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iw % UNITED STATES EMYIRONMENTAL PROTECTIOMN AGENCY
; WASHINGTON, D.C. 20460
i

DR THA TICM
Dear Applicant: prifiisesa
Attached is an application kit for submitting a proposal to
the Environmental Protection Agency for fedaral assistance. In
order to assist you in completing your applicatien, wea have
deveioped a list of items in the applicatien kit and a brief
description of each. We also have includad a check list of items
that must be submitted in crder to make your submission completa.
Before you maill your application, please be sure it is complate.
Our mailing address is included in the application kit for your
conveniance. Also, the page entitled "Key Contacta" ig very
important to ensure that we work with the proper individuals in
your organization.

You need to consider whether your proposal is for acquisition
or assistance. The BF 424 is only used for submitting proposals
for federal assistancs. The Federal Grant and Cooperative
Agreement Act requires Federal agencies to use a contract to
acquire property or services for the direct benafit of the Federal
Jgovernment, and a grant or cooperative agreement to transfer money,
precperty, services, or anything else of wvalue to support or
stimulate an activity to accomplish a public purpese of assistance
authorized by Federal statute.

The determining factor in cheoosing acquisition wersus
assistance is defining the direct beneficiary. If the direct
beneficiary is a State or local government or other recipient, and
the purpose of support or stimulation is authorized by Federal
statute, then a grant or cocperative agreement is the proper legal
instrument teo usa. If the direct beneficlary is EPA, then a
contract is the appropriate legal instrument to use and the
submission of SF 424 is inappropriate.

If you have any questions about completing your application or
have general inquiries about EPA's assistance programs, please feel
free to contact my staff on area code (202) 260-92665.

Sincerely,

-

Mildred Lea, Chiaf
Grants Operations Branch
Grants Administration Division (PM-216F)

Prnted an Recycied Faper
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ITEMS IN YOUR APPLICATION KIT

s | | | e

@

APPLICABLE EPA REGULATIONS
DESCRIPTION OF EPA REGULATIONS

HELPFUL HINTS

SUPPLEMENTAL INFORMATION:

APPLICATION FOR FEDERAL ASSISTANCE
{STANDARD FORM 424)

ADDITIONAL TIPS FOR COMPLETING THE SF-424

CHECKLIST OF APPLICATION ITEMS TO BE SUBMITTED

KEY CONTACTS
SF.424, "AFPPLICATION FOR FEDERAL ASSISTANCE",

INCLUDING INSTRUCTIONS AND ASSURANCES,
SF 4244 AND SF 4248

PROCUREMENT SYSTEM CERTIFICATION

CERTIFICATION REGARDING DEBARMENT
AND SUSPENSION

CERTIFICATION REGARDING LOBBYING, lNCLLI.DING
DISCLOSURE OF LOBBYING ACTIVITIES
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APPLICABLE EPA REG ULATIONS
avallable upon request; call (202) 280-92e8
(Your business office may have coples of these reguiationa.

Pleass check with them first)

A. STATE and LOCAL GOVERNMENTS and INDIAN TRIBAL GOVERNMENTS

Part 31 - Unifarm Administrative Requiremaents for Grants &
Cooperative Agreamants to States Local Governmants

Part 7 - Mondiscrimination in Programa Recslving Federal
Asaistance frem the Environmental Protection Agency

Part 12 - Nondiscrimination an the Basia of Handicap in Programs

or Activitiea Conducted by the Environmental Protection Agency

Part 32 - Government-wide Debarment and Suspension (Nenprocurement)
and Gavernment-wide Requiremants for Drug-Frae
Workplace (Grants)

Part 29

- Intergavarnmantal Review of Environmental Frotection
Agency Programs and Activities

Instructions to Appllcants - Intergovernmental Review Proceduras
and List of Single Point of Contacts

Part 34 - New Restrictions on Lebbying

B. FOR ALL OTHER TYPES OF APPLICANTS

Part 30 - General Regulations fer Assistance Programa
Part 33 - Procurement Under Asalstancs Agresments

Part 7 - Soa Above
Part 12 - Saa Above

Part 32 - See Above

Fart29 - See Above
Part 34 - Sga Above

¥
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DESCRIFTION OF EPAR REGULATIONS

PART 30 = GENERAL REGULATION FOR ASBISTANCE PROGRAMS

This regqulation applies to all EPA applicants except State,
Local and Indian Tribal governments.

