243/GrantsGovApplicantUserGuide.pdf
http://www.hrsa.gov/grants/apply/index.html
http://www.hhs.gov/asfr/ogapa/aboutog/apptips.html
https://www.sam.gov/
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Allowable Cost A cost incurred by a recipient that is reasonable for the 

performance of the award; allocable; in conformance with any 
limitations or exclusions set forth in the Federal cost principles 
applicable to the organization incurring the cost or in the NoA as 
to the type or amount of cost; consistent with regulations, policies, 
and procedures of the recipient that are applied uniformly to both 
federally supported and other activities of the organization; 
accorded consistent treatment as a direct or indirect cost; 
determined in accordance with generally accepted accounting 
principles; and not included as a cost in any other federally 
supported award (unless specifically authorized by statute). 

Assurance A written statement by an applicant, normally included with the 
application, indicating that it will abide by a particular requirement 
if a grant is awarded. 

Authorized 
Organization 
Representative 
(AOR) 

An AOR is a role in Grants.gov.  AORs are the individuals named 
by the applicant/recipient organization, who are authorized to act 
for the applicant/recipient and to assume the obligations imposed 
by the Federal laws, regulations, requirements, and conditions 
that apply to grant applications or awards.  AORs are approved by 
the organization’s E-Business Point of Contact and are authorized 
and designated to submit applications through Grants.gov on 
behalf of an organization.   

Authorizing Official 
(AO) 

An Authorizing Official is a role in the HRSA Electronic Handbooks 
(EHB).  In the event that an application or portion of an application 
is to be submitted through the EHB (IF indicated in the FOA), this 
individual is responsible for certifying and submitting it to HRSA.  

Award The document that provides HRSA funds to a recipient to carry 
out an approved program or project (based on an approved 
application or progress report).  The term, when used as a noun, 
is sometimes used interchangeably with “grant” or “cooperative 
agreement.” 

Budget Periods The intervals of time (usually 12 months each) into which a project 
period is divided for budgetary and funding purposes.  Funding of 
individual budget periods sometimes is referred to as “incremental 
funding.” 

Chief Grants 
Management 
Officer (CGMO) 

The CGMO is HRSA’s representative on grants policy directives 
and grants administration matters.   
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Competing 
Continuation 
Application 

A request for funding to renew, by one or more additional budget 
periods (described as a “competitive segment”), a project period 
that would otherwise expire. This type of application is sometimes 
referred to as “renewal.” These applications must compete for 
support in the same manner as new applications.  

Competing 
Supplement 
Application  

A request in response to an FOA for an increase in support in a 
current budget period for expansion of the scope of the approved 
project or program.   

Cooperative 
Agreement 

A financial assistance support mechanism used when there will be 
substantial Federal programmatic involvement.  Substantial 
involvement means that HRSA program staff will collaborate or 
participate in project or program activities as specified in the NoA. 

Cost Principles The government-wide principles, issued by OMB (or, in the case 
of commercial organizations, the Federal Acquisition Regulation, 
or in the case of hospitals, 45 CFR part 74, Appendix E, 
“Principles For Determining Costs Applicable to Research and 
Development Under Grants and Contracts With Hospitals”), on 
allowability and unallowability of costs under federally sponsored 
agreements. 

Cost Sharing  The portion of project or program costs not borne by the Federal 
government. It may include the value of allowable third party in-
kind contributions, as well as expenditures by the recipient.  Costs 
used to satisfy matching or cost-sharing requirements are subject 
to the same policies governing allowability as other costs under 
the approved budget. 

DUNS Number A nine-digit number established and assigned by Dun and 
Bradstreet to uniquely identify a business entity. 

Equipment An article of tangible nonexpendable personal property that has a 
useful life of more than one (1) year and an acquisition cost of 
$5,000 or more per unit or the capitalization threshold established 
by the recipient, whichever is less. 

Executive Order 
12372 
(Intergovernmental 
Review of Federal 
Programs) 

The source of the requirement that State and local officials review 
certain proposed Federal financial assistance.  For those States 
that participate in the process, a single State official or 
organization is designated for coordination of the review process 
and to send official State process comments and 
recommendations to Federal agencies.  These State officials or 
organizations are referred to as State Single Points of Contact. 
(45 CFR part 100, “Intergovernmental Review of Department of 
Health and Human Services Programs and Activities,” is the HHS 
implementation of the Executive Order.) 

http://www.ecfr.gov/cgi-bin/retrieveECFR?gp=&SID=13b7507365f85994a4425e98401fd7dd&r=PART&n=45y1.0.1.1.34#45:1.0.1.1.34.6.11.3.11
http://www.gpo.gov/fdsys/pkg/CFR-2009-title45-vol1/pdf/CFR-2009-title45-vol1-part100.pdf
http://www.gpo.gov/fdsys/pkg/CFR-2009-title45-vol1/pdf/CFR-2009-title45-vol1-part100.pdf
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Funding 
Opportunity 
Announcement 
(FOA) 

HRSA’s formally issued announcement of the availability of 
Federal funding through one of its financial assistance programs.  
The announcement invites applications and provides such 
information as eligibility and evaluation criteria, funding 
preferences/priorities, how to obtain application packages, and the 
submission deadline. 

Funding 
Preference 

The funding of a specific category or group of applications ahead 
of other categories or groups of applications that are 
recommended for approval.  If the authorizing legislation provides 
a funding preference for some applicants, applicants that meet the 
criteria for the preference will be placed in a more competitive 
position among applications that can be funded.  Applications that 
do not receive a Funding Preference will be given full and 
equitable consideration during the review process. 

Funding Priority The favorable adjustment of combined review scores of 
individually approved applications when applications meet 
specified criteria.  An adjustment is made by a set, pre-determined 
number of points.  

Funding Special 
Consideration 

The enhancement of priority scores by objective reviewers 
based on the extent to which the application addresses areas of 
concern in a discretionary program.  

Grant A financial assistance support mechanism providing money, 
property or other direct assistance in lieu of money, or both, to an 
eligible entity to carry out an approved project or activity in support 
of a public purpose and not the direct benefit of the government.  
A grant is used whenever HRSA anticipates no substantial 
programmatic involvement with the recipient during performance 
of the financially assisted activities. 

Grants 
Management 
Officer (GMO) 

The GMO is the official whose name appears on the NoA and is 
the individual designated to serve as the HHS official responsible 
for the business and non-programmatic management aspects of a 
particular grant(s) or cooperative agreement(s).  In this capacity, 
the GMO is responsible for all Federal business management 
matters associated with the review, negotiation, award, and 
administration of the assigned grants and interprets grants 
administration policies and provisions.  The Grants Management 
Officer also serves as the counterpart to the business officer of the 
recipient organization.  
 
The GMO is the only official authorized to obligate HRSA to the 
expenditure of Federal funds or to change the funding, duration, 
or other terms and conditions of an award.  



 

HRSA Electronic Submission  
User Guide 15 Revised December 2014 

 
 

Grants 
Management 
Specialist (GMS) 

The GMS works with the GMO on the day-to-day business and 
nonprogrammatic management of a portfolio of HRSA grants and 
cooperative agreements.  The GMS performs many of the 
activities described above on behalf of the GMO and is usually the 
primary point of contact for recipients when dealing with grant-
related issues.  He/she also works closely with the Federal project 
officer (PO) or program official aka program contact.     

Indirect Cost Rate The rate negotiated by the cognizant Federal agency that is used 
as the basis for reimbursing indirect costs.  The rate may be 
applicable to an entire organization, on-site activities or off-site 
activities only, a particular site, or specified activities.  The rate 
must be effective for the period for which reimbursement is 
claimed.  Rates may be fixed, predetermined, provisional, or final, 
consistent with the applicable Federal cost principles.  

Indirect Cost Rate 
Agreement 

The document that formalizes the establishment of an indirect cost 
rate(s) and provides information on the proper application of the 
rate(s). 

Indirect Costs Costs incurred for common or joint objectives which cannot be 
readily and specifically identified with a particular project or 
program but are necessary to the operations of the organization, 
e.g., the cost of operating and maintaining facilities, depreciation, 
and administrative salaries.  For institutions subject to 2 CFR Part 
220 (formerly OMB Circular A-21), the term “facilities and 
administration” is used to denote indirect costs.  Reminder: 
Indirect costs should be calculated within the total requested 
costs.  

Letter of Intent A preliminary, non-binding indication of an organization’s intent to 
submit an application. 

Local Government A county, municipality, city, town, township, local public authority 
(including any public and Indian housing agency), school district, 
special district, intra-State district, council of governments 
(whether or not incorporated under State law), any other regional 
or interstate government entity (such as regional planning 
agencies), or any agency or instrumentality of a local government.  
The term does not include institutions of higher education and 
hospitals. 

Matching  See Cost Sharing.   
Maintenance of 
Effort 

A requirement contained in the authorizing statute or program 
regulations stating that, in order to receive Federal grant funds, a 
recipient must agree to maintain a specified level of financial effort 
(using a specified baseline period, such as the year prior to the 
initiation of grant support) for the grant from its own resources and 
other non-Federal sources. 

http://www.gpo.gov/fdsys/pkg/CFR-2012-title2-vol1/pdf/CFR-2012-title2-vol1-part220.pdf
http://www.gpo.gov/fdsys/pkg/CFR-2012-title2-vol1/pdf/CFR-2012-title2-vol1-part220.pdf
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New Application A request for financial assistance for a project or activity that is not 
currently receiving support, which must compete for support 
unless justified as a single-source application.  

Non-Competing 
Continuation 

Funding for the second or subsequent budget period within an 
approved competitive segment that is released following 
submission and HRSA approval of a progress report. A non-
competing continuation application does not compete with other 
applications for support.  For details and user guides, please visit 
http://www.hrsa.gov/grants/noncompetingcontinuations/index.html. 

Non-profit 
Organization 

Any corporation, trust, association, cooperative, or other 
organization that is operated primarily for scientific, educational, 
service, charitable, or similar purposes in the public interest; is not 
organized for profit; and uses net proceeds to maintain, improve, 
or expand the operations of the organization.  Non-profit 
organizations include institutions of higher educations, hospitals, 
and tribal organizations (that is, Indian entities other than federally 
recognized Indian tribal governments). 

Notice of Award 
(NoA) 

The NoA is the official document, signed (or the electronic 
equivalent of signature) by a GMO that: (1) notifies the recipient of 
the award of a grant; (2) contains or references all the terms and 
conditions of the grant and Federal funding limits and obligations; 
and, (3) provides the documentary basis for recording the 
obligation of Federal funds in the HRSA accounting system. 

Objective Review An advisory review of discretionary grant applications conducted 
by unbiased reviewers with expertise in the programmatic area for 
which applications are submitted. 

Pre-Award Costs Costs incurred prior to the beginning date of the project period, in 
anticipation of an award and at the applicant’s own risk, for 
otherwise allowable costs. 

Program Contact 
(PC) 

HRSA staff person listed in the FOA to answer programmatic 
questions. 

Progress Report Periodic, usually annual, reports submitted by the recipient and 
used by HRSA to assess progress and, except for the final 
progress report, to determine whether to provide funding for the 
budget period subsequent to that covered by the report. 

http://www.hrsa.gov/grants/noncompetingcontinuations/index.html
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Project Officer / 
Program Official 
(PO) 

The PO is the HRSA official responsible for the programmatic, 
scientific, and/or technical aspects of assigned applications and 
grants.  The PO’s responsibilities include, but are not limited to, 
development of programs to meet HRSA’s mission; preparation of 
FOAs; provision of programmatic technical assistance; post-award 
monitoring of project/program performance, including review of 
progress reports and making site visits; and other activities 
complementary to those of the GMS.  The PO and the GMS work 
as a team in many of these activities.  For the purposes of this 
document, the PO may also be referred to as the program contact 
(PC). 

Project or Program 
Costs 

The total allowable costs incurred by a recipient (and the value of 
in-kind contributions made by third parties) in accomplishing the 
objectives of the award during the project period. 

Project Period The total time for which support of a project has been 
programmatically approved.  The total project period comprises 
the initial competitive segment, any subsequent competitive 
segments resulting from a competing continuation award, and any 
non-competing extensions.  Project periods are comprised of 12-
month budget periods. 

