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IMPORTANT NOTICE 
 

These application instructions conform to the Corporation for National and Community Service’s online grant application 

system, eGrants. All funding announcements by the Corporation for National and Community Service (CNCS or the 

Corporation) are posted on www.nationalservice.gov and www.grants.gov.   

 

Public Burden Statement: Public reporting burden for this collection of information is estimated to average 40 hours per 

submission, including reviewing instructions, gathering and maintaining the data needed, and completing the form. Comments on 

the burden or content of this instrument may be sent to the Corporation for National and Community Service, Attn: Amy 

Borgstrom, 1201 New York Avenue, NW, Washington, D.C. 20525. CNCS informs people who may respond to this collection of 

information that they are not required to respond to the collection of information unless the OMB control number and expiration 

date displayed on page one are current and valid. (See 5 C.F.R. 1320.5(b)(2)(i).)  

 

Privacy Act Notice: The Privacy Act of 1974 (5 U.S.C § 552a) requires that the following notice be provided to you: The 

information requested on the AmeriCorps Application Instructions is collected pursuant to 42 U.S.C 12592 and 12615 of the 

National and Community Service Act of 1990 as amended, and 42 U.S.C. 4953 of the Domestic Volunteer Service Act of 1973 

as amended. Purposes and Uses - The information requested is collected for the purposes of reviewing grant applications and 

granting funding requests. Routine Uses - Routine uses may include disclosure of the information to federal, state, or local 

agencies pursuant to lawfully authorized requests. In some programs, the information may also be provided to federal, state, and 

local law enforcement agencies to determine the existence of any prior criminal convictions. The information may also be 

provided to appropriate federal agencies and Department contractors that have a need to know the information for the purpose of 

assisting the Department’s efforts to respond to a suspected or confirmed breach of the security or confidentiality or information 

maintained in this system of records, and the information disclosed is relevant and unnecessary for the assistance. Executive 

Summaries of all compliant applications received and applications of successful applicants will be published on the CNCS 

website as part of ongoing efforts to increase transparency in grant making. This is described in more detail in the Notice of 

Federal Funding Opportunity. The information will not otherwise be disclosed to entities outside of AmeriCorps and CNCS 

without prior written permission. Effects of Nondisclosure - The information requested is mandatory in order to receive benefits.   

 

Federal Funding Accountability and Transparency Act:  Grant recipients will be required to report at www.FSRS.gov on all 

subawards over $25,000 and may be required to report on executive compensation for recipients and subrecipients. Recipients 

must have the necessary systems in place to collect and report this information. See 2 C.F.R. Part 170 for more information and 

to determine how these requirements apply. 

 

Universal Identifier:  Applications must include a Dun and Bradstreet Data Universal Numbering System (DUNS) number and 

register with the Central Contractor’s Registry (CCR).  All grant recipients are required to maintain a valid registration, which 

must be renewed annually. 

Please be aware that this Request for Applications (RFP) modifies the national Instructions to address specific needs and 

concerns in the State of Delaware.  It takes precedence over the application instructions promulgated by the Corporation.   

 

If you have questions about any component in the Corporation for National & Community Service Application Instructions not 

addressed in the Serve Delaware RFP, contact Charles Harris at 302-255-9677 or charles.a.harris@state.de.us 

 

The AmeriCorps regulations include the selection criteria used to select applications for funding and other pertinent information 

(see Table 1, below). Additional criteria regarding the specific needs and concerns of the State of Delaware may be added. 

 

Table 1: Program Requirements in the AmeriCorps Regulations 

Requirements and Selection  Citation in the AmeriCorps Regulations 

Member Service Activities §2520.20 - §2520.55 

Prohibited Activities §2520.65 

Tutoring Programs §2522.900-2522.950 

Matching Funds  §2521.35-2521.90 

Member Benefits §2522.240-2522.250 

Calculating Cost Per Member Service Year (MSY) §2522.485 

Performance Measures §2522.500-2522.650 

Evaluation §2522.500-2522.540 and §2522.700-2522.740   

Selection Criteria and Selection Process §2522.400-2522.475 
 

If there is any inconsistency between the AmeriCorps regulations, the Notice, and the Application Instructions, the order of 

precedence is as follows: 

1. AmeriCorps regulations 45 CFR §§ 2520–2550 take precedence over the  

2. Notice of Federal Funding Opportunity, which takes precedence over the 

 3. Serve Delaware Request for Competitive Applications 

https://egrants.cns.gov/espan/main/login.jsp
http://www.nationalservice.gov/
http://www.grants.gov/
http://www.fsrs.gov/
mailto:greg.donovan@nebraska.gov
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Grant Information Sessions and Delivery Instructions 

Serve Delaware will hold three public grant information sessions at state-wide locations listed below. 

These sessions are mandatory for applicants and registration is required. First time applicants are strongly 

encouraged to attend. Please register for these sessions by phone or email at least 3 least business days 

prior to scheduled training date.  

 

 Session 1: Thursday, April 5, 2012, 10a.m.-11:30a.m., Williams State Service Center, 2
nd

 Floor 

Conference Room, 805 River Road, Dover, DE  

 Session 2: Friday, April 9, 2012, 10a.m.-11:30a.m., Charles Debnam Building, 1
st
 Floor Training 

Room, New Castle, DE  

 Session 3: Wednesday, April 10, 2012, 10a.m.-11:30a.m., Cheer Community Center, 20520 

Sandhill Road., Georgetown, DE 

 

To RSVP for one of the sessions, please contact Kim Massey at 302-255-9883, email: 

kimberly.massey@state.de.us. Please specify which session you will attend and provide your name, 

organization, phone number, email and number of people attending. If you require a reasonable 

accommodation, please make this request when you call. 

 

REQUEST FOR PROPOSAL # HSS-12-032 

 

Sealed Proposals for Program Year 2012-2013 State AmeriCorps Formula Projects for the Division of 

State Service Centers will be received by: 

Kieran Mohammed 

Delaware Health and Social Services 

Herman M. Holloway Sr. Campus 

Procurement Branch, Main Administration Bldg, Sullivan Street 

Second Floor, Room #257, 1901 North DuPont Highway, New Castle, Delaware  19720 

 

Proposals will be accepted until 11 a.m. (local time), May 4, 2012.  At which time the proposals will be 

opened and recorded.  

  

In the event that state offices are closed on the day of the pre-bid meeting due to a State of Emergency 

declared by the Governor of Delaware, the pre-bid meeting will be cancelled or postponed.  The status of 

the pre-bid meeting will be posted to the RFP website as soon as possible at http://bids.delaware.gov.   If 

the pre-bid meeting is cancelled, written questions will be accepted, in lieu of the pre-bid meeting, in 

accordance with the instructions presented in Section VI. D. of this document.  If the pre-bid meeting is 

postponed, the new date and time will be posted to the RFP website. 

Obtaining Copies of the RFP 

 

This RFP is available in electronic form [only] through the State of Delaware Procurement Website at 

http://bids.delaware.gov. 

Public Notice 

 

Public notice has been provided in accordance with 29 Del. C. § 6981 

 

NOTIFICATION TO BIDDERS 

 

Bidder shall list all contracts awarded to it or its predecessor firm(s) by the State of Delaware; during the 

last three years, by State Department, Division, Contact Person (with address/phone number), period of 

mailto:kimberly.massey@state.de.us
http://bids.delaware.gov/
http://bids.delaware.gov/
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performance and amount.  The Evaluation/Selection Review Committee will consider these Additional 

references and may contact each of these sources.  Information regarding bidder performance gathered 

from these sources may be included in the Committee's deliberations and factored in the final scoring of 

the bid.  Failure to list any contract as required by this paragraph may be grounds for immediate rejection 

of the bid." 

 

There will be a ninety (90) days period during which the agency may extend the contract period for 

renewal if needed. 

 

IMPORTANT: ALL PROPOSALS MUST HAVE OUR HSS NUMBER HSS-12-032 ON THE 

OUTSIDE ENVELOPE.  IF THIS NUMBER IS OMITTED YOUR PROPOSAL WILL 

IMMEDIATELY BE REJECTED. 