_If the regulation applies to you, you are reguired to be
fapiliar with it and to comply with its provisions.

PART 31 - UNIFORM ADMINISTRATIVE REQUIRENENTS FOR GRANTS AND
COOFERATIVE AGREEMENTS TO STATE AND LOCAL GOVERNMENTS

_ State, Local and Indian Tribal governments are required to be
familiar with this regulation and to comply with its provisisns.

PART 33 = DEEARMENT AND SUSPENSION UNDER EPA ASSIBTANCE, LOANS
AND BENEFIT PROGRAMS

All applicants are required to be familiar with the regqulatian
and to submit the certification with their applicatien. In
additien, reeipients are required to cbtain the certification from
subrecipients receiving $25,000 or meora.

PART 33 - PROCUREMENT UNDER ASSBISTANCE AGREEMENTS AND THE
FROCUREMENT SYSTEM CERTIFICATIOM

IThe "Part 33 = Procurement under Assistance Agreements®
applies to all EPA applicants except Stata, Local and Indian Trikal
govaernments.

If the regulation applies to you, you are required to be
familidar with it and to comply with its provision=. 1In additicn,
you are required to complete the "Pracurement Systenm
Cartification".

State governments do not need to self-certify.
FART 34 = NEW RESTRICTIONS ON LOBBYING

All applicants requesting $100,000 or meore from EPA must
submit the "Certification Regarding Leobbying" and, if appropriate,
complete the "Disclosure of Lobbying Activities™. Please note that
contractors raceiving subagreements of 5100,000 or more are also
raquired to certify and disclose to the individual or organizatisn
awarding the subagreement.
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PART 29 - INTERGOVERNMENTAL REVIEW FPROCEDURES

The EPA program for which you ars applying may be subject =o
your State's Intergavernmental raview process and ar the
consultation requirements of Sectian 204, Demcnstratien Cities and
Metropolitan Development Act. You must cantact your State's singls
peint of contact to find out if the program was selected fop
coverage by the State process and, if the program was selected, to
receive information about your State's review process requirements
and preocedures. If you do not know wha your Single Point of Contass
iz, please call (202) 260-9266. If the program in which you are
applying is subject to Section 204, you must notify areawida
metropalitan er regicnal planning agencies and/or general
government units authorized to gavern planning for the' locale of
your projact.

FARTS 7 and 12 - NONDISCRIMINATION IN FROGRAMS RECEIVING FEDERAL
ASEISTANCE FROM THE ENVIROMMENTAL PROTECTION AGENCY = FINAL RULE

These rules implement the statutes prehibiting discrimination
on the grounds of race, color, naticnal origin, sex and handicap.
All applicants for EPA assistance are required to be familiar with
these rules and to comply with their provisions. i
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HELPFUL HINTS

APPLICATION FOR FEDERAL ASSISTANCE (STANDARD FORM 424,

STANDARD FORM 424A; AND STANDARD FORM 4248)

Based on the inquiries we frequently receive, we have
developed the following information augmenting the
instructions in the *Applicaticn for Federal Assistance®
(Standard Form 424). Reading this information in conjunction
with the instructions in the application form will speed up
the preparation of your application and will reduce our

processing time on your application.

The application is divided into three parts:

(1) the *Application for Federal Assistance® (Standard

Form 424) with accompanying instructions:

(2) the *Budget Information -Non-Construction Programs®

(Standard Form 4244A) with accompanying instructions: and

(3) the *Assurances -Non-Construction Programs®

(Standard Form 424B),
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SUPPLEMENTAL INFORMATION:
AFPFLICATION FOR FEDERAL ASSISTANCE (STANDARD FORM 424)

. Please refer to the instructions for SF 424. The items that
require spacial attention are discussed below.

ITEM 5: If the "Mama and telephone number of the persan ta be
contacted for matters invelving this application” is differant frap
that of the Project Manager, i.a., tha person who will ke aur
contact for technical matters if tha application is funded, pleasa
pravide the name, title, address and telephone number cof the
Project Manager(Principal Investigator)or the key contact list.