Reasonable Cost A cost whose nature or amount does not exceed that which would 
be incurred by a prudent person under the circumstances 
prevailing when the decision was made to incur the cost. 

Recipient The organization or individual that receives a grant or cooperative 
agreement award from HRSA and is responsible and accountable 
for the use of the funds provided and for the performance of the 
grantsupported project or activity.  The recipient is the entire legal 
entity even if a particular component is designated in the NoA.  
The term includes “grantee” and “awardee.” 

Research A systematic, intensive study intended to increase knowledge or 
understanding of the subject studied, a systematic study 
specifically directed toward applying new knowledge to meet a 
recognized need, or a systematic application of knowledge to the 
production of useful materials, devices, and systems or methods, 
including design, development, and improvement of prototypes 
and new processes to meet specific requirements. Also termed 
“research and development.” 
 
NOTE:  Applicants applying for Research grants and using the 
SF-424 R&R should refer to the Application Guide for SF-424 
R&R (Research) for guidance. 
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Research 
Misconduct 

Fabrication, falsification, or plagiarism in proposing, performing, or 
reviewing research, or in reporting research results.  Fabrication is 
making up data or results and recording or reporting them.  
Falsification is manipulating research materials, equipment, or 
processes, or changing or omitting data or results such that 
research is not accurately represented in the research record.  
Plagiarism is the appropriation of another person’s ideas, 
processes, results, or words without giving appropriate credit.  The 
term does not include honest error or differences of opinion 

State Government Unless otherwise defined in programmatic statute, the government 
of any State of the United States, the District of Columbia, the 
Commonwealth of Puerto Rico, any U.S. territory or possession, 
or any agency or instrumentality of a State exclusive of local 
governments.  State institutions of higher education and State 
hospitals are not considered State governments for purposes of 
the HHS general administrative requirements for grants and the 
HHS GPS. 

Subaward A legal instrument by which a recipient provides funds (or property 
in lieu of funds) to an eligible subrecipient (or a lower-tier 
transaction) to perform a substantive portion of the grant-
supported program or project.  The term includes such financial 
assistance when provided by any legal agreement (even if the 
agreement is called a contract) but does not include any form of 
assistance which is excluded from the definition of “grant,” 
including the recipient’s procurement of property or services 
needed to carry out the project or program.  The term includes 
consortium agreements. 

Subrecipient An entity that receives a subaward from a recipient or another 
subrecipient under an award of financial assistance and is 
accountable to the recipient or other subrecipient for the use of the 
Federal funds provided by the subaward. 

Substantive 
Programmatic 
Work 

The primary project activities for which grant support is provided. 

Supplies Personal property other than equipment, intangible property, and 
debt instruments.  The category of “supplies” includes items that 
could be considered equipment, but do not meet the threshold 
definition. 

System for Award 
Management 
(SAM) 

The System for Award Management (SAM) replaced the Central 
Contractor Registration (CCR) (as of July 30, 2012) and is the 
central government repository for organizations working with the 
Federal government.   
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Tangible Property Equipment, supplies, and any other property other than that 
defined as intangible property.  It also does not include copyrights, 
patents, and other intellectual property that is generated or 
developed (rather than acquired) under an award. 

Terms and 
Conditions 
of Award 

All legal requirements imposed on a grant by HRSA, whether 
based on statute, regulation, policy, or other document referenced 
in the NoA, or specified by the NoA itself.  In addition to general 
terms and conditions, the NoA may include other conditions that 
are considered necessary to attain the award’s objectives, 
facilitate post-award administration, conserve grant funds, or 
otherwise protect the Federal government’s interests 

Third-Party In-Kind 
Contributions 

The value of non-cash contributions directly benefiting a grant-
supported project or program that is provided by non-Federal third 
parties to the recipient, the subrecipient, or a cost-type contractor 
under the grant or subgrant without charge.  In-kind contributions 
may be in the form of real property, equipment, supplies and other 
expendable property, and goods and services directly benefiting 
and specifically identifiable to the project or program. 

Total Project or 
Program Costs 

The total allowable costs (inclusive of direct and indirect costs) 
incurred by the recipient to carry out a grant-supported project or 
activity.  Total project or program costs include costs charged to 
the award and costs borne by the recipient to satisfy a matching or 
cost-sharing requirement. 

Training Project A type of discretionary grant support designed to provide student 
or staff training in techniques pertaining to research or the delivery 
of certain services. 
 
NOTE:  Applicants applying for Training grants and using the SF-
424 R&R should refer to the Application Guide for SF-424 R&R for 
guidance. 

 

22..77..  AAccrroonnyymmss 
 
AO Authorizing Official 
AOR Authorized Organization Representative 
BCRS Bureau of Clinicial Recruitment and Service 
BHPr Bureau of Health Professions 
BPHC Bureau of Primary Health Care 
CCR Central Contractor Registration (now defunct) 
CFDA Catalog of Federal Domestic Assistance 
CFR Code of Federal Regulations 
CGMO Chief Grants Management Officer 
CLAS Culturally and Linguistically Appropriate Services 
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DCA Division of Cost Allocation 
DSO Digital Services Operation 
DUNS Data Universal Numbering System 
E-Biz POC E-Business Point of Contact 
EHB Electronic Handbooks 
EIN Employer Identification Number 
EO Executive Order 
FAQ Frequently Asked Questions 
FAR Federal Acquisition Regulation 
FFATA Federal Funding Accountability and Transparency Act 
FOA Funding Opportunity Announcement 
FY Fiscal Year 
F&A Facilities and Administration 
GMO Grants Management Officer 
GMS Grants Management Specialist 
GPS Grants Policy Statement 
HAB HIV/AIDS Bureau 
HHS Health and Human Services 
HRSA Health Resources and Services Administration 
HSB Healthcare Systems Bureau 
IE Internet Explorer 
MCHB Maternal and Child Health Bureau 
MPIN Marketing Partner ID Number 
NCC Noncompeting Continuation 
NHAS National HIV/AIDS Strategy 
NoA Notice of Award 
OFAM Office of Federal Assistance Management 
OMB Office of Management and Budget 
ORHP Office of Rural Health Policy 
ORO Office of Regional Operations 
OS Operating System 
PC Program Contact 
PD Project Director 
P.L. Public Law 
PMS Payment Management System 
PO Project Officer / Program Official 
POC Point of Contact  
R&R Research and Related 
SAM System for Award Management 
SF Standard Form 
SPOC Single Point of Contact 
TA Technical Assistance 
TIN Tax Identification Number 
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33..  PPrroocceessss  OOvveerrvviieeww  

33..11..  CCoommppeettiinngg  AApppplliiccaattiioonnss  ((SSuubbmmiitttteedd  UUssiinngg  BBootthh  GGrraannttss..ggoovv  aanndd  HHRRSSAA  
EEHHBB;;  VVeerriiffiiccaattiioonn  RReeqquuiirreedd  WWiitthhiinn  HHRRSSAA  EEHHBB))  

 
Following is the process for submitting a competitive application through Grants.gov 
with verification required within HRSA EHB: 
1. HRSA will post all competing FOAs on Grants.gov.  Announcements are posted 

throughout the year.  For more information, visit http://www.hrsa.gov/grants. 
2. In order to apply for a HRSA grant, you must complete the Grants.gov registration 

process.  See Section 3 for more details. 
3. Once the FOA is available, applicants should search for the announcement in 

Grants.gov by clicking  the SEARCH GRANTS tab 
(http://www.grants.gov/web/grants/search-grants.html), entering the FOA number 
and then selecting the announcement. 

4. Download the application package and instructions from Grants.gov.  The FOA 
contains application instructions and must be downloaded.  Make note of the FOA 
Number as it will be required later in the process. 

5. Save a copy of the application package on your computer, or to a location you 
choose.  Complete all the standard forms and required first-tier attachments, based 
on the instructions provided in the FOA. 

6. Submit the application package through Grants.gov (requires registration – see 
Section 3).  Note the Grants.gov Tracking Number as it will be required later in the 
process. 

7. Track the status of your submitted application using Track My Application at 
Grants.gov until you receive email notifications that your application has been 
received and validated by Grants.gov and received by HRSA. 

8. HRSA EHB software pulls the application information into EHB and validates the 
data. 

9. HRSA notifies the Project Director (PD), Authorizing Official (AO), Business Official 
(BO) and application Point of Contact (POC) by email to check HRSA EHB for 
results of HRSA validations and to enter supplemental information required to 
process the application.  Note the HRSA EHB tracking number from the email. 

10. The application in HRSA EHB is validated by a user from the grantee organization 
by providing three independent data elements: Announcement Number, Grants.gov 
Tracking Number, and HRSA EHB Tracking Number. 

11. The AO verifies the pending application in HRSA EHB, fixes any validation errors, 
and makes necessary corrections.  Supplemental forms and attachments are 
completed.  The AO submits the application to HRSA.  

12. Once your application has been validated by Grants.gov, you may track the status of 
the application within HRSA by using the “Track Your Application” widget, now 
available on HRSA’s website: http://www.hrsa.gov/grants/index.html.  The 
application tracker will let you know where your application is at every stage in the 
process. 

http://www.hrsa.gov/grants
http://www.grants.gov/web/grants/search-grants.html
http://www.hrsa.gov/grants/index.html
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44..  RReeggiisstteerriinngg  aanndd  AAppppllyyiinngg  TThhrroouugghh  GGrraannttss..ggoovv  
 
HRSA requires applicants for FOAs to apply electronically through Grants.gov.   
 
Applicants are responsible for reading and complying with the Grants.gov Applicant 
User Guide, available online at 
http://www.grants.gov/documents/19/18243/GrantsGovApplicantUserGuide.pdf.  A short 
video on how to Register, Find and Apply is available at 
http://www.youtube.com/watch?v=8HLFoOoVGQY&feature=youtu.be. 
 
Grants.gov requires a one-time registration by the applicant organization and annual 
updating.  If you do not complete the registration and update it annually, you will 
not be able to submit an application and you will not be eligible for a deadline 
extension.   
 
The five-step registration process must be completed by every organization wishing to 
apply for a HRSA grant opportunity.  The process will take anywhere from five business 
days to one month.  First-time applicants or those considering applying in the 
future should register immediately.  Registration with Grants.gov provides the 
representatives from the organization with the required credentials necessary to submit 
an application.   

44..11..  RREEGGIISSTTEERR  ––  AApppplliiccaanntt  OOrrggaanniizzaattiioonnss  MMuusstt  OObbttaaiinn  aa  DDUUNNSS  NNuummbbeerr  aanndd  
RReeggiisstteerr  wwiitthh  SSAAMM  aanndd  GGrraannttss..ggoovv  ((iiff  nnoott  aallrreeaaddyy  rreeggiisstteerreedd))  

 
If an applicant/grantee organization has already completed Grants.gov registration for 
HRSA or another Federal agency, confirm that it is still active and that the Authorized 
Organization Representative (AOR) has been approved, then skip to the next section.  
 
For those applicant organizations still needing to register with Grants.gov, detailed 
registration information can be found on Grants.gov under the APPLICANTS tab as 
Applicant Resources: Organization Registration 
(http://www.grants.gov/web/grants/applicants/organization-registration.html).  These 
instructions will walk you through the following five basic registration steps: 
 
Step 1:  Obtain a Data Universal Numbering System (DUNS) Number 
A DUNS number is a unique number that identifies an organization.  It has been 
adopted by the Federal government to help track how Federal grant money is 
distributed.  Ask your grant administrator or Chief Financial Officer to provide your 
organization’s DUNS Number.  If your organization does not have a DUNS Number, you 
may request one online at http://fedgov.dnb.com/webform or call the Dun & Bradstreet 
hotline at 1-800-705-5711 (for the US and US Virgin Islands) or 1-800-234-3867 (for 
Puerto Rico) to receive one free of charge.  Once you have completed the registration, 
your DUNS Number will be available the same day.  Note:  a missing or incorrect DUNS 
number is the primary reason for applications being “Rejected for Errors” by Grants.gov. 
 

http://www.grants.gov/documents/19/18243/GrantsGovApplicantUserGuide.pdf
http://www.youtube.com/watch?v=8HLFoOoVGQY&feature=youtu.be
http://www.grants.gov/web/grants/applicants/organization-registration.html
http://fedgov.dnb.com/webform
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Step 2:  Register with the System for Award Management (SAM) 
The System for Award Management (SAM) replaced the Central Contractor Registration 
(CCR) (as of July 30, 2012) and is the central government repository for organizations 
working with the Federal government.   
 