 

FOR FURTHER BIDDING INFORMATION PLEASE CONTACT: 

 

   KIERAN MOHAMMED 

   DELAWARE HEALTH AND SOCIAL SERVICES 

   PROCUREMENT BRANCH,  MAIN ADMIN BLD, SULLIVAN STREET 

   2
ND

 FLOOR –ROOM 257, 1901 NORTH DUPONT HIGHWAY 

   HERMAN M. HOLLOWAY SR. HEALTH AND SOCIAL SERVICES   

   CAMPUS 

   NEW CASTLE, DELAWARE 19720 

   PHONE: 302-255-9291 

IMPORTANT: DELIVERY INSTRUCTIONS 

 

IT IS THE RESPONSIBILITY OF THE BIDDER TO ENSURE THAT THE PROPOSAL HAS BEEN 

RECEIVED BY THE PROCUREMENT UNIT OF THE DEPARTMENT OF HEALTH AND SOCIAL 

SERVICES BY 11:00 AM on April 26
th
  

 

ATTENTION BIDDERS:  Your proposal must include a cover letter and the forms in Appendices 

signed and with all information on the forms complete.  

 

The issuance of this Request for Proposals (RFP) neither commits the Delaware Department of 

Health and Social Services, Division of State Service Centers, to award a contract, to pay any costs 

incurred in the preparation of a proposal or subsequent negotiations, nor to procure or contract for 

the proposed services. The Division reserves the right to reject or accept any or all proposals or 

portion thereof, to cancel in part or in its entirety this Request for Proposals, or to delay 

implementation of any contract which may result, as may be necessary to meet the Department's 

funding limitations and processing constraints. The Department and Division reserve the right to 

terminate any contractual agreement upon fifteen (15) days notice in the event that the State 

determines that State or Federal funds are no longer available to continue the contract. 

Organizations Ineligible to Bid 

Any individual, business, organization, corporation, consortium, partnership, joint venture, or any other 

entity including subcontractors currently debarred or suspended is ineligible to bid. Any entity ineligible 

to conduct business in the State of Delaware for any reason is ineligible to respond to the RFP. 

 

NOTE 

Mandatory Grant Information Sessions: Mandatory grant information sessions will be held at the place 

and time indicated on page 5 of this RFP. Written submission of questions regarding the RFP is 
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encouraged.  All questions posed during the meeting will be transcribed and posted with answers to the 

website listed.   

 

Please advise the State agency at least five (5) business days before the conference of any special 

accommodations needed for persons with disabilities who will be attending. 

 

RFP Amendments: If additional information, clarifications or amendments to this RFP become 

necessary, the State agency shall amend this RFP and provide all information at http://bids.delaware.gov, 

as an Addendum to the RFP document.The State agency reserves the right to amend the RFP at any time 

prior to the deadline for submission of proposals and to terminate this procurement at any time.  

Depending on the nature and extent of the amendment(s), and at the sole discretion of the State agency, 

bidders may be allowed an additional opportunity to submit questions to the State agency regarding the 

amendment(s). 

 

All amendments to this RFP will be posted on the State’s bids website, http://bids.delaware.gov. 

 

Further Information: Inquiries regarding this RFP should be addressed to: Charles A. Harris, Program 

Officer, AmeriCorps, E-mail Address: charles.a.harris@state.de.us, Phone: 302-255-9677. 

          

Restrictions on Communications with State Staff 
 

From the issue date of this RFP until a contractor is selected and the selection is announced, bidders are 

NOT allowed to contact any Commission for Community and Volunteer staff, except those specified in 

this RFP, regarding this procurement. Contact between contractors and Charles A. Harris is restricted to 

emailed questions concerning this proposal. Questions must be submitted in writing and will be addressed 

in writing.  

 

Questions are due by April 13, 2012 and will be addressed at the pre-bid meeting.  The complete list of 

questions and their answers will be released via e-mail or fax to the vendors that submitted any questions 

or attended the pre-bid meeting. The complete list of questions and their answers will also be posted on 

the internet at http://bids.delaware.gov 

 

Following the questions deadline, bidder communication is limited to Kieran Mohammed, Purchasing 

Procurement Administrator, Delaware Health and Social Services. The central phone number for the 

Procurement office is 302-255-9291. 

Contact with State Employees 

Direct contact with State of Delaware employees other than the State of Delaware Designated Contact(s) 

regarding this RFP is expressly prohibited without prior consent.  Vendors directly contacting State of 

Delaware employees risk elimination of their proposal from further consideration.  Exceptions exist only 

for organizations currently doing business in the State who require contact in the normal course of doing 

that business. In the case of such exception, communication may not include an active RFP. 

 
 

 

 

 

 

 

 

 

http://bids.delaware.gov/
http://bids.delaware.gov/
mailto:charles.a.harris@state.de.us
http://bids.delaware.gov/
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AMERICORPS IN DELAWARE 

Serve Delaware – the Delaware Commission for Community and Volunteer Service mobilizes 

Delawarens to strengthen their communities through volunteering, collaboration, and national service 

programs. Serve Delaware is committed to uniting individuals in service to their communities and 

achieving demonstrable results by funding AmeriCorps programs that address Delaware’s unmet 

educational, economic, environmental, health, veterans and disaster response needs. This Request for 

Applications (RFP) is being released for applications for AmeriCorps programming operating exclusively 

within the State of Delaware. 

 

Serve Delaware administers AmeriCorps programming and funds in Delaware as required and governed 

by federal and state law rules and regulations.  Delawarens have a solid history of providing innovative 

national service programming.  AmeriCorps members, and the volunteers they have recruited, have 

provided thousands of hours in services aiding children, youth, and families in communities throughout 

the state.  It is exciting that you are interested in building on this legacy. 

 

Indian tribes can choose to apply via this Request for Applications or through other applicable funding 

opportunities. 

 

Serve Delaware encourages organizations to consider or submit AmeriCorps Education Award Only 

Program applications. Funding for Education Award Only programs assures federal support for the 

educational awards of enrolled members, but provides very limited operational support -- $800 per full-

time member.  Grantees must use their own or other resources to cover any AmeriCorps member living 

allowances and other program costs. Applicants interested in submitting an Education Award Only 

Program application or incorporating Education Award Only positions into your program design should 

contact Serve Delaware Program Officer Charles Harris at 302-255-9677 or 

charles.a.harris@state.de.us for consultation and special technical assistance. 

 

Serve Delaware strongly recommends that potential applicants thoroughly read and understand 

this Request for Applications (RFP) prior to writing a response.  Serve Delaware further 

encourages all interested parties to develop a thorough understanding of AmeriCorps prior to 

applying by visiting the AmeriCorps website, www.americorps.gov 

 

To help you determine whether to pursue creating a proposal, Serve Delaware has created a resource to 

guide potential applicants entitled “Is My Organization Ready for an AmeriCorps Grant:  A 

Readiness Assessment” which will be distributed during the RFP information sessions. 

 

Serve Delaware is committed to providing the most helpful and current information to all applicants.  A 

list of all questions posed by potential applicants and the answers to these questions will be posted 

on the State’s bids website, http://bids.delaware.gov on April 13, 2012.  

 

Applicants must carefully put together a proposal that will meet the demands of a potentially strong 

competition and to consider creative and innovative collaborations.  Serve Delaware also encourages 

applicants to carefully identify ways these activities can be supported with local resources by reaching out 

to new partners and introducing visionary service methods should Corporation for National & 

Community Service (CNCS) funding be reduced or eliminated. 

mailto:greg.donovan@nebraska.gov
http://www.americorps.gov/
http://bids.delaware.gov/
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INTRODUCTION TO THE APPLICATION PROCESS FOR 
FORMULA AMERICORPS PROGRAMMING IN DELAWARE 

 

Applications for AmeriCorps program funding are subject to review by Serve Delaware and, if funded, 

programs are subject to Serve Delaware oversight.   

 

Serve Delaware is very interested in supporting a diversity of programs, including those that provide 

geographic breadth across our state.  Sussex and Kent Counties have traditionally been under-represented 

in Delaware’s portfolio of AmeriCorps programs.  To address this, geographic representation in those two 

counties and rural Delaware will be a factor in the review and selection of grantees. Consideration will 

also be given to organizations that incorporate bringing people with disabilities into national service and 

those that select the veterans and military families initiative as their focus area. 

 

All applications must be submitted via eGrants, the online grant submission program operated by the 

Corporation for National and Community Service (CNCS) accessible at:  

https://egrants.cns.gov/espan/main/login.jsp 

 

Contact the eGrants Help Desk at (800) 942-2677 [TYY: 800-833-3722] if a problem arises while 

creating an account, preparing, or submitting an application. Be prepared to provide the application ID. If 

technical issues will prevent an applicant from submitting an application on time, please contact the 

eGrants Help Desk prior to the deadline to explain the technical issue and receive a ticket number. If the 

issue cannot be resolved by the deadline, the applicant must continue working with the eGrants Help 

Desk to submit via eGrants. If there are significant technical difficulties or if extenuating circumstances 

prevents the use of the eGrants system, Serve Delaware will consider requests for submission of a paper 

document if such requests include a written rationale and are made NO LATER than May 4, 2012. 