In additisn, pleasa submit a biographical sketch of thae
Project Manager incorporating information en aducation, background,
and cther qualifying experienca for the projact. Also list the
name and training or discipline of sther key personnel engaged in
the project. Identify other projects in which the Project Manager
ig engaged and the amount of time he or she devetes to each.
Provide a summary of employment, including contracts and
consultancies, for the present and for the past two yeara for the
Project Manager and each of tha key personnel.

ITEM 9; Pleasa insert tha name, if applicable, of the EPA
persan(s) frem whom you have received preapplication assistanca.
This information assists ug in routing your application to the
appropriate EPA office for review.

ITEM 10: Insert the Catalog of Federal Domestic Assistance
Number and Title, if known.

ITEM 13: The "Start Date" and "Ending Date" should reflecs
the amount of time that will be required to complete the entirs
scope of work in your application (i.e., thae "projact period’),
However, in accordance with ocur regulations and administrative
procedures, your project period may ha divided inte a saries of
"budget periods". Tha definitions of a project period and a budget
rericd are as follows: Prodject Period: The length of time cea
specifies in the assistance agreement for completion of all project
work. It may be composed of more than cne budget pericd. EBEydget
Pariod: Thea length of time EPA specifies in an assistance
agreement during which the recipient may expend or cbligate Federal
funds. The guidance provided below for coampleting the budge:s
instructs you to give the dates for sach budget period.

ITEM 15: The amounts under "Estimated Funding" are the
amounts requested or to be contributed during the first budgert
pericd.

ITEM 18: If EPA awards a grant or cocperative agreement
pursuant ta your application, we will mail the afficial copies of
the award agreement to the authorized representative listed in “tam
15,
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_DEBCRIPTION OF PROJECT: Yeour application should ineclude 2
section that provides tha following information:

*  Objectivae: Describe the principal and Subordinate
objectives aof the project. Pinpoint any relevant physical,
economic, social, financial, instituticnal, or other problams
requiring solution. Supporting decuments from concerned interests
other than the applicant may be used. Any relevant data based on
planning studies should be includaed and footnoted.

# Results or benefits expected: Identify results and/or
benefits accruing to the project. (Important: Include all primary
and secondary benefits aceruing te the reciplent, thae Population
served, the public and tha environment in general]; for example:
compliance with water quality standards ar ambient air quality
Standards, advancements in the state of the art of pollution
abatemant, atc.

* Approach:

a. Provide a detailed work plan for tha accomplishment of the
scope and detail of the proposed project. Cite factors that might
accelerate or decelerate the work. Indicates why this approach has.
baen taken rather than alternatives. Describae any unusual features
of the project such as design or technological innovaticns,
reductions in cost or time ar extraordinary social and community
invelvement.

B. Describe all facilities presently available for use in
carrying out the project.

; S. For all applications list by name all nen-Federal sources
of funds and facilities to be utilized in the perfarmance aof the
propused project.

d. List in chronclogical order a schedule of accomplishments,
progress, or milestones that are anticipated cver the length aof the
project,

2. Indicate by whom each element of the work plan will be
carried out including supporting agencies, consultants ang
contractors.

i Describe sampling and data csllaction procedures,
analytical methods, and methecds for evaluating the results af the
project.
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# Genaral Project Information:

a. Identify the kinds of data tao ba coallected (ang
maintained) and discuss the criteria to be used to evaluate the
results and successes of the project, Indicate whethaer ressarch cor
demonstration will involve human subjects or research animals,

b. Discuss: (1) the effact of this projest on or its
relationship to other work planned, anticipatad, or underway by tha
grantae, recipient of the funds, or other Government agancies; (2)
Federal, Stata, interstate, and local programs with which the weork
will be coordinatad and the extent and nature of the cocrdinatian.

QUALITY ASSURANCE: If your preject involves environmentally
raelated measurements or data genaration, the recipient shall
develop and implement guality assuranca practices sufficiant to
produce data of quality adequate to meat project cbjactives and to
minimize loss of data due to out-af-control conditiens or
malfunctions. Applicants who ara Stata, Local, or Indian Tribal
governments, see EPA regulation 40 CFR 31.45. Other applicants,
saa EPA regulation 40 CFR 30.503.

BUDGET: The application includes a two-page sheet, "Budget
Information = Nen-Construction Programs" (5tandard Form 424A4).
(¥You do not need to read the "Instruetions far the SF-424A".)