SAM will reduce the burden on those seeking to do business with the government.  
Vendors will be able to log into one system to manage their entity information in one 
record, with one expiration date, through one streamlined business process.  Federal 
agencies will be able to look in one place for entity pre-award information.  Everyone will 
have fewer passwords to remember and see the benefits of data reuse as information is 
entered into SAM once and reused throughout the system. 
 

Active SAM registration is a pre-requisite to the 
successful submission of grant applications! 

 
Items to consider are: 

• When does the account expire? 
• Does the organization need to complete the annual renewal of registration? 
• Who is the E-Business point of contact (E-Biz POC)?  Is this person still with 

the organization? 
• Does anything need to be updated? 

 
To learn more about SAM, please visit https://www.sam.gov.  View the SAM Video 
Tutorial for New Applicants created by the General Services Administration at 
http://www.youtube.com/watch?v=mmHcKCchaiY&feature=youtu.be. For help using 
SAM, contact the Service Desk at http://www.FSD.gov. 
 
SAM information must be updated at least every 12 months to remain active (for both 
grantees and sub-recipients).  Grants.gov will reject submissions from applicants with 
expired registrations.   Do not wait until the last minute to register in SAM.  According to 
the SAM Quick Guide for Grantees 
(https://www.sam.gov/sam/transcript/Quick_Guide_for_Grants_Registrations_v1.7.pdf), 
an entity’s registration will become active after 3-5 days.  The SAM registration must be 
active before you can proceed to Step 3. Therefore, check for active registration well 
before the application deadline.   
 
Applicants that fail to allow ample time to complete registration with SAM or 
Grants.gov will not be eligible for a deadline extension or waiver of the electronic 
submission requirement.   
 
If your organization is not registered, identify the primary contact who should register 
your organization.  Visit the SAM Web site at http://www.sam.gov to register online or 
call 1-888-606-8220 to register by phone.  If after having registered in SAM, you 
experience any registration problems, you can get help from the Federal Service Desk 
at https://www.fsd.gov.  

https://www.sam.gov/
http://www.youtube.com/watch?v=mmHcKCchaiY&feature=youtu.be
http://www.fsd.gov/
https://www.sam.gov/sam/transcript/Quick_Guide_for_Grants_Registrations_v1.7.pdf
http://www.sam.gov/
https://www.fsd.gov/
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You must designate the organization’s E-Biz POC who will create the organization’s 
Marketing Partner ID Number (MPIN) password.  The E-BIZ POC will use the MPIN to 
designate AORs through Grants.gov.  The SAM Registration must become active 
before you can proceed to step 3. 
 
Step 3:  Creating a Grants.gov Username & Password 

• Once the SAM registration is complete, return to Grants.gov to establish an 
Authorized Organization Representative (AOR). 

• Only an AOR is authorized to submit grant applications for your organization. 
• AORs must create a short profile and obtain a username and password from the 

Grants.gov Credential Provider. 
• AORs will only be authorized for the DUNS number registered in the Grants.gov 

profile. 
 

Step 4:  AOR Authorization 
• The E-Biz POC uses the DUNS number and MPIN to authorize your AOR status. 
• Only the E-Biz POC may authorize AORs. 
• Only approved/authorized AORs may submit on behalf of an organization. 
 

Step 5:  Track AOR Status 
• Using your username and password from Step 3, go to Grants.gov under Applicant 

Login to check your AOR status at 
https://apply07.grants.gov/apply/login.faces?userType=applicant&cleanSession=1. 

 
Allow for extra time if an applicant does not have a Tax Identification Number (TIN) or 
Employer Identification Number (EIN).  SAM validates the EIN against Internal Revenue 
Service records, a step that will take an additional one to five business days. 
 
Additional assistance with the registration process is available at Grants.gov under 
ORGANIZATION REGISTRATION at 
http://test.grants.gov/web/grants/applicants/organization-registration.html.  In addition, 
under APPLICANT RESOURCES at 
http://www.grants.gov/web/grants/applicants/applicant-resources.html a variety of 
support options are available including FAQs, Glossary, and Applicant User Guides & 
Checklists, Training, General Support, and Technical Support 
 
Please direct questions regarding Grants.gov registration to the Grants.gov Call Center 
at: 1-800-518-4726 (International callers, please dial 606-545-5035).  Call Center hours 
of operation are 24 hours a day, 7 days a week, excluding Federal holidays.  You may 
also receive assistance via email at support@grants.gov or access the Grants.gov Self-
Service Web Portal at https://grants-portal.psc.gov/Welcome.aspx?pt=Grants.  
 
 NOTE:  It is HIGHLY recommended that this registration process be finalized at least 

TWO WEEKS prior to the submittal date of your organization’s Grants.gov submission. 

https://apply07.grants.gov/apply/login.faces?userType=applicant&cleanSession=1
http://test.grants.gov/web/grants/applicants/organization-registration.html
http://www.grants.gov/web/grants/applicants/applicant-resources.html
mailto:support@grants.gov
https://grants-portal.psc.gov/Welcome.aspx?pt=Grants
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44..22..  AAPPPPLLYY  --  AAppppllyy  tthhrroouugghh  GGrraannttss..ggoovv  
 
Grants.gov includes a simple, unified application process to enable applicants to apply 
for grants online.  The information applicants need to register and submit their 
applications online can be found at Grants.gov under the APPLICANTS tab under Apply 
for Grants (http://www.grants.gov/web/grants/applicants/apply-for-grants.html).  The site 
also contains an Applicant User Guide at 
http://www.grants.gov/documents/19/18243/GrantsGovApplicantUserGuide.pdf  
 
The application will be one of three announcement types indicated on the cover of the 
FOA:  new, competing continuation, and competing supplements.  All competing 
applications are submitted electronically to HRSA through Grants.gov using the 
Application for Federal Assistance SF-424 or the SF-424 Research and Related (R&R) 
form. 

4.2.1. Find Funding Opportunity 
If you are submitting a competing application, search for the announcement in 
Grants.gov by clicking the SEARCH GRANTS tab 
(http://www.grants.gov/web/grants/search-grants.html), entering the FOA number in the 
“Funding Opp #” (Example announcement number: HRSA-14-001) field, and then 
selecting the announcement for which you wish to apply.  Refer to the FOA for eligibility 
criteria.  

4.2.2. Download Application Package 
Download the application package and instructions.  Application packages are posted in 
Adobe Reader format.  To ensure that you can view the application package and 
instructions, you should download and install the Adobe Reader application.  The 
application package will be saved to your computer, completed offline, and then 
uploaded to Grants.gov at the time of submission.  
 
For more information on using Adobe Reader, refer to Section 7.1.2.   
 
 NOTE: Please review the system requirements for Adobe Reader at 

http://www.grants.gov/web/grants/support/technical-support/recommended-
software.html. 

4.2.3. Complete the Grant Application Package 
Complete the application using both the built-in instructions and the instructions 
provided in the FOA.  Ensure that you save a copy of the application on your computer.  
For assistance with program guidance related questions, please contact the program 
contact listed in the FOA.  For assistance with budget or other administrative related 
questions, please contact the Grants Management Specialist listed in Section VII of the 
FOA.  

http://www.grants.gov/web/grants/applicants/apply-for-grants.html
http://www.grants.gov/documents/19/18243/GrantsGovApplicantUserGuide.pdf
http://www.grants.gov/web/grants/search-grants.html
http://www.grants.gov/web/grants/support/technical-support/recommended-software.html
http://www.grants.gov/web/grants/support/technical-support/recommended-software.html
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 NOTE:  Grantees with competing continuations and competing supplements should 

provide their 10-digit grant number [box 4b from the Notice of Award (NoA)] in the 
Federal Award Identifier field (box 5b in SF-424).  You may complete the application 
offline – you are not required to be connected to the Internet. 

4.2.4. Submit a Completed Application Package 
Once you have downloaded the application package, completed all required forms, and 
attached all required documents – click the “Check Package for Errors” button and 
make any necessary corrections.   
 
 In Adobe Reader, click on the “Save and Submit” button when you have done all 

of the above and are ready to send your completed application to Grants.gov. 
 
Review the provided application summary to confirm that the application will be 
submitted to the program for which you wish to apply.  If you submit an application to 
the wrong announcement number, you must apply to the correct announcement 
number on or before the posted deadline.  To submit, the AOR must login to 
Grants.gov and enter their username and password.  Note:  the same DUNS number, 
AOR username, and password must be used to complete and submit your application.  
Once you have logged in, your application package will automatically be uploaded to 
Grants.gov.  A confirmation screen will appear once the upload is complete.  Note that a 
Grants.gov Tracking Number will be provided on this screen (GRANTXXXXX).  Please 
record this number so that you may refer to it for all subsequent help.  
 
Please direct questions regarding application submission to the Grants.gov Call Center 
at: 1-800-518-4726 (International callers, please dial 606-545-5035).  Call Center hours 
of operation are 24 hours a day, 7 days a week, excluding Federal holidays. 
 
 NOTE:  The AOR must be connected to the Internet and must have a Grants.gov 

username and password tied to the correct DUNS number in order to submit the 
application package. 

 

4.2.5. Verify Status of Application in Grants.gov 
Once Grants.gov has received your submission, Grants.gov will send email messages 
to the PD, AOR, and the POC listed in the application advising of the progress of the 
application through the system.  You will receive up to four emails.  The first will confirm 
receipt of your application by the Grants.gov system (“Received”), and the second will 
indicate that the application has either been successfully validated (“Validated”) by the 
system prior to transmission to the grantor agency or has been rejected due to errors 
(“Rejected with Errors”).  An application for HRSA funding must be both received and 
validated by Grants.gov by the application deadline. 
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Upon submission, Grants.gov will attempt to validate the application.  This validation 
ensures that the AOR has submitted the application and that all required standard forms 
are complete and have the correct type of information in them.  Grants.gov will also 
validate that the applicant’s SAM Registration is current.  Grants.gov will not validate 
application content, attachments, page limit, or applicant eligibility. 
 
If your application is rejected due to an error, you must correct the application and 
resubmit it to Grants.gov before the posted deadline.  The full verification process may 
take hours to days; therefore, applicants need to allow plenty of time.  If you are unable 
to resubmit because the opportunity has since closed, you must follow the instructions 
in this guide to request a waiver.   
 
You can check the status of your application(s) anytime after submission by logging into 
Grants.gov and clicking on the Track My Application link on the left side of the page 
(https://apply07.grants.gov/apply/checkApplStatus.faces).  This link will also be included 
in the confirmation email that you receive from Grants.gov. 
 
If there are no errors, the application will be downloaded by HRSA.  Upon successful 
download to HRSA, the status of the application will change to “Received by Agency” 
and the contacts listed in the application will receive a third email from Grants.gov.  
Once your application is received by HRSA, it will be processed to ensure that the 
application is submitted to the correct FOA, with the correct grant number (if applicable), 
and applicant/grantee organization.  Upon this processing, which is expected to take up 
to two to three business days, HRSA will assign a unique tracking number to your 
application.  This tracking number will be posted to Grants.gov and the status of your 
application will be changed to “Agency Tracking Number Assigned.”  You will receive 
the fourth email in which Grants.gov will provide the Agency Tracking Number.  Record 
the Agency Tracking Number and use it for all correspondence with HRSA. 

44..33..  RReecceeiipptt  AAcckknnoowwlleeddggeemmeenntt  
 
In summary, upon receipt of an application, Grants.gov will send a series of email 
messages to document the progress of an application through the system.   

1. The first will confirm receipt in the system;  
2. The second will indicate whether the application has been successfully validated 

or has been rejected due to errors;  
3. The third will be sent when the application has been successfully downloaded at 

HRSA; and  
4. The fourth will notify the applicant of the Agency Tracking Number assigned to 

the application. 
  