 

In utilizing eGrants, Serve Delaware requires all applicants responding to this RFP for 2012-2013 

support to submit their grants as “Formula” applications.  Serve Delaware will promptly notify 

applicants of necessary revisions and resubmission that may be needed during the funding process. 

Applications submitted for Competitive AmeriCorps funding consideration in 2011and not funded 

through that process by the Corporation for National & Community Service will also be considered for 

state Formula funds.  The distinction between Formula and Competitive funding is provided below:  
 

o Formula funds are allocated exclusively at the state level to support outstanding programming. Newer and 

smaller scale programs tend to be supported with Formula funds. Successful applicants are funded based on 

the decision of the Commission grant review team with approval by the full Commission. The amount of 

Formula funds available annually to each state is determined through a population-based formula devised 

by the Corporation for National & Community Service.  

 

o Competitive funds are allocated at the national level to support programming with strong performance.  

Established larger multi-site programs and initiatives with sophisticated, well-developed program designs 

tend to compete well for this pool of funds.  All applications are reviewed and ranked at the state level. 

Applications for Competitive funding consideration are forwarded with Serve Delaware recommendations 

to compete against applications put forth by state commissions in other states and with multi-state 

proposals.  The Corporation for National and Community Service makes final decisions on Competitive 

grant funding. 

 

The following Key Factors should be considered in crafting your application: 

 

 All applicants must include a Dun and Bradstreet Data Universal Numbering System (DUNS) 

number and register with the Central Contractor’s Registry (CCR). Securing these early is 

advised. Details are in the Application and Submission section of this Request for Application. 

 

https://egrants.cns.gov/espan/main/login.jsp
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 Serve Delaware awards funding to programs that consist of teams of no fewer than three 

AmeriCorps members.   
 

 Applicants for multi-site programs operating exclusively in Delaware must secure and submit a 

signed Host Site Application from each host site with their response to this Request for 

Applications. Host Sites are entities seeking to partner with an applicant and utilize the resources 

of at least one AmeriCorps member. Internal Departments, Programs, and Divisions of Lead 

Agencies that utilize AmeriCorps members are considered Host Sites for the purpose of this 

application.   

 

 There is a match requirement for federal funds. The match requirement varies based on the 

longevity of the grant and can be met through any combination of cash and/or in-kind resources. 

Minimum grantee share is 24%.  Starting in Year 4, overall grantee share of total program costs 

increases gradually to 50% by the tenth year of funding and any year thereafter.  Please contact 

Charles Harris, Serve Delaware Program Officer at charles.a.harris@state.de.us or 302-255-

9677 to verify what match ratio applies to your project. 

 

 All applicants must NOT exceed the cost per member service year (MSY) of $13,300.  This is 

the maximum amount of federal funds that may be requested.  The total amount of funds 

available for a project can be determined by multiplying $13,300 times the number of full-time 

member slots proposed. Actual MSY costs for current grantees may be examined and considered 

during the grant review process. 

 

 The minimum living allowance for AmeriCorps members is $12,100 for full-time members for 

2012-2013.     

 

 Child Care is a benefit for income eligible AmeriCorps members. Funding of child care for 

AmeriCorps members is provided directly from the Corporation for National & Community 

Service and is not included as a budgeted expense through this RFP.  Eligibility standards that 

members must meet can be found in the Delaware State Median Income Chart at 

http://www.census.gov/hhes/www/income/data/statistics/4person.html 
 

 The Educational Award earned by AmeriCorps members is awarded subsequent to service by the 

National Service Trust and should not be included as a budgeted expense through this RFP.  

 

 The application narratives cannot exceed 26 double-spaced pages when printed out. This 

does not include the Performance Measures or Budget portions of the application. 

 

 The Serve America Act authorizes the Corporation to award fixed-amount grants. The Fixed-

Amount Pilot is only available for new and recompeting applicants. Second and third year 

Competitive continuation applicants must submit a new application if they are interested in 

participating in the Fixed-Amount Pilot. For 2012-2013, these fixed-amount grants are available 

for programs that enroll full-time members only. Fixed-amount grants allow programs to apply 

for a fixed dollar amount per member. The fixed amount awarded per member is significantly less 

than the cost of running an AmeriCorps program and the applicant must raise the additional 

revenue necessary to operate the program. If you are interested in submitting a fixed-amount 

grant, please contact Charles Harris at 302-255-9677 or charles.a.harris@state.de.us  

 

Serve Delaware expects to announce funding decisions in June 2012.     
 

We are eager to partner with you in enhancing civic engagement and the quality of life in our state.  

Please contact us freely as you develop your applications.   

mailto:janet.schmidt@nebraska.gov
mailto:greg.donovan@nebraska.gov
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NOTICE OF FEDERAL FUNDING 
OPPORTUNITY 

Federal Agency Name:   Corporation for National and Community Service (CNCS) 

Funding Opportunity Title:  AmeriCorps State and National Grants FY 2012 

Announcement Type:   Amended announcement. Initially issued 8.29.11  

CFDA Number:   94.006 
 

AmeriCorps State & National Grant Program Dates for New, Recompeting and Continuing 

Competitive Grants 

DELAWARE  RFP DEADLINE CNCS SUBMISSION DEADLINE 

May 4, 2012, 11:00 am EST July 6, 2012, 5:00 pm EST 

 

The mission of the Corporation for National and Community Service (CNCS) is to improve lives, 

strengthen communities, and foster civic participation through service and volunteering. For more than 

fifteen years, CNCS—through its Senior Corps, AmeriCorps, and Learn and Serve America programs—

has helped to engage millions of citizens in meeting community and national challenges through service 

and volunteer action.  

 

On April 21, 2009, President Obama signed the Edward M. Kennedy Serve America Act, the most 

sweeping expansion of national service in a generation. This landmark law not only expands service 

opportunities, but also focuses national service on key outcomes; builds the capacity of individuals, 

nonprofits, and communities to succeed; and encourages innovative approaches to solving problems. 

 

In alignment with the Serve America Act, AmeriCorps State and National grantmaking will focus in six 

Focus Areas identified by the Act:  

 Disaster Services  

 Economic Opportunity  

 Education  

 Environmental Stewardship 

 Healthy Futures  

 Veterans and Military Families  

 

In order to carry out Congress’ intent and to maximize the impact of the investment in national service, 

CNCS is seeking to fund programs that can demonstrate community impact and solve community 

problems through an evidence-based approach (e.g. performance data, research, theory of change).  

 

In the AmeriCorps competition this year, CNCS especially seeks to prioritize investment in three areas of 

its work. (1) CNCS will continue to focus on national service programs that improve academic outcomes 

for children, youth, and young adults. This focus reflects the extensive experience and past success of 

national service programs in education, and aligns with the efforts of the Department of Education. In 

addition, (2) CNCS seeks to increase its investment in programs that serve veterans and military families 

or engage veterans in service.  (3) CNCS will also focus investment in programs that increase community 

resiliency through disaster preparation, response, recovery, and mitigation. 

 

In accordance with the Obama Administration’s emphasis on open government, CNCS has moved toward 

greater openness and transparency in grantmaking.  The following information pertaining to this 

competition for new and recompete applications will be published on the CNCS website at 

(http://nationalservice.gov/about/open/grants.asp), within a period not to exceed 90 business days after all 

grants are awarded:   

http://nationalservice.gov/about/open/grants.asp
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 Blank external review template. 

 List of all compliant applications submitted. 

 Executive summaries of all compliant applications prepared by the applicants as part of the 

application.  

 Copies of the SF424 and Program Narrative submitted by applicants for successful applicants.  

 Summary of external reviewer’s comments for successful applications. 
 
 

 

FUNDING AVAILABILITY ANNOUNCEMENT 
 

I. FUNDING OPPORTUNITY DESCRIPTION 
 

A. What is the purpose of AmeriCorps funding? 
 

The purpose of CNCS is to maximize the power of service and volunteering to improve lives in 

communities across the country. In the Edward M. Kennedy Serve America Act, Congress directed 

CNCS to focus national service in areas where service can make a major impact, including education, 

energy conservation, health, economic opportunity for economically vulnerable individuals, increasing 

service by and for veterans, and providing disaster services. 