Flease complete "Section B - Budget Categories". Use one
column for each budget period and insert the tetal for the project
pericd in Column 5. Attach an extra sheat if your project will
have more than four budget pericds. Tha dates for each budget
period should be entered at the top of each column, on the "Object
Class Categories" line.

Most EPA programs require that you cost share at least 5% of
total costs. The amounts you insert in Section B should include
EPA's shara plus your cost sharing and the cost sharing from all
other sources except other federal agencies. Under "Totals" on
Line K, please sgqueeze in the EPA amount requasted for each budgat
period and for the project pericd. ©On Line 7, "Program Income,
entar the estimated amount of income, if any, expectad to ba
generated from this project. Do not add or subtract ¢his amount
from the total project amount. Your detailed itemization of direct
costs, which is described below, should show the naturae and source
aof this incomae,
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fcu need net complete Sectians A, C, D: or E of the Budse
page. In Section F, under "Remarks" please enter the type g
indirect cost rate (provisional, predetermined, final or Eilxead)
that will be in effect during the budget periad, the rate, the hase
to which the rate is applied, and the Federal agency with whom vour

‘rate is negotiated. (Hot applicable when indirect costs 4dre not
budgeted in Section 8.)

ru 0t

_For the budget period currently under consideration please
submit a separate sheet(s) itemizing the direct costs of Lines (a)
thru (j) of Sectien B. Guidelines for the itemization are provided
bhelow.

DETRILED ITEMIZATION OF COSTS:

* Line A - Parscnnel: List all participants in the project
by position title. Give the percentaga of the budget period for
which they will be fully employed on thae project (e.g., half-time
for half the budget period equals 25 percent, full-time for half
the budget period egquals 50 parcent, etc.). Give the annual salary
and the total cost over the budget pericd for all perscnnel lisztad.

* Line C - Travel: If travel is budgeted, show destination
and purpose of travel as well as casts.

* Lina D - Equipment: Identify all’' equipment to be
purchased.

# Line E - Bupplies: If the supply budget is less than 2% af
total costs, you do not need to itemize,

* Lina F - Contractual: Specify the nature and =ost of such
services, EFA may require review of contracts for personal
services prior to their execution to as=ure that all costs are
reascnable and necessary to the project.

* Line @ - Construection: Contact the Grants Administration
Division for additional instructions prior to completing your
application if your budget includes construction costs.

* Line H - Other: Specify all costs included under this
category. If you are applying feor a training project, your
itemization of "Other" sheuld include a breakdown of costs for
trainee tuition and fees, book allowance, stipends and trawvel.

# Line J - Indirect Costs: Provide an explanation of how
indirect charges were calculated for this project. Please attach
a copy of your current negotiated Indirect Cost Rate Agreement., IF
¥ou do not have a current negotiated rate, a rate mnust be
negotiated within 90 days from receipt ©f an EPA assistance
agreement .
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ADDITIONAL TIPS FOR COMPLETING THE 8F-424

(1) If your Application is being Submitted under the Fedara}

Demonstration Project, Please indicate it in Bleck 11 en Page 1.

(2] If vyour Project raquirag an Envirenmental Impact
Statement and/or and Environmental ASsessment, Please indicarg i=
Bh a separata sheet of Daper.

(2} If your Broject involves human testing studies, pleaga
indicate it on a Separate shaet aof Papar,

(4) If vour project invelvas animal tasting studies, plaase
indicate it on a Separate sheet of Papar.

(5] Please f£i11 Qut the reverse gide of the "AsSsurancas -
Non-Constructian Programs® (Standard Form 424B) and havae the
authorized certifying afficial sign that page as well as the lst
page.

(6} If you wish to receive notification that we have receivead
Your application, Please fill in Your address an the enclosed
application receipt letter. EPA will ri11 §n the pertinent
information tegarding your project and mail the letter back ta the
addressee,

W e e Sedro kd ok ok W ek o i*i**‘i*i**i*‘t**i* o o o e ok e o e W W
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KEY CONTACTS

Authorized Representative: Original awards and i
Authe _ : amendments will be sent i
individual for review and acceptance, unless otherwise indicated. dt

MName:
Title:
Complete Address:

Fhone Number:

Payee: Individual authorized to accept payments,

Mame:
Title:

Complete Address:

Fhone Number:

Administrative Contact: Individual from Sponsored Programs Office to contact
concerning administrative maters (Le,, indirect cost rate o i i
e mputation, rebudgeting

Mame;
Title:
Complete Address:

Phone NMumber:

Principal Investigator: Individual responsible for the technical completion of the
proposed work.