If you are trying to track your application and you have not received any emails from 
Grants.gov, be sure to check your spam folder.  Sometimes the emails from Grants.gov 
are blocked by your email service. 
 

https://apply07.grants.gov/apply/checkApplStatus.faces
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44..44..  TTrraacckkiinngg  YYoouurr  AApppplliiccaattiioonn  
 
It is incumbent on the applicant to track their application by using the Grants.gov 
tracking number (GRANTXXXXXXXX) provided in the confirmation email from 
Grants.gov.  More information about tracking an application can be found at 
http://www.grants.gov/web/grants/applicants/track-my-application.html.   
Be sure the application is validated by Grants.gov prior to the application deadline. 

44..55..  LLaattee  AApppplliiccaattiioonnss  
 
Applications which do not meet the criteria as outlined in Section IV of the FOA will be 
considered late applications and will not be considered in the current competition. 

44..66..  RReeqquueessttiinngg  aa  WWaaiivveerr  ffrroomm  tthhee  EElleeccttrroonniicc  SSuubbmmiissssiioonn  RReeqquuiirreemmeenntt  
 
HRSA requires applicants for competing FOAs to apply electronically through 
Grants.gov and have the application validated on or before the deadline date and time.  
The registration and application process protects applicants against fraud and ensures 
that only authorized representatives from an organization can submit an application.  
Applicants are responsible for maintaining these registrations, which should be 
completed well in advance of submitting an application.  All applicants must submit in 
this manner unless they obtain a written exemption from this requirement, within 5 
calendar days of the opportunity’s closing date, by the Director of HRSA’s Division of 
Grants Policy.  Applicants must request an exemption in writing from 
DGPWaivers@hrsa.gov, and provide details as to why they are technologically unable 
to submit electronically through the Grants.gov portal.  If requesting a waiver from the 
electronic submission requirements, include the following in the e-mail request: the 
HRSA announcement number for which the organization is seeking relief; the 
organization’s name, address, and telephone number; the organization’s DUNS 
number; the name, address, and telephone number of the PD; as well as the 
Grants.gov Tracking Number (GRANTXXXXXXXX) assigned to the submission along 
with a copy of the “Rejected with Errors” notification as received from Grants.gov, if 
applicable.  If case numbers were given from calling Grants.gov, please include those 
as well.  HRSA’s Division of Grants Policy is the only office authorized to grant waivers.  
HRSA and its Digital Services Operation (DSO) will only accept paper applications 
from applicants that received prior written approval.  However, the application must 
still be submitted by the deadline.  Suggestion:  submit application to Grants.gov at least 
three days before the deadline to allow for any unforeseen circumstances.   
 
HRSA is very strict on adhering to application deadlines and electronic submission 
requirements.  Deadline extensions will not be granted for Grants.gov verification errors, 
last-minute registration, or submission errors on the part of the applicant.  The CGMO or 
designee may consider an extension of published deadlines or allowance of a 
submission outside of the Grants.gov system, when justified by circumstances such as 

http://www.grants.gov/web/grants/applicants/track-my-application.html
mailto:DGPWaivers@hrsa.gov
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natural disasters (e.g., floods or hurricanes), other disruptions of services, such as a 
prolonged blackout, or in the rare event of a validated technical issue on the side of the 
government that prevented applicants from applying before the deadline.  The CGMO or 
designee will determine the affected geographical area(s). 
 

55..  VVaalliiddaattiinngg  aanndd//oorr  CCoommpplleettiinngg  aann  AApppplliiccaattiioonn  iinn  tthhee  HHRRSSAA  
EElleeccttrroonniicc  HHaannddbbooookkss  ((EEHHBB))  

  
For assistance with registering, verifying data, validating information, or using HRSA 
EHB, contact the HRSA Contact Center at 1-877-464-4772 or TTY: 877-897-9910, 
Monday through Friday (except Federal holidays) between 9:00 a.m. to 5:30 p.m. ET or 
email callcenter@hrsa.gov.   

55..11..  RReeggiisstteerr  --  PPrroojjeecctt  DDiirreeccttoorr  aanndd  AAuutthhoorriizziinngg  OOffffiicciiaall  MMuusstt  RReeggiisstteerr  wwiitthh  
HHRRSSAA  EEHHBB  ((iiff  nnoott  aallrreeaaddyy  rreeggiisstteerreedd))  

  
To access a competing application in HRSA EHB, organizations must register within the 
EHB.  The purpose of the registration process is to collect consistent information from 
all applicants and allow for the unique identification of each system user.  
 

• Registration within HRSA EHB is required only once for each applicant.  
• HRSA EHB now allows a single username to be associated with more than 

one organization.   
 
Registration within HRSA EHB is a two-step process.  In the first step, individual users 
from an organization who participate in the application process must create individual 
system accounts.  In the second step, the users must associate themselves with the 
appropriate grantee organization.  To find your organization’s record, use the DUNS 
number associated with the application submitted in Grants.gov.    
 
To complete the registration: 
 

1. Create Individual User Accounts:  Identify your role in the grants management 
process.  HRSA EHB offer the following three functional roles for individuals from 
applicant/grantee organizations: 

 
• Authorizing Official (AO),  
• Business Official (BO), and 
• Other Employee (for Project Directors, assistant staff, AO designees and others).  
 
For more information on functional responsibilities, refer to the HRSA EHB online 
help.  
 

mailto:callcenter@hrsa.gov
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2. Associate User with Applicant Organization:  Locate the DUNS number from the 
application SF-424 submitted through Grants.gov.  You must use this number to 
find your organization during registration.  All individuals from the organization 
working on the application must use the same DUNS number to ensure correct 
registration. 

 
Registration with HRSA EHB is independent of Grants.gov registration. 
 
For assistance in registering with HRSA EHB, call the HRSA Contact Center at 1-877-
464-4772 or TTY: 877-897-9910, Monday through Friday (except Federal holidays) 
between 9:00 am to 5:30 p.m. ET or email callcenter@hrsa.gov.   
 
  IMPORTANT:  You must use your HRSA EHB Tracking Number or your 10-digit grant 

number (box 4b from NoA) to identify your organization.      
  

55..22..  VVeerriiffyy  SSttaattuuss  ooff  AApppplliiccaattiioonn  
  
HRSA will send an email to the PD, AO, POC, and the BO (listed on the submitted 
application) to confirm that the application was successfully received. 
 
  NOTE:  Applicants should check HRSA EHB within two to three business days after 

submission through Grants.gov for availability of your application.  
  

55..33..  VVaalliiddaattee  GGrraannttss..ggoovv  AApppplliiccaattiioonn  iinn  tthhee  HHRRSSAA  EEHHBB  
  
The HRSA EHB include a validation process to ensure that only authorized individuals 
from an organization are able to access the organization’s competing applications.  The 
first user who seeks access to any competing application will need to provide the 
following information:  
 

Data Element Source Example 
Announcement 
Number 

From submitted Grants.gov 
application 

HRSA-FY-XXX 

Grants.gov Tracking 
Number 

From submitted Grants.gov 
application 

GRANTXXXXXXXX 

HRSA EHB 
Application Tracking 
Number 

From email notification sent to 
PD, AO, BO, and POC listed on 
application. 

123456 

 
Note that the source of each data element is different and knowledge of the three 
numbers together is considered sufficient to provide that individual access to the 
application. 
 

mailto:callcenter@hrsa.gov
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To validate the Grants.gov application, log in to the EHB and click on the View 
Applications link and then click on the Add Grants.Gov Application link.  (This is only 
visible for grant applications that require supplemental forms.) 
 
You will now need to complete a form using the numbers specified in the table above to 
validate your Grants.gov application. 
 
 NOTE:  The first individual who completes this step should use the “Peer Access” feature 

to share the application with other individuals from the organization.  It is 
recommended that the AO complete this step.  

 

55..44..  MMaannaaggee  AAcccceessss  ttoo  tthhee  AApppplliiccaattiioonn  
 
You must be registered in HRSA EHB to access the application.  To ensure that only 
authorized individuals from the organization gain access to the application, you must 
follow the process described above. 
 
The individual who validated the application must use the “Peer Access” feature to 
share this application with other individuals from the organization.  This is required if you 
wish to allow multiple individuals to work on the application in HRSA EHB. 
 
Once you have access to EHB for your specific application, use the appropriate link 
under the deliverables section to access your grant application. 

55..55..  CChheecckk  VVaalliiddaattiioonn  EErrrroorrss  
 
HRSA EHB will validate the application received through Grants.gov.  All validation 
errors are recorded and displayed to the applicant.  To view the validation errors use the 
Grants.gov Data Validation Comments link on the application status page in HRSA 
EHB. 

55..66..  FFiixx  EErrrroorrss  aanndd  CCoommpplleettee  AApppplliiccaattiioonn  
 
Applicants must review the errors in HRSA EHB and make necessary corrections.  If 
noted in the FOA, applicants must also complete the detailed budget and other required 
forms in HRSA EHB and assign an AO who must be a registered user in the HRSA 
EHB.  HRSA EHB will show the status of each form in the application package and the 
status of all forms must be “Complete” in the summary page before the HRSA EHB will 
allow the application to be submitted. 
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55..77..  SSuubbmmiitt  AApppplliiccaattiioonn  iinn  HHRRSSAA  EEHHBB    

5.7.1. Competing Applications Submitted Using Both Grants.gov and HRSA EHB 
After the Grants.gov application is pulled into EHB and validated, the AO verifies the 
pending application in HRSA EHB, fixes any validation errors, and makes necessary 
corrections.  Supplemental application forms and any required supplemental 
attachments are completed in the HRSA EHB.  The application must then be submitted 
by the AO assigned to the application within HRSA EHB.  (The designee of the AO can 
also submit the application.)  The completed application must be submitted to HRSA by 
the due dates listed within the FOA. 
 
 NOTE:  You must submit the application by the due date listed within the FOA.  There 

are two deadlines within the announcement – one for submission within Grants.gov and 
the second for submission within HRSA EHB.  You may not complete the EHB portion if 
the Grants.gov deadline is not met. 

 
 
Post-Award Performance Measures Included in an FOA for Competitive 
Applications  
Some HRSA FOAs include specific examples of data forms and describe the award 
requirements for performance measure reporting.  If the FOA indicates that the 
completion of performance measure information is required of grantees, successful 
applicants receiving grant funds will be required, within 30 days of the Notice of Award 
(NoA) to register in HRSA’s Electronic Handbooks (EHB) and electronically complete 
the program specific data forms that appear in the announcement.  This requires the 
provision of budget breakdowns in the financial forms based on the grant award 
amount, the project abstract and other grant summary data, and objectives for the 
performance measures.  

  
66..  GGeenneerraall  IInnssttrruuccttiioonnss  ffoorr  AApppplliiccaattiioonn  SSuubbmmiissssiioonn  
 
HRSA requires all applicants responding to an FOA to apply electronically through 
Grants.gov.  Applicants must download the SF-424 application package associated with 
the FOA following the directions provided at Grants.gov.   
 
The following instructions are applicable to all submissions unless otherwise noted in 
the relevant FOA.  Failure to follow the instructions may make your application non-
responsive.  Non-responsive applications will not be given any consideration and the 
particular applicants will be notified.  It is mandatory to follow the instructions provided 
to ensure that your application can be printed efficiently and consistently for review. 
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66..11  IInnssttrruuccttiioonnss  ffoorr  CCoommpplleettiinngg  tthhee  SSFF--442244  
 

i. Application Face Page  
Complete Application Form SF-424 provided with the application package.  Prepare 
according to instructions provided in the form itself.  Important note for applicants 
using SF-424:  enter the name of the Project Director in 8. f. “Name and contact 
information of person to be contacted on matters involving this application.”  If, for 
any reason, the PD will be out of the office, please ensure the email Out of Office 
Assistant is set so HRSA will be aware if any issues arise with the application and a 
timely response is required.   
 
Specific instructions are provided in the relevant FOA. 
 
DUNS Number 
All applicant organizations (and subrecipients of HRSA award funds) are required to 
have a DUNS number in order to apply for a grant or cooperative agreement from the 
Federal Government.  Please include the DUNS number in form SF-424 - item 8c on 
the application face page.  Applications will not be reviewed without a DUNS 
number.  Note:  A missing or incorrect DUNS number is the number one reason for 
applications being “Rejected for Errors” by Grants.gov.  HRSA will not extend the 
deadline for applications with a missing or incorrect DUNS number.  Applicants 
should take care in entering the correct DUNS number in the application. 
 