 

CNCS is carrying out Congress’s intent by targeting AmeriCorps funding in those six focus areas. In 

accordance with the Act, through this Notice and its other activities, CNCS seeks to: 

 Direct the power of national service to solve a common set of challenges. 

 Expand opportunities for all Americans to serve. 

 Build the enduring capacity of individuals, organizations and communities to effectively use service 

and volunteering to solve community problems. 

 Embrace innovative solutions that work. 

 

AmeriCorps grants are awarded to eligible organizations engaged in evidence-based interventions that 

utilize AmeriCorps members to strengthen communities. An AmeriCorps member is an individual who is 

enrolled in an approved national service position and engages in community service with the public. 

Members may receive a living allowance and other benefits while serving. Upon successful completion of 

their service members receive a Segal AmeriCorps Education Award from the National Service Trust.  

 

Brief descriptions of the six Focus Areas follow. 

 

Disaster Services: 
Grants will help individuals and communities prepare, respond, recover, and mitigate disasters 

and increase community resiliency. Grant activities will: 

 increase the preparedness of individuals,  

 increase individuals’ readiness to respond,  

 help individuals recover from disasters, and  

 help individuals mitigate disasters.  
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Economic Opportunity: 
Grants will provide support and/or facilitate access to services and resources that contribute to the 

improved economic well-being and security of economically disadvantaged people. Grant 

activities will help economically disadvantaged people to: 

 have improved access to services and benefits aimed at contributing to their enhanced 

financial literacy,  

 transition into or remain in safe, healthy, affordable housing, and 

 have improved employability leading to increased success in becoming employed.  

 

Education:    

Grants will provide support and/or facilitate access to services and resources that contribute to 

improved educational outcomes for economically disadvantaged people, especially children. 

CNCS is particularly interested in program designs that support youth engagement and service-

learning as strategies to achieve high educational outcomes.  Grant activities will improve: 

 school readiness for economically disadvantaged young children, 

 educational and behavioral outcomes of students in low-achieving elementary, middle, and 

high schools, and 

 the preparation for and prospects of success in post-secondary education institutions for 

economically disadvantaged students.  

 

Environmental Stewardship: 

Grants will provide direct services that contribute to increased energy and water efficiency, 

renewable energy use, or improving at-risk ecosystems, and support increased citizen behavioral 

change leading to increased efficiency, renewable energy use, and ecosystem improvements 

particularly for economically disadvantaged households and economically disadvantaged 

communities. Grant activities will: 

 decrease energy and water consumption, 

 improve at-risk ecosystems, 

 increase behavioral changes that lead directly to decreased energy and water consumption or 

improve at-risk ecosystems, and 

 increase green training opportunities that may lead to decreased energy and water 

consumption or improve at-risk ecosystems. 

 

Healthy Futures: 

Grants will meet health needs within communities including access to care, aging in place, and 

addressing childhood obesity. Grant activities will: 

 increase seniors’ ability to remain in their own homes with the same or improved quality of 

life for as long as possible,  

 increase physical activity and improve nutrition in youth with the purpose of reducing 

childhood obesity, and 

 improve access to primary and preventive health care for communities served by CNCS-

supported programs (access to health care). 

 

Veterans and Military Families: 

Grants will positively impact the quality of life of veterans and improve military family strength. 

Grant activities will increase: 

 the number of veterans and military service members and their families served by CNCS-

supported programs, and 

 the number of veterans and military family members engaged in service provision through 

CNCS-supported programs.  

 

A brief description of Capacity Building follows. 
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Capacity Building: 

In addition to the six Focus Areas described above, grants also will provide support for capacity 

building activities provided by national service participants. As a general rule, CNCS considers 

capacity building activities to be indirect services that enable CNCS-supported organizations to 

provide more, better and sustained direct services. Capacity building activities cannot be solely 

intended to support the administration or operations of the organization. Examples of capacity 

building activities include: 

 Recruiting and/or managing community volunteers. 

 Implementing effective volunteer management practices. 

 Completing community assessments that identify goals and recommendations. 

 Developing new systems and business processes (technology, performance management, 

training, etc.) or enhancing existing systems and business processes. 

 

National Performance Measures: 

In 2012, CNCS will implement the third year of the National Performance Measures Pilot. National 

Performance Measures allow CNCS to demonstrate the aggregated impact of all AmeriCorps programs. 

This year, we have focused and refined the Measures and aligned them with our Strategic Plan. This 

refinement process included adding a few new Measures to fill data gaps.  

 

National Performance Measures are split into two groups: Priority Measures and Pilot Measures.  

 Priority Measures are a subset of the original National Performance Measures Pilot with the 

addition of capacity building measures.  

 Pilot Measures are the remaining measures from the National Performance Measures Pilot with 

the addition of capacity building measures not included in the Priority Measures.  

 

New and recompeting applicants are strongly encouraged to utilize the National Performance Measures 

because funding priority will be given to these applicants.  

 

Encore Programs 

Congress set a goal that 10 percent of AmeriCorps funding should support encore service programs that 

engage a significant number of participants age 55 or older. CNCS seeks to meet that 10 percent target in 

this competition and encourages encore programs to apply.  Serve Delaware encourages applications that 

meet this goal. 

 

B. What are the 2012 AmeriCorps funding priorities?  

 
In the 2012 competition CNCS expects to invest a significant amount of available funding to programs 

working in the six Focus Areas of Disaster Services, Economic Opportunity, Education, Environmental 

Stewardship, Healthy Futures, and Veterans and Military Families.  

 

In particular, CNCS seeks to target its grantmaking in the Education and Disaster Services Focus Areas 

for greater impact and increase its investment in the Veterans and Military Families Focus Area. To meet 

these goals, CNCS will give priority consideration to the following, in descending order of preference: 

 

 Tier 1: Programs that select Priority Measures in Education, Veterans and Military Families, and 

Disaster Services.  (NOTE: Applicants and grantees that have programs that fit these Priority 

Measures are required to utilize these Measures.) 

 Tier 2: Programs that select Priority Measures in Economic Opportunity, Environmental 

Stewardship, Healthy Futures and Capacity Building.  (NOTE: Applicants and grantees that have 

programs that fit these Priority Measures are required to utilize these Measures.) 

 Tier 3: Programs that select Pilot Measures.  
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 Tier 4: Programs in the Focus Areas with self-nominated measures. 

 Tier 5: Programs outside the Focus Areas with self-nominated measures.  

 

Applicants proposing programs that receive priority consideration are not guaranteed funding. Serve 

Delaware and CNCS will pursue a balanced portfolio across the Focus Areas, and other considerations 

outlined below in Section V. B.  Furthermore, programs must demonstrate significant program focus, 

design and impact to receive priority consideration. 

 

II. AWARD INFORMATION 
 

Serve Delaware and CNCS anticipate awarding new, recompeting, and continuation AmeriCorps grants 

for fiscal year 2012. The actual level of funding will be subject to the availability of annual 

appropriations, which have not yet been made. In awarding funds, continuation grants are considered first, 

followed by new and recompeting grants. Once again, CNCS and Serve Delaware anticipates that this 

AmeriCorps grant competition will be highly competitive.  

 

Unless otherwise specified, the grant covers a one-year project period. Additional funding is contingent 

upon satisfactory performance, a grantee’s demonstrated capacity to manage a grant and comply with 

grant requirements, and availability of Congressional appropriations. Serve Delaware and CNCS reserves 

the right to adjust the amount of a grant award for subsequent years, or elect not to continue funding, on 

these bases. 

 

III. ELIGIBILITY 
 

A. Who is eligible to apply? 

 
Public or private nonprofit organizations, including faith-based and other community organizations; 

institutions of higher education; government entities within states or territories (e.g., cities, counties); 

Indian Tribes; labor organizations; partnerships and consortia; and intermediaries planning to 

subgrant funds awarded are encouraged to apply. Organizations that have been convicted of a Federal 

crime are disqualified from receiving the assistance described in this Request for Applications. 

 

1. Organizations Operating Exclusively Within Delaware 

Organizations that are proposing a project that operates in Delaware must apply via this Request 

for Application to Serve Delaware, the Governor-appointed State Commission, to be considered 

for Formula funding.  

 

2. New Applicants 

CNCS encourages organizations that have never received funding from CNCS or AmeriCorps to 

apply for the grants described in this Notice.  New organizations should submit applications 

commensurate with the community need.  