MName:
Title:

Complete Address:

Phone Number:
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INSTRUCTIONS FOR THE SE 424

This is.a standard form used by applicants as a required facesheet for preapplications and applications submii

for Federal assistance, It will ba

used by Federal agencies ta ohrain applicant certification that States which h

established a review and comment procedure in response to Executive Order 19372 and have selected the proge

ta be included in
[tem: Entry:
1. Self-explanatsry.

2. Date application submitted to Federal agency for
State if applicable) & applicant's control number
(if applicable).

3. State use enly (i applizable).

4. If this applieation is to continue or revise an
existing award, anter presant Federal identifier
number. If for a new project, leave blank.

5. Legal name of applicant, name of primary
orgenizational unit which will undertake the
assistance activity, complete address of the
applicant, and name and telephone number of the
perion to contact on matters related ta this
applization.

6. Enter Employer [dentification Mumber (EIN) as
assigned by the [nternal Revenue Service,

7. Enter the appropriate
provided,

letter in the space

8 Check appropriate box and enter appropriate
lettar(s) in the space(s) provided:

—"New" means a new assistance award,

— "Continuation” means an extension for an
additional fundin g'budget period for a project
with a projected completion date,

— "Revision™ means any change in the Federsl
Covernment's financial obligation or
contingent liability from an existing
abligation.

9. Name of Federa] agency from which assistanee is
being requested with this application.

10. Use the Catalog of Federal Domestic Aggistance
number and title of the program under which
assistance is requested.

11, Enter a brief deseriptive titls of the project. if

mare than one program is involved, you should
append an explanation on a separate shest. [f
appropriate (e.g., construction or real property
projects), attach & map shawing project location,
For preapplications, use a separate sheet to
provide & summary deseription of this project,

[tem:
12

13

14,

15.

18.

17.

18.

their process, have been Eiven an Ipportunity to review the applicant’s submissian.

Entry:

List only the largest political entitias affes
le.g., State, counties, cities)

Self-explanatory,

List the applicant's Congressional District a
any District{s] affected by the Program or proje

Ameunt requested or to be contributed duri
the first funding/budget period by ea
contributor. Value of in-kind cantributia
should be included an appropriate lines
applicable. If the action will result in a dofl
change to an existing award, indicats only &
amaount of the changs. Far decreases, enclose ¢,
amounts in parentheses, If both basic ar
supplemental amounts are included, sha
breakdown on an attached shest. Far multip
program funding, use totals and show breakdow
using same categories as item 15,

Applicants should contact the State Single Poir
of Contact (SPOC) for Faderal Executive Orde
12372 to determine whether the applicatian ;
subject to the State intergovernmental revia:
process,

This question applies to the applicant organi
zation, not the person whe Signs as the
authorized representative Categoriss of deb
include delinquent audit disallowances, loan:
and taxes,

To be signed by the authorized representative o
the applicant. A copy of the governing body's
autharization for you to sign this application a:
official representative must be on file in the
applicant’s office, (Certain Federal agencies may
require that this authorization be submitted a3
partof the application.)

5F 4l BEY d.am Bacr
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BUDGET INFORMATION — Non-Construction Programs

SECTION A~ BUDMGET SUMMARY

Granmt Progam Catalog of Fedaial BEs
it sirkeptiatis Extlmated Unobligated Funds Maw or Ravissd Budpat
o Actlvbly T b € T
G i Fedaral Won-Federal =—
| i) g :.H_.__ _.__E.Hn. ! __E_._
) 3 5 5 3 s =
2
1 o
i o
5 TOTALS L] L] i ¥ =
E 5
SECTION B - BUDGET CATEGDRIES
& Obiesl Dlass Catmgorins * LT PROGAALL PIRSCTIMN £ ACTAITY ] B
i iz} i) i Hae!
& Personnael ] k1 § =
] 1

b Frings Banafi

. Trawsl

d Equipmant

o upplas

f Comractusl

B Construction

L T

I Total drect Charges (sum of 6a - Bh)

} Iviblrwt Chaigas

Frogeam Indomae

k. TOTALS {xum ol 6iand 6}
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