Additionally, the applicant organization (and any subrecipient of HRSA award funds) 
is required to register annually with SAM in order to conduct electronic business with 
the Federal Government.  SAM registration must be maintained with current, 
accurate information at all times during which an entity has an active award or an 
application or plan under consideration by HRSA.  It is extremely important to verify 
that the applicant organization SAM registration is active and the Marketing Partner 
ID Number (MPIN) is current.  Information about registering with SAM can be found 
at https://www.sam.gov.   
 
CFDA Number 
The Catalog of Federal Domestic Assistance (CFDA) Number, as listed on the cover 
of the FOA, is prepopulated in box 11 of the form. 
 
ii. Intergovernmental Review (Executive Order (EO) 12372) 
If an FOA is subject to EO 12372, “Intergovernmental Review of Federal Programs,” 
or not it will be stated in Section IV.4. Intergovernmental Review of the FOA.  Please 
refer to #19 on the SF-424. 
 
If intergovernmental review applies, the following language will appear in the FOA: 

 

https://www.sam.gov/
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PROGRAM NAME is a program subject to the provisions of Executive Order 
(EO) 12372, as implemented by  45 CFR 100.  See Executive Order 12372 in the 
HHS Grants Policy Statement. 

 
EO 12372 allows States the option of setting up a system for reviewing applications 
from within their States for assistance under certain Federal programs.  Application 
packages made available under this funding opportunity will contain a listing of States 
which have chosen to set up such a review system, and will provide a State Single 
Point of Contact (SPOC) for the review.  Information on States affected by this 
program and State Points of Contact may also be obtained from the Grants 
Management Specialist listed in the Agency Contact(s) section, as well as from the 
following Web site: http://www.whitehouse.gov/omb/grants_spoc. 
 
All applicants other than federally recognized Native American Tribes or Tribal 
Organizations should contact their SPOC as early as possible to alert them to the 
prospective applications and receive any necessary instructions on the State’s 
process used under this EO. 

 
Letters from the SPOC in response to EO 12372 are due sixty days after the 
application due date.  The letter should be sent to the Program Contact and a copy to 
the GMS identified in Section VII of the program-specific FOA. 
 
iii. Table of Contents 
The application should be presented in the order of the Table of Contents provided in 
Section 6.3 of this Electronic Users Application Guide.  Again, for electronic 
applications no table of contents is necessary as it will be generated by the system.  
(Note: the Table of Contents will not be counted in the page limit.) 

 
iv. Budget 
Note: the directions here differ from those offered by Grants.gov.  Please 
follow the instructions included in the program-specific FOA and the 
instructions below when completing budget forms. 
 
Reminder:  The Total Project or Program Costs are the total allowable costs 
(inclusive of direct and indirect costs) incurred by the recipient to carry out a grant-
supported project or activity.  Total project or program costs include costs charged to 
the award and costs borne by the recipient to satisfy a matching or cost-sharing 
requirement. 
 
For multi-year non-construction projects:   
Please complete Sections A – F of the SF-424A Budget Information – Non-
Construction Programs form included with the application package for each year of 
the project period.  The budget period is for ONE year.  However, the applicant must 
submit one-year budgets  for each of the subsequent budget periods within the 
requested project period at the time of application.  In Section A use rows 1 - 4 to 
provide the budget amounts for the first four years of the project.  Please enter the 

http://www.hrsa.gov/grants/hhsgrantspolicy.pdf
http://www.whitehouse.gov/omb/grants_spoc
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amounts in the “New or Revised Budget” column- not the “Estimated Unobligated 
Funds” column.  In Section B 6. Object Class Categories of the SF-424A, provide the 
object class category breakdown (i.e., line item budget) for  each year of the project 
period specified in Section A.  In Section B, use column (1) to provide category 
amounts for Year 1 and use columns (2) through (4), if applicable, for subsequent 
budget years.  If applicable for year 5, please submit a copy of Sections A and B of 
the SF-424A as an Attachment (specific attachment number will be listed in the 
FOA). 
 
Section C – Non-Federal Resources: complete only if Section III. 2. Cost 
Sharing/Matching of the FOA indiates that cost sharing/matching is required.  Lines 
8-11 correspond to the first four years of the project.  If applicable for year 5, please 
submit a copy of Section C of the SF-424A as an Attachment (specific attachment 
number will be listed in the FOA). 
 
Section D – Forecasted Cash Needs: If no cost sharing/matching is required, 
complete only line 13. Federal, the first column titled “Total for 1st Year.”  If cost 
sharing/matching is required, please complete all three lines 13. Federal, 14. Non-
Federal and 15. Total (Sum of lines 13 and 14), the first column titled “Total for 1st 
Year.”  
 
Section E – Budget Estimates of Federal Funds Needed for Balance of the Project:  
Complete line 16. of the Future Funding Periods columns for the outyears, with (b) 
First being the 2nd year, (c) Second being the 3rd year, etc. 
 
Section F – Other Budget Information 
Complete as appropriate. 
 
If the FOA notes that the program is subject to the General Provisions of P.L. 113-76, 
the following Salary Limitation applies: 
 
Salary Limitation: 
The General Provisions in Division H, § 203, of the Consolidated Appropriations Act, 
2014 (P.L. 113-76), includes provisions for a salary rate limitation.  The law limits the 
salary amount that may be awarded and charged to HRSA grants and cooperative 
agreements.  Award funds may not be used to pay the salary of an individual at a 
rate in excess of Executive Level II.  The Executive Level II salary of the Federal 
Executive Pay scale is $181,500. This amount reflects an individual’s base salary 
exclusive of fringe and any income that an individual may be permitted to earn 
outside of the duties to the applicant organization.  This salary limitation also applies 
to subawards/subcontracts under a HRSA grant or cooperative agreement. 
 
As an example of the application of this limitation:  If an individual’s base salary is 
$350,000 per year plus fringe benefits of 25% ($87,500) and that individual is 
devoting 50% of their time to this award, their base salary should be adjusted to 
$181,500 plus fringe of 25% ($45,375) and a total of $ 113,437.50 may be included 
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in the project budget and charged to the award for salary/fringe benefits for that 
individual.  See the breakdown below: 
 

Individual’s actual base full time salary:  $350,000 
50% of time will be devoted to project 
Direct salary  $175,000 
Fringe (25% of salary) $43,750 
Total $218,750 
 
Amount that may be claimed on the application budget due to the 
legislative salary limitation: 
Individual’s base full time salary adjusted to Executive Level II:  
$181,500  
50% of time will be devoted to the project 
Direct salary $90,750 
Fringe (25% of salary) $22,687.50 
Total amount $113,437.50 

 
Funding Restrictions (in general) 
Applicants may request no more than the ceiling amount listed in Section II.2. 
Summary of Funding and Section IV.5. Funding Restrictions of the FOA.  Awards to 
support projects beyond the first budget year will be contingent upon Congressional 
appropriation, satisfactory progress in meeting the project’s objectives, and a 
determination that continued funding would be in the best interest of the Federal 
Government. 
 
The governing cost principles address selected items of cost.  The FOA specifies 
unallowable costs that apply to each funding opportunity.  The following list of 
unallowable costs is not intended to be all-inclusive. The cost principles should be 
consulted for the complete explanation of the allowability or unallowability of costs 
they address.  For the full list of cost principles refer to Section 2.3 “Compliance 
Requirements at a Glance” to see which cost principles apply to your organization 
and refer to the HHS Grants Policy Statement.  The allowability of costs under 
individual HRSA awards also may be governed by requirements specified in the 
program legislation, regulations, or the specific terms and conditions of the award, 
which will take precedence over the general information provided here.   

 
Item Description 

Alcoholic Beverages Unallowable as an entertainment expense. 
Bad Debts Unallowable. 
Entertainment Costs  Unallowable.  This includes the cost of amusements, social 

activities, and related incidental costs.  
Fundraising Costs Unallowable. 

http://www.hrsa.gov/grants/hhsgrantspolicy.pdf
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Honoraria Unallowable when the primary intent is to confer distinction 

on, or to symbolize respect, esteem, or admiration for, the 
recipient of the honorarium.  A payment for services 
rendered, such as a speaker’s fee under a conference grant, 
is allowable.  

Invention, Patent, or 
Licensing Costs  

Unallowable as a direct cost unless specifically authorized in 
the NoA.  May be allowable as indirect costs provided they 
are authorized under applicable cost principles and are 
included in the negotiation of indirect cost rates.  Such costs 
include licensing or option fees, attorney’s fees for preparing 
or submitting patent applications, and fees paid to the U.S. 
Patent and Trademark Office for patent application, patent 
maintenance, or recordation of patent-related information.  

Lobbying  Generally unallowable, including costs of lobbying activities 
to influence the introduction, enactment, or modification of 
legislation by the U.S. Congress or a State legislature.  
Under certain circumstances, as provided in the applicable 
cost principles, costs associated with activities that might 
otherwise be considered “lobbying” that are directly related 
to the performance of a grant may be allowable.  The 
recipient should obtain an advance understanding with the 
GMS if it intends to engage in these activities.  

Meals  Generally unallowable except for the following:  
• Subjects and patients under study  
• Where specifically approved as part of the project or 

program activity, e.g., in programs providing children’s 
services  

• When an organization customarily provides meals to 
employees working beyond the normal workday, as a 
part of a formal compensation arrangement  

• As part of a per diem or subsistence allowance 
provided in conjunction with allowable travel  

 
• Under a conference grant, when meals are a necessary 

and integral part of a conference, provided that meal 
costs are not duplicated in participants’ per diem or 
subsistence allowances. 

 
Guest meals are not allowable.  (See “Consumer/Provider 
Board Participation” in this exhibit regarding the allowability 
of the cost of meals for consumer and provider board 
participants in grant-supported activities.)  
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Pre-award Costs Costs incurred prior to the effective date of the sponsored 
agreement, whether or not they would have been allowable 
thereunder if incurred after such date, are unallowable 
unless approved by the sponsoring agency or authorized 
under expanded authority.  
 
Where authorized by the sponsoring agency as an 
expanded authority, a recipient may, at its own risk and 
without sponsoring agency prior approval, incur obligations 
and expenditures to cover costs up to (and including) 90 
days before the beginning date of the initial budget period of 
a new or competing continuation award if such costs  
• are necessary to conduct the project or program, and  
• would be allowable under the grant, if awarded.  

However, even if authorized as an expanded authority, if a 
specific expenditure would otherwise require prior approval, 
the cost or activity must meet the same tests of allowability 
as if incurred after award.  
 
If not authorized as part of expanded authorities, the 
applicant/recipient must seek sponsoring agency prior 
approval before incurring pre-award costs.  Sponsoring 
agency prior approval is required for any costs to be 
incurred more than 90 days before the beginning date of the 
initial budget period of a new or competing continuation 
award.  

Promotional Items Promotional items and memorabilia (e.g., pencils, cups, t-
shirts, cookbooks, bags, etc.), gifts, and souvenirs designed 
to promote the recipient’s organization are unallowable as 
advertising/public relations costs. 
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Funding Restrictions: If the FOA notes that the program is subject to the General 
Provisions of P.L. 113-76, the following applies: 
 
Restriction on Lobbying 
Per Division H Title V, Section 503 of the Consolidated Appropriations Act, 2014 (P.L. 
113-76), (a) No part of any appropriation contained in this Act or transferred pursuant 
to section 4002 of Public Law 111-148 shall be used, other than for normal and 
recognized executive-legislative relationships, for publicity or propaganda purposes, 
for the preparation, distribution, or use of any kit, pamphlet, booklet, publication, 
electronic communication, radio, television, or video presentation designed to support 
or defeat the enactment of legislation before the Congress or any State or local 
legislature or legislative body, except in presentation to the Congress or any State or 
local legislature itself, or designed to support or defeat any proposed or pending 
regulation, administrative action, or order issued by the executive branch of any State 
or local government, except in presentation to the executive branch of any State or 
local government itself.  (b) No part of any appropriation contained in this Act or 
transferred pursuant to section 4002 of Public Law 111-148 shall be used to pay the 
salary or expenses of any grant or contract recipient, or agent acting for such 
recipient, related to any activity designed to influence the enactment of legislation, 
appropriations, regulation, administrative action, or Executive Order proposed or 
pending before the Congress or any State government, State legislature or local 
legislature or legislative body, other than for normal and recognized executive-
legislative relationships or participation by an agency or officer of a State, local or 
tribal government in policymaking and administrative processes within the executive 
branch of that government.  (c) The prohibitions in subsections (a) and (b) shall 
include any activity to advocate or promote any proposed, pending or future Federal, 
State or local tax increase, or any proposed, pending, or future requirement or 
restriction on any legal consumer product, including its sale or marketing, including 
but not limited to the advocacy or promotion of gun control. 
 