 

B. What types of AmeriCorps grants are available in this competition? 

 
The types of AmeriCorps grants in this broad competition are described below.  CNCS will not provide 

more than one grant for the same project in one fiscal year.  

 

1. Formula 

These grants are awarded to fund a portion of program costs and members’ living allowance.  
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C. Match Requirements 
 

1. Fixed-Amount Grants 

There is no match requirement for fixed-amount grants. However, the fixed-amount grant does 

not cover all costs. Fixed-amount grantees provide the additional resources needed to operate the 

program, but are not required to track or report on them. 

 

2. Cost Reimbursement Grants (non-fixed-amount) 

A first-time successful applicant is required to match at 24 percent for the first three-year funding 

period. Starting with year four, the match requirement gradually increases every year to 50 

percent by year ten, according to the minimum overall share chart found in 45 CFR 2521.60.  

 

Section 121(e)(5) of the National Community Service Act requires that programs that use other 

federal funds as match for an AmeriCorps grant report the amount and source of these funds to  

CNCS on the Federal Financial Report. 

 

The living allowance or salary provided to Professional Corps AmeriCorps members does not 

count toward the matching requirement. 

 

3. Indian Tribes 

Indian Tribal Government programs are subject to the same matching requirements for fixed-

amount and cost reimbursement grants.  However, in accordance with Executive Order 13175, 

―Consultation and Coordination with Indian Tribal Governments‖.  CNCS may expedite 

approving waivers of matching requirements. Tribal governments that require a waiver must 

submit a request at least 60 days before the AmeriCorps application is due. For full information 

on applying for a Tribal waiver, send a request for instructions to TribalMatchWaiver@cns.gov. 

 

4. Alternative Match 
Under certain circumstances, applicants may qualify to meet alternative matching requirements 

that increase over the years to 35 percent instead of 50 percent as specified in the regulations at 

§2521.60(b). To qualify, applicants must demonstrate that the proposed program is either located 

in a rural county or in a severely economically distressed community as defined in the 

Application Instructions. Applicants that plan to request an alternative match schedule must 

submit a request at least 60 days prior to the application deadline. 

 

D. Other Requirements 
 

1. What are the requirements regarding member living allowance? 

The proposed budget must include a living allowance for full-time a member that is between 

$12,100 (minimum) and $24,200 (maximum) per member except as noted below.  

 

For cost-reimbursement grants, this amount must be included in the proposed budget. The living 

allowance is not required for members serving in less than full-time terms of service. If a program 

chooses to provide a living allowance to a less than full-time member, it must comply with the 

maximum limits in the chart below.  

 

While full-time fixed-amount grant applicants don’t submit detailed budgets, they are still 

required to provide a living allowance to a member that complies with the minimum and 

maximum requirements. Full-time fixed-amount grant applicants are not required to identify that 

amount in the application.  

mailto:TribalMatchWaiver@cns.gov


17 

 

 

Table 1: Minimum and Maximum Living Allowance 

Service Term Minimum # of 

Hours 

Minimum Living 

Allowance * 

Maximum Total Living 

Allowance + 

Full-time  1700 $12,100 $24,200 

One-year Half-time 900 n/a $12,800 

Two-year Half-time 900 n/a $12,800 

Reduced Half-time 675 n/a $9,600 

Quarter-time 450 n/a $6,400 

Minimum-time 300 n/a $4,300 

* Living allowances are not required for less-than-full-time AmeriCorps positions. 

+ The Total Living Allowance includes both grant funds and matching resources 

 

2. What are the exceptions to the living allowance requirements? 

 

EAP Fixed-Amount Grantees  

EAP grantees are not required to provide a living allowance for less-than-full-time members, but 

if a living allowance is provided, it must comply with the maximum requirements set forth in the 

Living Allowance section above. 

 

3. What is the Maximum Cost per Member Service Year (MSY)?   

Serve Delaware and CNCS consider comparative costs per MSY in making funding decisions. 

One MSY is equivalent to at least 1700 service hours, a full-time AmeriCorps position. The 

CNCS cost per MSY is determined by dividing the CNCS share of budgeted grant costs by the 

number of MSYs requested. It does not include child care or the value of the education award a 

member may earn. The maximum amount an applicant may request from CNCS per MSY is 

determined on an annual basis. Continuation and recompeting grantees requesting a higher cost 

per MSY than in the previous year must include a compelling rationale for this increased cost. 

This applies even if the increased cost per MSY is less than the maximum.  

 

 

             2012-2013 Maximum Cost per MSY 

Grant Program Maximum 

Program Operating Exclusively in Delaware $13,300 

Education Award Program Fixed-Amount Grant $800 

Full-time Fixed-Amount Grant $13,000 

 

4. What are the member enrollment requirements for existing grantees? 

We expect grantees to enroll all the members included in their grant award. Enrollment rates have 

a direct bearing on the number of slots and the size of awards approved in the continuation and 

re-compete processes. Continuation and recompeting grantees that have not achieved full 

enrollment in the previous year must provide an explanation and a corrective action plan in the 

application. Applicants that do not fully enroll are likely to receive a decrease in funding in 

subsequent years. 

  

5. What are the member retention requirements for existing grantees? 

We expect grantees to pursue the highest retention rate possible. Retention rates will have a direct 

bearing on the number of slots and the size of awards approved in the continuation and re-

compete processes. Applicants that do not retain members are likely to receive a decrease in 

funding in subsequent years. We recognize retention rates may vary among equally effective 
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programs depending on the program model. Continuation or Recompeting grantees that have not 

achieved full retention in the most recently completed program year must provide an explanation 

and a corrective action plan in the application. 

 

6. What is the amount of the Segal AmeriCorps Education Award for FY 2012? 

AmeriCorps members serving in programs funded with FY 2012 dollars who successfully 

complete a term of service will receive an Education Award from the National Service Trust of 

$5,550 for a year of full-time service, with correspondingly smaller awards for less-than-full-time 

service. The amount of the Education Award is determined on the basis of the Pell Grant award. 

A member has up to seven years after the term of service has ended to use the award. Funding for 

Segal Education Awards should not be included in your project budget. 

 

Term of Service and FY12 Education Award 

Term of Service Minimum # of Hours FY12 Education Award 

Full Time 1700 $5,550 

One-Year Half Time 900 $2,775 

Two-Year Half Time 900 $2,775 

Reduced Half Time 675 $2,114 

Quarter Time 450 $1,468 

Minimum Time 300 $1,175 

 

IV. APPLICATION AND SUBMISSION INFORMATION 
 

A. How to Apply 

 
Organizations that propose to operate in Delaware apply directly to Serve Delaware through eGrants.  

 

B. Notice of Intent to Apply  

 
Applicants are encouraged to send an email to Charles Harris at charles.a.harris@state.de.us by April 

12, 2012 expressing their intent to apply. 

 

Although submission of the Notice of Intent is not mandatory, submitting it will help Serve Delaware 

plan more efficiently for external and internal review. Include the name of the applicant organization, 

address, contact person, and phone number in the Notice of Intent. Applicants should state category of 

funding and other brief details about the scope and intent of the program. 

 

C. Universal Identifier 

 
Applications must include a Dun and Bradstreet Data Universal Numbering System (DUNS) number and 

register with the Central Contractor’s Registry (CCR). The DUNS number does not replace an Employer 

Identification Number.  

 

DUNS numbers may be obtained at no cost by calling the DUNS number request line at (866) 705-5711 

or by applying online: http://fedgov.dnb.com/webform . 

 

The website indicates a 24-hour e-mail turnaround time on requests for DUNS numbers; however, we 

suggest registering well in advance of the application due date. Expedited DUNS numbers may be 

obtained by following instructions found here: http://smallbusiness.dnb.com/establish-your-

business/12334338-1.htm l.  

mailto:greg.donovan@nebraska.gov
http://fedgov.dnb.com/webform
http://smallbusiness.dnb.com/establish-your-business/12334338-1.htm
http://smallbusiness.dnb.com/establish-your-business/12334338-1.htm
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CCR is the primary registrant database for the U.S. Federal Government. CCR collects, validates, stores, 

and disseminates data in support of Federal agency contracts, grant awards, cooperative agreements, and 

other forms of federal assistance. All grant recipients are required to maintain a valid registration, which 

must be renewed annually.  

 

We urge applicants that are not already registered with the CCR to begin the registration process 

immediately in order to avoid any delays in submitting applications. Applicants must have a DUNS 

number in order to register with the CCR. It typically takes 3-5 days to finalize CCR registration. To 

register online go to www.bpn.gov/CCR  . 

