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Grant Application Form Checklist Exceptions

A checklist is provided in the PHS Grant Application Form 5161-1. The instructions provided in the checklist are self-explanatory except for the following:

PART A:

4. Assurance of Compliance (Civil Rights, Handicapped Individuals, Sex Discrimination, 

Age Discrimination)

Before a grant or cooperative agreement award can be made, a domestic applicant organization must certify that it has filed with the U.S. Department of Health and Human Services (DHHS) Office for Civil Rights an Assurance of Compliance (Form HHS 690) with Title VI of the Civil Rights Act of 1964 (P.L. 88-352, as amended), which prohibits discrimination on the basis of race, color, or national origin; Section 504 of the Rehabilitation Act of 1973 (P.L. 93-112, as amended), which prohibits discrimination on the basis of handicaps; Title IX of the Education Amendments of 1972 (P.L. 92-318, as amended), which prohibits discrimination on the basis of sex; and the Age Discrimination Act of 1975 (P.L. 94-135), which prohibits discrimination on the basis of age. The Assurance of Compliance Form HHS 690 is included in the application kit. (Note:  Assurance of Compliance Form HHS 690 is now used in lieu of individual assurances:  Form HHS 441—Civil Rights; Form HHS 641—Handicapped Individuals; Form HHS 639-A—Sex Discrimination; and Form HHS 680—Age Discrimination.)

On the blank lines provided under Part A: 4, please indicate the date on which each of the assurances was filed by the applicant organization.

5. Human Subjects Certification, when applicable (45 CFR 46)

Based on the information provided in this PA, Part I—Programmatic Guidance, the SAMHSA Center Directors have determined that projects funded under the PA must meet SAMHSA Participant Protection (SPP) requirements; therefore, applicants must check the not applicable box.

PART B: 

The Public Health System Impact Statement is not applicable to this SAMHSA program. (See Part I—Programmatic Guidance.)

PART C:

1.
The administrative official to be notified if an award is to be made may be the same as the authorized representative identified in Item 18 on the face page (SF 424) or may be the designated administrative/business official of the applicant organization.

The official Notice of Grant Award will be mailed to the administrative official named in Part C.

2.
If the applicant organization has already been assigned a modified EIN number because of receipt of another grant from the DHHS, include the complete 12-digit number (1-digit prefix, 9-digit EIN, 2-digit suffix). Leave blank if the applicant organization has never been assigned a modified number from the DHHS.

3.
The individual designated to direct the project must be the same as the individual identified in Item 5 on the face page of the application.
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Questions To Consider in Preparing To Write Your 
Project Description 

1. What is the problem to be addressed?

2. What is the extent of the need?

3. What geographic area do we hope to cover?

4. What resources are available for our project?

5. Have we referenced literature published within the last 5 years?

6. Have we used authors whose work is cited the most (leaders in the field)?

7. Does our literature reference gaps in knowledge that SAMHSA would want filled?

8. Does our project address any of these gaps?

9. Do we include literature on the cultural dimensions of the problem?

10. Have we discussed the community demographics and problems?

11. Have we documented our rationale for using this population?

12. Is our target population defined?

13. Have we documented the need in this population for the service we provide?

14. Have we paid attention to any specific requirements for epidemiologic data?

15. Have we provided comparison data?

16. Have we included sources of local data:

· State and County public agencies?

· School systems?

· Court systems?

· HIV/AIDS planning councils?

· Community health assessments?

· United Way organizations?

· U.S. Census Bureau and other Federal Agencies?

· Hospitals?
17. Have we expressed our solution to the problem in terms of goals, objectives, and methods?
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Questions To Consider in Preparing To Write Your 
Project Approach

1. Are the objectives Specific? 

2. Are the objectives Measurable?

3. Are the objectives Achievable?

4. Are the objectives Realistic?

5. Are the objectives Time-limited?


THINK SMART!

6. Have we listed each objective in one or two sentences?

7. Have we listed the objectives in order of importance?

8. Have we adequately addressed how the objectives will be carried out?

9. Have we clearly stated the reasons for selecting our methods and demonstrated that they can be accomplished?

10. Have we involved the target population to give feedback on the methods?

11. Have we taken steps to ensure cultural competence?

12. Have we addressed how participants will be recruited and retained?
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Questions To Consider in Preparing To Write Your 
Project Management/Implementation Plan

13. Can we sell the organization’s capacity, uniqueness, and niche?

14. Can we detail roles and responsibilities of key staff?

15. Can we show the expertise of the staff?

16. Do we know the amount of time each person will work on the project?

17. Have we developed a timetable?

18. Do we know how the staff is reflective of the target population or culturally competent to work with the target population(s)?

19. Have we indicated why consultants are necessary?
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Questions To Consider in Preparing To Write Your Evaluation Methodology

20. Do we understand what evaluation means for this RFA?

21. Do we know the specific requirements for the evaluation plan in this GFA?

22. Do we have experienced evaluators to help us plan?

23. Have we brought the evaluator into the design phase?

24. Has our evaluator reviewed the program plan to ensure the objectives are measurable?

25. Do we know what information is needed to conduct the evaluation?

26. Do we know what data collection instruments will be needed?

27. Do we know how the data will be collected?

28. Do we have the necessary internal and external resources to conduct the evaluation?  If we use in-house evaluation staff, have we demonstrated a “fire wall” to the program implementers to ensure the objectivity of the evaluators. 

29. Have we involved the target population in the evaluation design and implementation?

30. Have we taken steps to ensure cultural competence in the evaluation?

31. Have we addressed how GPRA data will be collected?
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Budget Preparation Worksheet
Directions:  Read the question and ask yourself if you can answer “yes” to that section.  If you cannot answer “yes,” develop a plan to complete this worksheet before the application is written.

	Budget Section
	Yes
	No
Plan To Do

	Did we check to see if the budget is directly linked to the project? 


	
	

	Did we adhere to SAMHSA budget guidelines in allocating resources for different functions and activities?


	
	

	Have we reviewed all the budget forms and gathered the appropriate budget information needed to complete the forms?


	
	

	Do we use basic accounting concepts and terminology?


	
	

	Did we recruit someone with solid accounting experience related to grants and projects to our team?


	
	

	Did we involve the accountant in the program planning to ensure proper integration of resources with project objectives?


	
	

	Did we project our expenses as accurately as possible?


	
	

	Did we provide a well-written budget justification that supports our proposed project?
	
	