Restriction on Distribution of Sterile Needles or Syringes  
Per Division H Title V, Section 522 of the Consolidated Appropriations Act, 2014 (P.L. 
113-76), no funds appropriated in this Act shall be used to carry out any program of 
distributing sterile needles or syringes for the hypodermic injection of any illegal drug. 
 
v. Budget Justification Narrative 
Please follow the instructions included in the program-specific FOA and the 
instructions below when completing budget forms. 
Provide a budget narrative that explains the amounts requested for each line of the 
budget in Section B. 6. Object Class Categories.  The budget narrative should 
specifically describe how each item will support the achievement of proposed 
objectives.  Be very careful about showing how each item in the “other” category is 
justified.  For subsequent budget years, the narrative should highlight the changes 
from year one or clearly indicate that there are no substantive budget changes during 
the project period.  Do NOT use the budget narrative to expand the project narrative. 
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Budget for Multi-Year Award (project periods vary, maximum of five years) 
FOAs invite applications for project periods of one (1) to up to five (5) years.  Generally, 
awards, on a competitive basis, will be for a one-year budget period; although the 
project period may be up to five (5) years.  Submission and HRSA approval of the 
Progress Report(s) and any other required submission or reports is the basis for the 
budget period renewal and release of subsequent year funds.  Funding beyond the 
one-year budget period but within the multi-year project period is subject to availability 
of funds, satisfactory progress of the awardee, and a determination that continued 
funding would be in the best interest of the Federal Government. 
 
In addition to requirements included in the program-specific FOA, include the 
following in the Budget Justification narrative: 
 

Personnel Costs:  Personnel costs should be explained by listing each staff 
member who will be supported from funds, name (if possible), position title, 
percentage of full-time equivalency, and annual salary.  If the FOA notes that the 
program is subject to the General Provisions of P.L. 113-76, the following 
applies:Reminder:  Award funds may not be used to pay the salary of an 
individual at a rate in excess of Executive Level II or $181,500.  An individual's 
base salary, per se, is NOT constrained by the legislative provision for a 
limitation of salary.  The rate limitation simply limits the amount that may be 
awarded and charged to HRSA grants and cooperative agreements.  Please 
provide an individual’s actual base salary if it exceeds the cap.  See the 
sample below. 
 
Sample: 
Name Position Title % of 

FTE 
Annual 
Salary 

Amount 
Requested 

J. Smith Chief Executive Officer 50 $181,500* $90,750 
R. Doe Nurse Practitioner 100 $75,950 $75,950 
D. Jones Data/AP Specialist 25 $33,000 $8,250 
*Actual annual salary = $350,000 
 
Fringe Benefits:  List the components that comprise the fringe benefit rate, for 
example health insurance, taxes, unemployment insurance, life insurance, 
retirement plans, and tuition reimbursement.  The fringe benefits should be 
directly proportional to that portion of personnel costs that are allocated for the 
project.  If the FOA notes that the program is subject to the General Provisions of 
P.L. 113-76, the following applies:  If an individual’s base salary exceeds the 
legislative salary cap (i.e., $181,500), please adjust fringe accordingly. 
 
Travel:  List travel costs according to local and long distance travel.  For local 
travel, the mileage rate, number of miles, reason for travel and staff 
member/consumers completing the travel should be outlined.  The budget should 
also reflect the travel expenses (e.g., airfare, lodging, parking, per diem, etc.) for 
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each person and trip associated with participating in meetings and other 
proposed trainings or workshops.  Name the traveler(s) if possible, describe the 
purpose of the travel, provide number of trips involved, the destinations, and the 
number of individuals for whom funds are requested.   
 
Equipment:  List equipment costs and provide justification for the need of the 
equipment to carry out the program’s goals.  Extensive justification and a detailed 
status of current equipment must be provided when requesting funds for the 
purchase of items that meet the definition of equipment (a unit cost of $5,000 or 
more and a useful life of one or more years).  For example, items like computers 
and furniture.   
 
Supplies:  List the items that the project will use.  In this category, separate office 
supplies from medical and educational purchases.  Office supplies could include 
paper, pencils, etc.; medical supplies are syringes, blood tubes, plastic gloves, 
etc., and educational supplies may be pamphlets and educational videotapes.  
Remember, they must be listed separately. 
 
Contractual:  Applicants are responsible for ensuring that their organization or 
institution has in place an established and adequate procurement system with 
fully developed written procedures for awarding and monitoring all contracts.  
Applicants must provide a clear explanation as to the purpose of each contract, 
how the costs were estimated, and the specific contract deliverables.  Reminder:  
recipients must notify potential subrecipients that entities receiving subawards 
must be registered in SAM and provide the recipient with their DUNS number. 
 
Other:  Put all costs that do not fit into any other category into this category and 
provide an explanation of each cost in this category.  In some cases, rent, utilities 
and insurance fall under this category if they are not included in an approved 
indirect cost rate.   
 
Applicants may include the cost of access accommodations as part of their 
project’s budget, including sign interpreters, plain language and health literate 
print materials in alternate formats (including Braille, large print, etc.); and 
cultural/linguistic competence modifications such as use of cultural brokers, 
translation or interpretation services at meetings, clinical encounters, and 
conferences, etc.   
 
Indirect Costs:  Indirect costs are those costs incurred for common or joint 
objectives which cannot be readily and specifically identified with a particular 
project or program but are necessary to the operations of the organization, e.g., 
the cost of operating and maintaining facilities, depreciation, and administrative 
salaries.  For institutions subject to 2 CFR Part 220 (formerly OMB Circular A-
21), the term “facilities and administration” is used to denote indirect costs.  If an 
organization applying for an assistance award does not have an indirect cost 
rate, the applicant may wish to obtain one through HHS’s Division of Cost 

http://www.gpo.gov/fdsys/pkg/CFR-2012-title2-vol1/pdf/CFR-2012-title2-vol1-part220.pdf
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Allocation (DCA).  Visit DCA’s website at:  http://rates.psc.gov/ to learn more 
about rate agreements, the process for applying for them, and the regional 
offices which negotiate them.  If indirect costs are included in the budget, please 
attach a copy of the indirect cost rate agreement.  If the indirect cost rate 
agreement is required per the FOA, it will not count toward the page limit.  
Reminder: Indirect costs should be calculated within the total requested costs. 

 
vi. Staffing Plan and Personnel Requirements 
Applicants must present a staffing plan and provide a justification for the plan that 
includes education and experience qualifications and rationale for the amount of time 
being requested for each staff position.  Position descriptions that include the roles, 
responsibilities, and qualifications of proposed project staff must be included in the 
Attachment specified in the FOA.  Biographical sketches for any key employed 
personnel that will be assigned to work on the proposed project must be included in 
the Attachment specified in the FOA.  When applicable, biographical sketches should 
include training, language fluency and experience working with the cultural and 
linguistically diverse populations that are served by their programs. 
 
vii. Assurances 
Complete Application Form SF-424B Assurances – Non-Construction Programs.  
 
If research involving human subjects is anticipated, applicants must meet the 
requirements of the HHS regulations to protect human subjects from research risks 
as specified in the Code of Federal Regulations, Title 45 – Public Welfare, Part 46 – 
Protection of Human Subjects (45 CFR 46), available online at 
http://www.hhs.gov/ohrp/humansubjects/guidance/45cfr46.html. 
 
If research involving human subjects is anticipated, applicants must hold a Federal 
Wide Assurance (FWA) of compliance from the Office of Human Research 
Protections (OHRP) prior to award.  Applicants must provide their Human Subject 
Assurance Number (from their FWA) in their application; if applicants do not have an 
assurance, they must indicate in their application that they will obtain one from OHRP 
prior to award. 
 
viii. Certifications 
Use the Certifications and Disclosure of Lobbying Activities Application Form 
provided with the application package.   

66..22..  NNaarrrraattiivvee  aanndd  AAttttaacchhmmeenntt  FFoorrmmaattttiinngg  GGuuiiddeelliinneess  

6.2.1. Font  
Please use an easily readable font, such as Times New Roman, Arial, Courier, or CG 
Times.  The text and table portions of the application must be submitted in not less than 
a 12-point font and 1.0 line spacing.  Applications not adhering to 12-point font 
requirements may be returned.  For charts, graphs, footnotes, and budget tables, 

http://rates.psc.gov/
http://www.hhs.gov/ohrp/humansubjects/guidance/45cfr46.html


 

HRSA Electronic Submission  
User Guide 43 Revised December 2014 

 
 

applicants may use a different pitch or size font but not less than 10 pitch or size font.  It 
is vital that the charts are legible when scanned or reproduced.  

6.2.2. Paper Size and Margins 
For duplication and scanning purposes, please ensure that the application can be 
printed on 8 ½” x 11” white paper.  Margins must be at least one (1) inch at the top, 
bottom, left and right of the paper.  Please left-align text. 

6.2.3. Names 
Include the name of the applicant and 10-digit grant number (if competing continuation 
or competing supplement) on each page as a footer. 

6.2.4. Section Headings 
Put all section headings flush left in bold type. 

6.2.5. Page Numbering 
Do not number the standard OMB approved forms.  Number each attachment page 
sequentially.  Reset the numbering for each attachment.  (Treat each 
attachment/document as a separate section.) 

6.2.6. Allowable Attachment or Document Types 
Unless otherwise noted in the FOA, please do not submit organizational brochures or 
other promotional materials, slides, films, clips, etc.  
 
The attachment types listed below are supported in HRSA EHB.  Although Grants.gov 
allows you to upload other types of attachments, HRSA only accepts the following 
types of attachments.  Files with unrecognizable extensions may not be accepted 
or may be corrupted, and will not be considered as part of the application.  When 
the application is printed by HRSA, documents will print as they are formatted by the 
applicant.  Take care to format Excel spreadsheets so they will print in as few pages as 
possible.   
 
File Attachment Types (acceptable by HRSA) 

o .DOC/,DOCX - Microsoft Word  
o .RTF - Rich Text Format  
o .TXT - Text  
o .WPD - Word Perfect Document  
o .PDF - Adobe Portable Document Format  
o .XLS/.XLSX - Microsoft Excel 
o .VSD – Microsoft Visio 

 
File Attachment Names  

o Please use only the following characters when naming your attachments: A-Z, a-
z, 0-9, underscore (_), hyphen (-), space, and/or period. 

o Limit the file attachment name to under 50 characters. 
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o Do not use any special characters (e.g.,%, /, #) or commas. 
 
Your application will be rejected by Grants.gov if you use special characters or 
attachment names greater than 50 characters. 

66..33..  AApppplliiccaattiioonn  CCoonntteenntt  OOrrddeerr  ((TTaabbllee  ooff  CCoonntteennttss))  
 
HRSA uses an automatic numbering approach to ensure uniformity of all applications 
when printed for objective review. 
 
HRSA uses two standard packages from Grants.gov.  

• SF 424: service delivery programs 
• SF 424 R&R: research and training programs 
  

As indicated in the FOA, HRSA has defined a standard order of forms.  The FOA also 
provides applicants with explicit instructions where to upload specific Attachments 1 to 
maximum of 15. 

66..44..  AApppplliiccaattiioonn  PPaaggee  LLiimmiitt  
 
The total size of all uploaded files may not exceed the page limit specified in Section IV. 
2. of the FOA when printed by HRSA.  The page limit includes the abstract, project and 
budget narratives, attachments, and letters of commitment and support required in the 
FOA.  Standard OMB-approved forms are NOT included in the page limit.  In addition, 
the indirect cost rate and proof of non-profit status forms/information, if required, will 
NOT be included in the page limit.  We strongly urge you to print your application to 
ensure it does not exceed the specified page limit.   
 