 

D. Content and Form of Application Submission 
 

1. Submitting in eGrants 
CNCS and Serve Delaware require that all applicants submit applications electronically via the 

CNCS web-based application system, eGrants. Applications must be submitted by May 4, 2012 

at 11:00a.m. EST in order to be considered. This requirement applies to continuation grantees, as 

well as new and recompeting applicants. Serve Delaware reserves the right to extend the 

submission deadline. Any notice of such extended deadline will be posted on the Serve Delaware 

website, www.servedelaware.org or communicated to applicants via email. 

 

We recommend that applicants create an eGrants account and begin the application at least well 

before the deadline. Applicants should draft the application as a word processing document, then 

copy and paste the document into eGrants no later than 5 days before the deadline.  

 

Note that eGrants is format neutral. Colored font, bold and italics will not appear.  

 

Contact the National Service Hotline at 800-942-2677 or 

https://questions.nationalservice.gov/app/ask if a problem arises while creating an account, 

preparing, or submitting an application. Be prepared to provide the application ID, organization’s 

name, and the NOFO to which your organization is applying. National Service Hotline hours are 

8:00 a.m. to 8:00 p.m. ET Monday through Friday. 

 

If technical issues will prevent an applicant from submitting an application on time, please 

contact the National Service Hotline prior to the deadline to explain the technical issue and 

receive a ticket number. If the issue cannot be resolved by the deadline, the applicant must 

continue working with the National Service Hotline to submit via eGrants. Please contact Charles 

Harris, Serve Delaware Program Officer, at charles.a.harris@state.de.us and share any 

challenges with online submission. 

 

2. Page Limits 

             In eGrants, applicants will enter text for  

 Executive Summary: a brief paragraph, maximum of a half-page. Executive Summaries 

of all compliant applications will be published on the CNCS website following grant 

notifications. 

 Program Design.  

 Organizational Capability.  

 Cost Effectiveness and Budget Adequacy.  

 Evaluation Plan.  

You may not exceed 26 double spaced pages in the Narratives, including the Executive Summary 

and Cover Page, as the pages print out from eGrants. Reviewers will not consider material 

submitted over the page limit, even if eGrants allows you to enter and submit text over the limit. 

http://www.bpn.gov/CCR
http://www.servedelaware.org/
https://questions.nationalservice.gov/app/ask
mailto:greg.donovan@nebraska.gov
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From the Review and Submit page, print out your application prior to final submission to ensure 

it is not over the 26 page limit. This limit does not include the budget and performance measures.  

 

Do not submit supplementary materials such as videos, brochures, letters of support, or any other item 

not requested in these application instructions. Serve Delaware and CNCS will not review or return 

them.  

 

3. Late Applications 

Serve Delaware may consider an application after the deadline, but only if the applicant submits a 

letter explaining the extenuating circumstance which caused the delay. If extenuating 

circumstances make the use of eGrants impossible, applicants may send a hard copy of the 

application to: 

  Charles Harris 

  Serve Delaware, Charles Debnam Building 

  1901 N. DuPont Highway, New Castle, DE 19720 

 

All deadlines and requirements in this Notice apply to hard copy applications. Hard copy 

applications must include a cover letter detailing the circumstances that make it impossible to 

submit via e-Grants. 

 

E. Submission Dates and Times 
 

Applications for programming occurring exclusively within Delaware are due May 4, 2012 at 

11:00 EST. 

 

G. Funding Restrictions 
Grants under this program, except for fixed-amount and EAP grants, are subject to the applicable 

Cost Principles under OMB Circulars A-21 (2 CFR part 220), A-122 (2 CFR part 230), or A-87 

(2 CFR part 225) and the Uniform Administrative Requirements for grants under A-102 (45 CFR 

part 2541) or A-110 (45 CFR 2543 or 2 CFR part 21). 

 

H. Equal Opportunity Survey 
Applicants are asked to complete the Survey on Ensuring Equal Opportunity for Applicants. 

Applicants may complete the survey in eGrants while preparing the application for submission or 

contact CNCS to obtain a hard copy. 

 

V. TECHNICAL ASSISTANCE 
 
Technical Assistance:    
Applicants are encouraged to proactively pursue opportunities to learn more about AmeriCorps and other 

national service opportunities.  

 

Serve Delaware will provide technical assistance for applicants through the following mechanisms:   

eGrants Training. In-person and remote eGrants technical assistance session will be scheduled as needed 

by request. Please contact Charles Harris at 302-255-9677 charles.a.harris@state.de.us if guidance is 

needed. 

 
  

mailto:%20greg.donovan@nebraska.gov
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Orientation to AmeriCorps for New Applicants 

Serve Delaware staff will schedule and conduct an AmeriCorps Orientation for any potential applicant for 

AmeriCorps programming. Please contact Charles Harris at 302-255-9677, or 

charles.a.harris@state.de.us to arrange an orientation. 

 

Responses to Questions & Inquiries from Potential Applicants 

Serve Delaware will respond to all questions and inquiries by posting the questions and answers on the 

Serve Delaware website during the application period.  Questions regarding the RFP should be addressed 

to Charles Harris at 302-255-9677 or charles.a.harris@state.de.us 

 

VI. APPLICATION REVIEW INFORMATION 
 

A. What are the Selection Criteria? 
 

Each application must clearly describe a project that will effectively deploy AmeriCorps 

members to solve a significant community need and respond to the following criteria.  

 

1. Program Design (50 percent) 

In assessing Program Design, reviewers will examine the degree to which the applicant 

demonstrates how AmeriCorps members are particularly well-suited to solving the identified 

community needs.  

 

Specifically, reviewers will assess the extent to which the applicant: 

 Provides persuasive evidence that the identified needs exist in the targeted community (ies). 

(5 points) 

 Describes the ways in which AmeriCorps members are a highly effective means to solving 

the identified community needs, including the unique value added by AmeriCorps. (15 

points) 

 Describes how the interventions the AmeriCorps members and volunteers are engaged in are 

both evidence-based and will have a measurable community impact. The intervention is 

evidence-based if programs can demonstrate community impact and solve community 

problems through an evidence-based approach (e.g. performance data, research, theory of 

change). (15 points)  

 Describes the program components that enable the AmeriCorps members to have powerful 

service experiences that produce increased community impact and lead to continued civic 

participation and connectivity with other AmeriCorps and national service participants. (10 

points) 

 Convincingly links four major elements: (1) the needs identified, (2) the intervention that will 

be carried out by AmeriCorps members and community volunteers, (3) the ways in which 

AmeriCorps members are particularly well-suited to deliver the intervention, and (4) the 

anticipated outcomes. (5 points) 

 

If a new applicant is already working to meet the community need identified in the application, 

the applicant should describe how the proposed use of AmeriCorps members will add value, i.e., 

be more effective than what is currently being implemented, or enhance existing efforts. 

 

2. Organizational Capability (25 percent) 

Reviewers will assess the extent to which: 

 The organization has the experience, staffing, and management structure to plan, implement 

and evaluate the proposed program.  

mailto:greg.donovan@nebraska.gov
mailto:greg.donovan@nebraska.gov
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 The organization has secured, or describes an effective plan for securing, the financial and in-

kind resources necessary to support program implementation and to demonstrate community 

stakeholder support.  

 The organization has the ability and structure to ensure its and its subgrantees and/or service 

locations’ compliance with AmeriCorps rules and regulations including prohibited activities.  

 Multi-state applicants have consulted with state and territory service commissions to ensure 

non-duplication and coordination of CNCS resources.  

 Current or previous AmeriCorps grantees filled the member positions they were awarded and 

retained the AmeriCorps members they enrolled or have provided an explanation for less than 

100% enrollment and retention. 

 Current or previous AmeriCorps grantees have met performance targets and demonstrated 

compliance with grant terms and conditions. 

 

3. Cost Effectiveness and Budget Adequacy (25 percent) 

For cost-reimbursement grants, reviewers will assess the extent to which: 

 The budget is clear, reasonable, cost-effective, and in alignment with the program narrative.  

 The requested funds do not exceed the maximum cost per Member Service Year (MSY), or 

for existing programs, have not increased over previous years. The amount requested is a 

competitive factor in the selection process.  

 

For Education Award Programs and Full-time Fixed-amount grants, reviewers will assess: 

 The applicant’s understanding of total program cost and capacity to raise additional resources 

beyond the fixed-amount. The amount requested per member. Fixed-amount applicants are 

encouraged to request less than the full maximum amount allowed per MSY. The amount 

requested is a competitive factor in the selection process.  