Applications must be complete, within the specified page limit, and submitted 
prior to the deadline to be considered under the announcement. 
 
Applicants must follow the instructions provided in this section.  HRSA recommends that 
applicants print out all attachments and confirm the number of pages before 
submission. 
 
 NOTE:  Applications that exceed the specified limits will be deemed non-responsive.  

Non-responsive competing applications will not be given any consideration and the 
particular applicants will be notified  

 

66..55..  SSuubbmmiissssiioonn  DDaatteess  aanndd  TTiimmeess  
 
Application Due Date 
The Grants.gov due date for applications is 11:59 P.M. Eastern Time on the date listed 
in Section IV.3. Submission Dates and Times in the FOA, unless otherwise noted.  
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Applications completed online are considered formally submitted when the application 
has been successfully transmitted electronically to the correct FOA number, by the 
organization’s AOR through Grants.gov and validated by Grants.gov on or before the 
deadline date and time.  The EHB due date and time is listed in Section IV.3. 
Submission Dates and Times in the FOA. 

66..66..  CCoorrrreeccttiinngg  MMiissttaakkeess  
 
If, for any reason (including submitting to the wrong funding opportunity number), an 
application is submitted more than once prior to the application due date, HRSA will 
only accept the applicant’s last validated electronic submission, under the correct 
opportunity, prior to the Grants.gov or EHB application due date as the final and only 
acceptable application.  In Box 1 of the SF-424 or the SF-424 R&R, check 
“Changed/Corrected Application.” 
 
It is incumbent on applicants to ensure that the AOR is available to submit the 
application to HRSA by the published due date.  HRSA will not accept submission 
or re-submission of incomplete, rejected, or otherwise delayed applications after 
the deadline.  Therefore, an organization is urged to submit an application in advance 
of the deadline.  If an application is rejected by Grants.gov due to errors, it must be 
corrected and resubmitted to Grants.gov before the deadline date and time.  Deadline 
extensions will not be provided to applicants who do not correct errors and resubmit 
before the posted deadline.  

66..77..  TTiippss  ffoorr  WWrriittiinngg  aa  SSttrroonngg  AApppplliiccaattiioonn  
 
HRSA has designed a technical assistance webpage to assist applicants in preparing 
applications.  Resources include help with system registration, finding and applying for 
funding opportunities, writing strong applications, understanding the review process, 
and many other topics which applicants will find relevant.  The website can be accessed 
online at: http://www.hrsa.gov/grants/apply/index.html.   
 
In addition, a concise resource offering tips for writing proposals for HHS grants and 
cooperative agreements can be accessed online at:   
http://www.hhs.gov/asfr/ogapa/aboutog/apptips.html. 

66..88..  WWiitthhddrraawwiinngg  aann  AApppplliiccaattiioonn  
 
An applicant may withdraw an application from consideration at any time before an 
award is issued. Notification of this withdrawal should be sent via email to 
DGPWaivers@hrsa.gov, with a copy sent to the Program Contact and Grants 
Management Specialist listed in the FOA. 
 

http://www.hrsa.gov/grants/apply/index.html
http://www.hhs.gov/asfr/ogapa/aboutog/apptips.html
mailto:DGPWaivers@hrsa.gov
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77..  RREEPPOORRTTIINNGG  RREEQQUUIIRREEMMEENNTTSS  
 
Successful applicants generally must comply with the following standard reporting and 
review activities, unless otherwise noted in the FOA or NoA.  Some programs require 
program-specific reporting, so please see Section VI. 3. Reporting of the FOA: 
 

a. Audit Requirements 
Comply with audit requirements of OMB Circular A-133.  Information on the 
scope, frequency, and other aspects of the audits can be found on the Internet at 
http://www.whitehouse.gov/omb/circulars_default. 

 
b. Payment Management Requirements 

Submit a quarterly electronic Federal Financial Report (FFR) Cash Transaction 
Report via the Payment Management System (PMS).  The report identifies cash 
expenditures against the authorized funds for the grant or cooperative 
agreement.  The FFR Cash Transaction Reports must be filed within 30 days of 
the end of each calendar quarter.  Failure to submit the report may result in the 
inability to access award funds.  Go to http://www.dpm.psc.gov for additional 
information. 

 
c. Status Reports 

1)  Federal Financial Report.  The Federal Financial Report (SF-425) is 
required according to the following schedule:  
http://www.hrsa.gov/grants/manage/technicalassistance/federalfinancialreport/ffrs
chedule.pdf.  The report is an accounting of expenditures under the project that 
year.  Financial reports must be submitted electronically through HRSA EHB.  
More specific information will be included in the NoA. 

 
2)  Progress Report(s).  The awardee must submit a progress report to HRSA 
on a quarterly, semi-annual, or annual basis (as specified in the FOA).  For multi-
year awards:  Submission and HRSA approval of grantee Progress Report(s) 
triggers the budget period renewal and release of subsequent year funds.  This 
report has two parts. The first part demonstrates grantee progress on program-
specific goals.  The second part collects core performance measurement data 
including performance measurement data to measure the progress and impact of 
the project.  Further information will be provided in the NoA. 
 
3)  Final Report.  A final report is due within 90 days after the project period 
ends.  The final report collects information relevant to program-specific goals and 
progress on strategies; core performance measurement data; impact of the 
overall project; the degree to which the grantee achieved the mission, goal and 
strategies outlined in the program; grantee objectives and accomplishments; 
barriers encountered; and responses to summary questions regarding the 
grantee’s overall experiences during the entire project period.  The final report 

http://www.whitehouse.gov/omb/circulars_default
http://www.dpm.psc.gov/
http://www.hrsa.gov/grants/manage/technicalassistance/federalfinancialreport/ffrschedule.pdf
http://www.hrsa.gov/grants/manage/technicalassistance/federalfinancialreport/ffrschedule.pdf
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must be submitted on-line by awardees in the HRSA EHB system at 
https://grants.hrsa.gov/webexternal/home.asp. 
 
4)  Tangible Personal Property Report.  If applicable, the awardee must submit 
the Tangible Personal Property Report (SF-428) and any related forms.  The 
report must be submitted within 90 days after the project period ends.  Awardees 
are required to report all federally-owned property and acquired equipment with 
an acquisition cost of $5,000 or more per unit.  Tangible personal property 
means property of any kind, except real property, that has physical existence.  It 
includes equipment and supplies.  Property may be provided by HRSA or 
acquired by the recipient with award funds.  Federally-owned property consists of 
items that were furnished by the Federal Government.  Tangible personal 
property reports must be submitted electronically through HRSA EHB.  More 
specific information will be included in the NoA. 
 
5)  Any other required reports and/or products specified in the FOA.   
 

d. Transparency Act Reporting Requirements 
New awards (“Type 1”) issued are subject to the reporting requirements of the 
Federal Funding Accountability and Transparency Act (FFATA) of 2006 (P. L. 
109–282), as amended by section 6202 of P.L. 110–252, and implemented by 2 
CFR Part 170.  IMPORTANT: The reporting requirements apply for the duration 
of the project period and so include all subsequent award actions to 
aforementioned HRSA grants and cooperative agreement awards (e.g., Type 2 
(competing continuation), Type 5 (non-competing continuation), etc.).  Grant and 
cooperative agreement recipients must report information for each first-tier 
subaward of $25,000 or more in Federal funds and executive total compensation 
for the recipient’s and subrecipient’s five most highly compensated executives as 
outlined in Appendix A to 2 CFR Part 170 (FFATA details are available online at 
http://www.hrsa.gov/grants/ffata.html).  

 

88..  CCuussttoommeerr  SSuuppppoorrtt  IInnffoorrmmaattiioonn  

88..11..  GGrraannttss..ggoovv  CCuussttoommeerr  SSuuppppoorrtt  
 
Direct all questions regarding Grants.gov to the Grants.gov Call Center at: 1-800-518-
4726 (International callers, please dial 606-545-5035) or via email at 
support@grants.gov  Call Center hours of operation are 24 hours a day, 7 days a week, 
excluding Federal holidays.  Please be sure to obtain a case number every time you call 
so that your issue can be tracked. 
 
For additional support with the Grants.gov Web site, visit 
http://www.grants.gov/help/help.jsp.  You can also visit the Grants.gov Self-Service Web 
Portal for answers to commonly asked questions (https://grants-
portal.psc.gov/Welcome.aspx?pt=Grants). 

https://grants.hrsa.gov/webexternal/home.asp
http://www.ecfr.gov/cgi-bin/text-idx?c=ecfr&tpl=/ecfrbrowse/Title02/2cfr170_main_02.tpl
http://www.ecfr.gov/cgi-bin/text-idx?c=ecfr&tpl=/ecfrbrowse/Title02/2cfr170_main_02.tpl
http://www.ecfr.gov/cgi-bin/text-idx?SID=87037be8f204603da00e56aa8f7e0d57&node=2:1.1.1.1.4.3.1.8.2&rgn=div9
http://www.hrsa.gov/grants/ffata.html
mailto:support@grants.gov
http://www.grants.gov/help/help.jsp
https://grants-portal.psc.gov/Welcome.aspx?pt=Grants
https://grants-portal.psc.gov/Welcome.aspx?pt=Grants
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88..22..  HHRRSSAA  CCoonnttaacctt  CCeenntteerr  
 
For assistance with HRSA EHB, call 1-877-464-4772 or TTY: 877-897-9910, Monday 
through Friday (except Federal holidays) between 9:00 a.m. to 5:30 p.m. ET, email 
callcenter@hrsa.gov, or select the Help link at 
https://grants.hrsa.gov/webexternal/home.asp. 

88..33..  HHRRSSAA  PPrrooggrraamm  SSuuppppoorrtt  
 
For assistance with program-related questions, contact the program contact listed in 
Section VII of the FOA.  Do not call the program contact for technical questions related 
to either Grants.gov or HRSA EHB. 
 
For additional information regarding business, administrative, or fiscal issues, contact 
the GMS listed in Section VII. Agency Contacts of the FOA.  The PC and the GMS work 
as a team in many grant-related activities. 

88..44..  HHRRSSAA  TTeecchhnniiccaall  AAssssiissttaannccee  
 
HRSA has developed the HRSA Grants Technical Assistance (TA) Webpage.  This is a 
one-stop shop for potential applicants on how to apply for HRSA funding.  Applicants 
will find valuable information on how to apply for HRSA grants, including webcasts, 
videos, and other technical assistance guidance and a wealth of other relevant and 
useful information and links tailored to HRSA-specific process and requirements.  The 
website may be accessed at:  http://www.hrsa.gov/grants/apply. 
 

99..  FFAAQQss  aanndd  OOtthheerr  IInnffoorrmmaattiioonn  

99..11..  SSooffttwwaarree  FFAAQQss  

9.1.1. What are the software requirements for using Grants.gov? 
Applicants will need to download Adobe Reader. For information on Adobe Reader, go 
to http://www.grants.gov/web/grants/support/technical-support/recommended-
software.html. 
 

9.1.2. Adobe Reader 
The Adobe Reader screen toolbar is shown in Figure 1 below. 
 

mailto:callcenter@hrsa.gov
https://grants.hrsa.gov/webexternal/home.asp
http://www.hrsa.gov/grants/apply
http://www.grants.gov/web/grants/support/technical-support/recommended-software.html
http://www.grants.gov/web/grants/support/technical-support/recommended-software.html
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Figure 1:  The Adobe Reader Screen Toolbar 
 

1. Print – Click to print the application package. 
2. Save – Click to save the application package to your local computer. 
3. Save & Submit – Click to submit the application package to Grants.gov. (The 

Save & Submit button on the application package cover page will only become 
active after you have completed all required forms, attached all required 
documents, saved your application package, and your package is free from 
errors.) 

4. Check Package for Errors – Click prior to submitting the application package to 
ensure there are no errors. 

 
 

1 

2 

3 

4 



 

HRSA Electronic Submission  
User Guide 50 Revised December 2014 

 
 

 
Open and complete all of the documents listed under Mandatory Documents, as well 
as the relevant documents under Optional Documents.  Refer to Figure 2 below. 