 

B. What are the goals of the review and selection process? 

 
The assessment of applications involves a wide range of factors and considerations. As in the past, Serve 

Delaware will engage external reviewers to provide insight and input with respect to eligible applications. 

In addition, Serve Delaware staff will apply their experience and expertise in evaluating applications. In 

the end, the review and selection process will produce a balanced set of high-quality programs that 

represent the priorities and selection factors described in this Notice. 

 

Specifically, the review and selection process is designed to: 

 

1. Identify eligible applications that satisfy the following considerations: 

 High alignment with criteria.  

 Priorities, in the order of preference outlined in this Request for Applications 

 

 Additional Considerations: 

o Recruitment and deployment of community volunteers to leverage impact. 

o Relative risk and opportunity. 

 

2. Compile a balanced portfolio based on the following characteristics: 

 Geographic representation. 

 Equitable treatment of  

o Rural and urban communities.  

o Small and large programs.  

 Focus area representation. 
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 Strategic Characteristics: 

o Organizations that build capacity for individuals, nonprofits and communities to solve 

problems. 

o Organizations and/or program models that recruit and engage traditionally 

underrepresented populations in service and expand opportunities for both youth and 

adults to serve; particularly for new Americans, low-income individuals, rural residents, 

older Americans, veterans, members of faith-based organizations, communities of color, 

Native Americans, and people with disabilities.  

o Organizations that embrace innovative approaches to solving problems. 

  

C. What are the stages in the review and selection process? 

 
 Serve Delaware Review 

1. Compliance Review 

Serve Delaware staff will review all applications to determine compliance with eligibility, deadline, 

and completeness requirements. Applications that are submitted by eligible organizations, submitted 

by the deadline, and that are complete, will advance to External Review. 

 

2. External Review 

External reviewers will assess applications based on the Program Design, particularly focusing on 

evidence-basis for the proposed solution(s) to the identified community problem(s), appropriateness of 

national service as a solution, and potential quality of the member experience; Organizational 

Capability; and Cost Effectiveness and Budget Adequacy.  Reviewers will be recruited and selected on 

the basis of demonstrated expertise in AmeriCorps programming, and/or the selection criteria and 

focus areas.  All external reviewers will be screened for conflicts of interest. 

 

3. Internal Review 

Serve Delaware staff will assess Program Design, particularly focusing on evidence-basis for the 

proposed solution(s) to the identified community problem(s), appropriateness of national service as a 

solution, and potential quality of the member experience; Organizational Capability; and Cost 

Effectiveness and Budget Adequacy. Submitted program evaluations and past performance may be  

considered at this stage.   

 

4. Clarification 

Following internal and external reviews, some applicants may receive requests to provide clarifying 

information. Clarification information is used by CNCS staff in making final recommendations. A 

request for clarification does not guarantee a grant award. Failure to respond to requests for 

information in a timely fashion will result in the removal of applications from consideration. 

 

5. Action 

Utilizing the results of the Compliance Review, the External Review and staff input, Serve Delaware 

Commissioners will formulate funding recommendations.  

 

6.    Selection for Funding 

The Corporation for National & Community Service will act upon the funding recommendations of 

the Serve Delaware Commission in awarding funding. 

 

D. What feedback will applicants receive? 
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Following grant awards, each applicant will receive the results of reviews pertaining to their application. 

Feedback will be based on the review of the original application and may not reflect any information that 

may have been provided during clarification.  

 

VII. AWARD ADMINISTRATION INFORMATION 
 

A. When will grants be awarded? 
 

Serve Delaware will award grants following the grant selection announcement, with the concurrence of 

CNCS. We anticipate announcing the results of this competition in June 2012.  

 

B. What documents govern the grant? 
 

The Notice of Grant Award incorporates the approved application as part of a binding commitment under 

the grant as well as the AmeriCorps regulations and grant provisions.  

 

C. What is the Project/Award Period? 
 

Serve Delaware makes grant awards for one year, with funding in annual increments. Grantees will be 

eligible for continuation funding in the second and third year contingent on the availability of 

appropriations, compliance, and satisfactory performance. The project start date may not occur prior to 

the date Serve Delaware awards the grant. AmeriCorps members may not begin service prior to the 

beginning of the member enrollment period as designated in the grant award. A program may not certify 

any hours a member performs prior to the beginning of the member enrollment period. Serve Delaware 

anticipates that programs will begin September 1, 2012. 

 

Additional funding is contingent upon satisfactory performance, a grantee’s demonstrated capacity to 

manage a grant and comply with grant requirements, and availability of Congressional appropriations. 

Serve Delaware and CNCS  reserve the right to adjust the amount of an additional grant award in 

subsequent years, or elect not to continue funding, based on these bases. 

 

D. What are the reporting requirements for these grants? 
 

Grantees are required to provide quarterly programmatic and monthly financial reports as defined by 

Serve Delaware, and an internal or external evaluation report as required by the AmeriCorps regulations 

§§2522.500-2522.540 and §§2522.700-2522.740.  

 

Participants in the national performance measures pilot might be required to submit a mid-year progress 

report. 

 

If you receive an award, you will be required to report at www.FSRS.gov on all sub-awards over $25,000 

and may be required to report on executive compensation for your organization and for your subgrantees. 

You must have the necessary systems in place to collect and report this information. See 2 C.F.R. Part 

170 for more information and to determine how these requirements apply. 

 

E. Re-Focusing of Funding 
  

Serve Delaware and CNCS reserve the right to re-focus program dollars in the event of disaster or other 

compelling need for service.  
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VIII.  AGENCY CONTACT 
 

For questions regarding programming operating exclusively in Delaware contact: 

 Charles Harris 

 Serve Delaware 

 Charles Debnam Building 

 1901 N. DuPont Highway 

 New Castle, DE 19720  

Phone: 302-255-9677 

 Email: charles.a.harris@state.de.us  

 

For questions regarding multi-state or Indian Tribes applications submitted directly to CNCS, please call 

(202) 606-7508 or send an e-mail to americorpsgrants@cns.gov . 

 

IX. SPECIAL TERMS AND CONDITIONS   

 
A.  Length of Contract: Contract term is one (1) years with the possibility of renewal for up to 

(2) additional years contingent on funding and satisfactory performance. 

 

B.  Subcontractors: The Contractor shall not enter into any subcontract for any portion of the 

services covered by this Contract without obtaining prior written approval of the Department.  Any 

such subcontract shall be subject to all the conditions and provisions of this Contract.  The approval 

requirements of this paragraph do not extend to the purchase of articles, supplies, equipment, rentals, 

leases and other day-to-day operational expenses in support of staff or facilities providing the 

services covered by this Contract.   

 

C.  Funding Disclaimer Clause: Delaware Health and Social Services reserves the right to reject 

or accept any bid or portion thereof, as may be necessary to meet the Department’s funding 

limitations and processing constraints.  The Department reserves the right to terminate any 

contractual agreement upon fifteen (15) calendar days written notice in the event the state 

determines that state or federal funds are no longer available to continue said contractual 

agreement. 

 

       D.  Reserved Rights: Notwithstanding anything to the contrary, the Department reserves the 

 right to: 

 Reject any and all proposals received in response to this RFP; 

 Select a proposal other than the one with the lowest cost; 

 Waive or seek clarification on any information, irregularities, or inconsistencies in 

proposals received; 

 Negotiate as to any aspect of the proposal with the bidder and negotiate with more than 

one bidder at a time; 

 If negotiations fail to result in an agreement within two (2) weeks, the Department may 

terminate negotiations and select the next most responsive bidder, prepare and release a 

new RFP, or take such other action as the Department may deem appropriate. 

 

       E.  Termination Conditions 

The Department may terminate the contract resulting from this RFP at any time that the vendor 

fails to carry out its provisions or to make substantial progress under the terms specified in this 

RFP and the resulting proposal. 

 

mailto:charles.a.harris@state.de.us
mailto:americorpsgrants@cns.gov
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Prior to taking the appropriate action as described in the contract, the Department will provide the 

vendor with thirty (30) days notice of conditions endangering performance.  If after such notice 

the vendor fails to remedy the conditions contained in the notice, the Department shall issue the 

vendor an order to stop work immediately and deliver all work and work in progress to the State.  

The Department shall be obligated only for those services rendered and accepted prior to the date 

of notice of termination. 