 

 
Figure 2:  Working with Mandatory and Optional Documents (Adobe Reader) 

 
1. The documents listed under Mandatory Documents and Optional Documents 

may be predefined forms, such as SF-424, or documents that need to be 
attached, such as a staffing plan and job descriptions for key personnel. 
Mandatory Documents are required for this application. Optional Documents can 
be used to provide additional support for this application or may be required for 
specific types of grant activity. Reference the FOA for more information regarding 
Optional Documents.  

 
2. To open a form, click on the form name. It will jump to the first page of the form. 

For Optional forms, tick first the box on the left of the form name.  
 

3. To remove an optional form, unselect the box on the left of the form name.  
 

4. When you open a required form, the fields which must be completed are noted 
by an asterisk and highlighted in yellow with a red border.  Optional fields and 

Mandatory 
Documents  

Optional 
Documents  
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completed fields are displayed in white. If you enter invalid or incomplete 
information in a field, you will receive an error message.  

5. To exit a form within the application, select the Close Form button at the top of 
the form you are filling out. Then to save your work, select the Save button (on 
the cover page) to save your entire application.  
 

Note that the buttons are attached to the top of the page and move with the page.  Click 
on the Close Form button to save and close the form.  Refer to Figure 3 below. 
 

 
 

Figure 3:  An Open Form in Adobe Reader 
 

Special Note:  Working with Earlier Versions of Adobe Reader 
It is highly recommended that you remove all earlier versions of Adobe Reader prior to 
installing the latest version of Adobe Reader.  Do this by using Add or Remove 
Programs from the Control Panel in Windows. 
 
If you need to keep older versions of Adobe Reader on your computer, you should be 
aware that the program will unsuccessfully attempt to open application packages with 
the earlier, incompatible version.  Use the workaround on the following page to avoid 
this problem.

Close Form button 

Required fields 
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Figure 4:  Downloading from Grants.gov 
 

1. From the Grants.gov download page, right-click on the Download Application 
Package link and select Save Target As… from the menu. 

2. Save the target on your computer (as an Adobe Acrobat Document. 
 

 
 

Figure 5:  Selecting Open with Adobe Reader 
 

3. Right-click the icon. 
4. Select Open With > Adobe Reader 8.1 from the menu. 
 

9.1.3 Can I download Adobe Reader onto my computer? 
There are software applications that allow you to successfully navigate the Grants.gov 
pages and complete your application.  These applications can be found at: 
http://www.grants.gov/web/grants/support/technical-support/recommended-
software.html However, depending on your organization’s computer network and 

Right-click the icon and 
select Open With > 
Adobe Reader 8.1. 

Right-click the 
download link. 

Select Save Target 
 

http://www.grants.gov/web/grants/support/technical-support/recommended-software.html
http://www.grants.gov/web/grants/support/technical-support/recommended-software.html
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security protocols you may not have the necessary permissions to download software 
onto your workstation.  Contact your IT department or system administrator to download 
the software for you or give you access to this function. 
 
9.1.4. Is Grants.gov Macintosh compatible? 
Yes, visit http://www.grants.gov/web/grants/support/technical-support/recommended-
software.html. 
 

9.1.5. What are the software requirements for HRSA EHB? 
HRSA EHB can be accessed over the Internet using Internet Explorer (IE) v8.0 and 
above and Mozilla Firefox v. 3.6 (as the minimum requirements) and above.  IE 9.0 and 
above or Mozilla Firefox 9.0 are the recommended settings and will provide the best 
performance for using the EHB.  Test your settings at 
https://grants3.hrsa.gov/2010/webepsinternal/CustomInterface/RecommendedSettings.
aspx.  HRSA EHB is 508 compliant. 
 
To ensure your browser settings are appropriately set to use the EHB, use the 
Recommended Settings tool.  A link to this tool is provided in the home page banner. 
 

9.1.6. What are the system requirements for using HRSA EHB on a Macintosh 
computer? 

It is recommended that Safari v1.2.4 and above or Mozilla Firefox 9 and above be used. 
 
Note that Internet Explorer (IE) for Mac has known issues with SSL and Microsoft is no 
longer supporting IE for Mac. HRSA EHB does not work on IE for Mac.  
 

99..22..  AApppplliiccaattiioonn  RReecceeiipptt  FFAAQQss  

9.2.1. When do I need to submit my application? 
 
Competing Submissions: 
Generally, applications must be submitted to Grants.gov by 11:59 p.m. ET on the due 
date; however, the time may vary.  Applicants should refer to the FOA for exact 
submission dates and times.  An application for HRSA funding must be both received 
and validated by Grants.gov by the application deadline. 
 
For applications that require verification in HRSA EHB, refer to the FOA. Verification 
must be completed and applications submitted in HRSA EHB by the deadline time and 
date and time found in the FOA.  This supplemental due date and time is different from 
the Grants.gov due date. 
 

http://www.grants.gov/web/grants/support/technical-support/recommended-software.html
http://www.grants.gov/web/grants/support/technical-support/recommended-software.html
https://grants3.hrsa.gov/2010/webepsinternal/CustomInterface/RecommendedSettings.aspx
https://grants3.hrsa.gov/2010/webepsinternal/CustomInterface/RecommendedSettings.aspx
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9.2.2. What is the receipt date (the date the application is electronically received 
by Grants.gov or the date the data is received by HRSA)? 

 
Competing Submissions: 
The submission/receipt date is the date the application is electronically received and 
validated by Grants.gov.  An application for HRSA funding must be both received and 
validated by Grants.gov by the application deadline.  Please allow sufficient time to 
have the application verified, which can take up to 48 hours.   
 
For applications that require verification in HRSA EHB (refer to the FOA), the 
submission/receipt date will be the date the application is submitted by your 
organization’s Authorizing Official (AO) in HRSA EHB.  
 
Applications must be verified and submitted in HRSA EHB by the deadline time and 
date noted in the FOA (generally two weeks after the due date in Grants.gov).  Refer to 
the FOA for specific dates. 

9.2.3 Once my application is submitted, how can I track my application and what 
emails can I expect from Grants.gov and HRSA?  

You can check the status of your application(s) anytime after submission by logging into 
Grants.gov and clicking on the Track My Application link on the left side of the page.  
This link will also be included in the confirmation email that you receive from 
Grants.gov. 
 
When you submit your competing application in Grants.gov, it is first received and then 
validated by Grants.gov.  Typically, this takes a few hours but it may take up to 48 hours 
during peak volumes.  You will receive four emails from Grants.gov. 
 
The first will confirm receipt of your application by the Grants.gov system (“Received”). 
The second will indicate that the application has either been successfully validated 
(“Validated”) by the system prior to transmission to the grantor agency or has been 
rejected due to errors (“Rejected with Errors”).  An application for HRSA funding must 
be both received and validated by Grants.gov by the application deadline. 
 
Subsequently, the application will be downloaded by HRSA upon successful validation 
of your application by Grants.gov.  The status of the application will then change to 
“Received by Agency” after successful validation and you will receive a third email from 
Grants.gov. 
 
HRSA will process the application to ensure that it has been submitted for the correct 
funding announcement number, along with the correct grant number (if applicable) and 
grantee/applicant organization.  This may take up to three business days.  HRSA will 
assign a unique tracking number to your application which will be posted to Grants.gov.  
The status of your application will then be changed to “Agency Tracking Number 
Assigned” and you will receive a fourth email from Grants.gov.  
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For applications that require verification in HRSA EHB, you will also receive an email 
from HRSA confirming the successful receipt of your application and asking the PD and 
AO to review and resubmit the application in HRSA EHB.  Please check the respective 
systems if you do not receive any emails within the specified timeframes. 
 

 NOTE: Refer to FAQ 7.2.5 below for a summary of emails.  

9.2.4. If a resubmission is required due to technological problems encountered 
using the Grants.gov system and the closing date has passed, what should 
I do? 

You must contact the Director of the Division of Grants Policy at HRSA, within five 
(5) days from the closing date, via email at DGPWaivers@hrsa.gov and provide a 
detailed explanation.  Your email must include the HRSA Announcement Number, the 
name, address, and telephone number of the Organization, the organization’s DUNS 
number, and the Name and telephone number of the Project Director, as well as the 
Grants.gov Tracking Number (GRANTXXXXXXXX) assigned to your submission, along 
with a copy of the “Rejected with Errors” notification you received from Grants.gov.  
Extensions for competitive funding opportunities are only granted in the rare event of a 
natural disaster or validated technical system problem on the side of the Government 
that prevented a timely application submission.  An application for HRSA funding must 
be both received and validated by the application deadline. 
 

9.2.5 Can you summarize the emails received from Grants.gov and HRSA EHB 
and identify who will receive the emails? 

 

Submission Type Subject Timeframe Sent By Recipient 
Competing 
Application (without 
verification in HRSA 
EHB) 

“Submission Receipt” Within 48 
hours 

Grants.gov AOR 

“Submission Validation 
Receipt” OR “Rejected 
with Errors” 

Within 48 
hours 
 
 

Grants.gov AOR 

“Grantor Agency 
Retrieval Receipt” 

Within hours 
of second 
email 

Grants.gov AOR 

“Agency Tracking Number 
Assignment” 

Within 3 
business days 

Grants.gov AOR 

mailto:DGPWaivers@hrsa.gov
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Submission Type Subject Timeframe Sent By Recipient 
Competing 
Application (with 
verification in HRSA 
EHB) 

“Submission Receipt” Within 48 
hours 

Grants.gov AOR 

“Submission Validation 
Receipt” OR “Rejected 
with Errors” 

Within 48 
hours 

Grants.gov AOR 

“Grantor Agency 
Retrieval Receipt” 

Within hours 
of second 
email 

Grants.gov AOR 

“Agency Tracking 
Number Assignment” 

Within 3 
business days 

Grants.gov AOR 

“Application Ready for 
Verification” 

Within 3 
business days 

HRSA AO, BO, 
SPOC, PD 

 

99..33..  AApppplliiccaattiioonn  SSuubbmmiissssiioonn  FFAAQQ  

9.3.1 How can I make sure that my electronic application is presented in the 
correct order for objective review? 

Follow the instructions provided in Section 5 to ensure that your application is presented 
in the correct order and is compliant with all the requirements. 
 

99..44..  GGrraannttss..ggoovv  
 
For a list of frequently asked questions and answers maintained by Grants.gov, please 
visit the following URL: http://www.grants.gov/web/grants/support/general-
support/faqs.html.  
 
Grants.gov offers several tools and numerous user guides to assist applicants that are 
interested in applying for grant funds.  To view the many applicant resources available 
through Grants.gov please visit the following URL:   
http://www.grants.gov/web/grants/applicants/applicant-resources.html. 
 

99..55..  AApppplliiccaattiioonn  CCoommpplleetteenneessss  CChheecckklliisstt  
 
 Is my organization registered with Grants.gov? 
 Have I read the FOA and this Electronic Submission User Guide thoroughly? 
 Is my organization eligible to apply for this announcement? 
 Is my proposed project responsive to the stated goals and objectives of the 

program as specified in the FOA? 
 Have I ensured my application does not exceed the ceiling amount specified in 

Section III of the FOA? 
 Have I completed all forms and attachments as requested in Section IV of the 

http://www.grants.gov/web/grants/support/general-support/faqs.html
http://www.grants.gov/web/grants/support/general-support/faqs.html
http://www.grants.gov/web/grants/applicants/applicant-resources.html
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FOA and this Guide? 
 Have I printed a hard copy of my complete application to ensure it does not 

exceed the page limit specified in the FOA? 
 Am I applying to the correct funding opportunity announcement number? 
 Will I apply at least three days prior to the deadline to accommodate any 

unforeseen circumstances? 
 Have I received confirmation emails from Grants.gov noting validation of 

successful submission? 
 Have I registered in the HRSA EHB and been approved to complete EHB portion 

of the application by my Project Director? 
 Do I have the Announcement Number, Grants.gov Tracking Number and HRSA 

EHABs Application Tracking Number to validate my application in EHB? 
 Is the Authorizing Official available to submit the application to HRSA? 

 

99..66..  PPrrooggrraamm--SSppeecciiffiicc  RReessoouurrcceess  aanndd  TTeecchhnniiccaall  AAssssiissttaannccee  
 
For additional information/resources, refer to Section VIII. Other Information in the FOA.  
This section may include technical assistance calls (if scheduled), related programs, 
useful website addresses, etc. 
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