 

The Contract may be terminated in whole or part:  

a)  by the Department upon five (5) calendar days written notice for cause or documented 

unsatisfactory performance, 

 b)  by the Department upon fifteen (15) calendar days written notice of the loss of funding or 

reduction of funding for the stated Contractor services,  

c)  by either party without cause upon thirty (30) calendar days written notice to the other Party, 

unless a longer period is specified. 

 

 F. Contractor Monitoring/Evaluation: The contractor will be monitored/evaluated on-site on a 

 regular basis.  Failure of the contractor to cooperate with the monitoring/evaluation process or to 

 resolve any problem(s) identified in the monitoring/evaluation may be cause for termination of 

 the contract. 

 

 G.  Payment: The agencies or school districts involved will authorize and process for payment 

 each invoice within thirty (30) days after the date of receipt.  The contractor or vendor must 

 accept full payment by procurement (credit) card and or conventional check and/or other 

 electronic means at the State’s option, without imposing any additional fees, costs or conditions. 

 H. W-9 Information Submission:  Awarded vendors will be required to submit their Form W-

 9 by accessing this website, http://accounting.delaware.gov/.  The vendor will complete the 

 secure form, read the affirmation, and submit the form by clicking the ―Submit‖ button.  

 Delaware Division of Accounting staff will review the submitted form for accuracy, 

 completeness, and standardization.  Once all the requirements are met, the form will be uploaded 

 to the vendor file and approved.  The vendor is then able to be paid for services provided.  

 

For those vendors that do not have internet access, a printable version of the Delaware Substitute 

Form W-9 can be faxed or mailed to the vendor.  Upon completion, the vendor will then fax or 

mail the form directly to the vendor staff at the Delaware Division of Accounting.  All vendor 

requests, additions and changes, will come directly from the vendor.  Questions for vendors who 

do not have internet access, contact vendor staff at (302) 734-6827.   

 

This applies only to the successful bidder and should be done when successful contract 

negotiations are completed.  It is not a required to be done as part of the submission of the 

bidder’s proposal. 

 

I.    Required Reporting: One of the primary goals in administering this contract is to keep 

accurate records regarding its actual value/usage.  This information is essential in order to 

update the contents of the contract and to establish proper bonding levels if they are 

required.  The integrity of future contracts revolves around our ability to convey accurate 

and realistic information to all interested Vendors. 

 

 A Usage Report (Attachment 1) shall be furnished on the 15
th
 (or next business day after the 15

th
 day) 

 of each month by the successful Vendor Electronically in Excel format detailing the purchasing of 

 all items on this contract. The reports (Appendix H) shall be submitted electronically in EXCEL and 

 sent as an attachment to charles.a.harris@state.de.us. It shall contain the six-digit department and 

http://accounting.delaware.gov/
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 organization code. Any exception to this mandatory requirement may result in cancellation of the 

 award.  Failure to provide the report with the minimum required information may also negate any 

 contract extension clauses.  Additionally, Vendors who are determined to be in default of this 

 mandatory report requirement may have such conduct considered against them, in assessment of 

 responsibility, in the evaluation of future proposals.  

 

The EXCEL Vendor Usage Report can Template can be obtained online at: 

http://gss.omb.delaware.gov/divisionwide/flowcharts.shtml#contracting 

 

X. FORMAT AND CONTENT OF RESPONSE 

 
Proposals shall contain the following information, adhering to the order as shown: 

 

A.  Bidder’s Signature Form, Certification sheet, Statement of Compliance: These forms found 

in Appendices B, C & D must be completed and signed by the bidder’s authorized representative.   

 

      B.   Title Page: The Title page shall include:  1) the RFP subject; 2) the name of the applicant; 3) the 

applicant’s full address; 4) the applicant’s telephone number; 5) the name and title of the 

designated contact person; and 6)   bid opening date May 4, 2012, 11a.m., local time. 

 

C.  Table of Contents: The Table of Contents shall include a clear and complete identification of 

information presented by section and page number. 

 

D. Guidelines for submission: Proposals must be submitted exactly as described in this RFP packet 

to be considered.  The proposal must respond to all requirements in this part of the RFP.  Any other 

relevant information that is not applicable to the proposal categories as described, should be provided 

as an appendix to the proposal itself.  If publications are supplied by an organization to respond to a 

requirement, the response should include reference to the document number and page number.  

Proposals not providing this reference shall be considered to have no additional reference material. 

 

E.  Signatures: The bidder must sign, date and return the RFP cover page or, if applicable, the cover 

page of the last amendment thereto in order to constitute acceptance by the bidder of all RFP terms 

and conditions.  Proposals must be complete, signed, sealed, and returned to the Procuring Agency as 

indicated on the cover page of the RFP by the receipt date and time specified in the cover page in 

order to be considered. 

 

F.  Number of Copies Required: Two (2) original CDs (Each Labeled as ―Original.  In addition, 

any required confidential financial or audit information relating to the company and not specifically to 

the proposal may be copied separately to one set of up to three (3) additional CDs (Each labeled 

―Corporate Confidential Information‖). All CD files shall be in PDF and Microsoft Word formats. 

Additional file formats (i.e. .xls, .mpp) may be required as requested. 

 

G.  Confidential Information: The following items, if required in response to this RFP, are to be 

included in a separate section of your proposal and marked as confidential.  These items are: 1) any 

financial information relating to the company or organization (not the RFP pricing or budget); 2) 

Organization Charts.  

 

H.  Qualifications and Experience: This section shall contain sufficient information to demonstrate 

experience and staff expertise to carry out the project.  A statement must be included that the vendor 

either has or certifies he/she will secure a Delaware Business License prior to initiation of the project.  

Attach articles of incorporation and IRS certification of tax exempt status if applicable.     

 

http://gss.omb.delaware.gov/divisionwide/flowcharts.shtml#contracting
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The specific individuals who will work on this project must be identified, along with the nature and 

extent of their involvement.  The qualifications of these individuals shall be presented (in resumes or 

other formats).  If conducting this project will require hiring of one or more individuals who are not 

currently employed by the bidding organization, applications shall provide detailed job descriptions, 

including required qualifications and experience. 

 

If subcontractors are to be used, the proposal shall also contain similar information regarding each 

 subcontractor. 

 

       I.    Bidder References: The names and phone numbers of at least three (3) organizations/agencies 

for whom the vendor carried out a similar project must be included.  If no similar project has 

been conducted, others requiring comparable skills can be used. 

 

Bidder shall list all contracts awarded to it or its predecessor firm(s) by the State of Delaware; 

during the last three years, by State Department, Division, Contact Person (with address/phone 

number), period of performance and amount.  The Evaluation/Selection Review Committee will 

consider these additional references and may contact each of these sources.  Information 

regarding bidder performance gathered from these sources may be included in the Committee’s 

deliberations and factored in the final scoring of the bid.  Failure to list any contract as required 

by this paragraph may be grounds for immediate rejection of the bid. 

 

J.     Proposed Methodology and Work Plan: This section shall describe in detail the approach that 

will be taken to carry out the activities described in the Scope of Services section of this RFP.  

Specific completion dates for the various tasks must be shown.  The workplan shall outline specific 

objectives, activities and strategies, and resources. 

 

K.    Certification and Statement of Compliance: The bidder must include statements that the 

applicant agency complies with all Federal and Delaware laws and regulations pertaining to equal 

opportunity and affirmative action.  In addition, compliance must be assured in regard to Federal and 

Delaware laws and regulations relating to confidentiality and individual and family privacy in health 

care delivery and in the collection and reporting of data.  (See Appendices D & E) 

 

L.    Standard Contract 

Appendix G is a copy of the standard boilerplate contract for the State of Delaware, Delaware 

Health and Social Services, Division of State Service Centers.  This boilerplate will be the one 

used for any contract resulting from this Request for Proposal.  If a bidder has an objection to 

any contract provisions or the RFP and its procurement provisions, objections shall be stated in 

the Transmittal Letter of the bidder’s proposal.  Execution of the contract is NOT required with 

proposal submission. The contract is provided as a courtesy for review by an interested 

bidder’s legal group. 

 

XI.   BUDGET 

Vendor will submit a line item budget, for each contract year, using a format mirroring that in 

Appendices A & B. Modifications to the budget after the award must be approved by the Division 

of State Service Centers.   

 

Applicants shall also describe any factors that may have an impact on the cost and should suggest 

a payment schedule contingent upon completion of the various tasks. 
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The Division of State Service Centers requires a budget submission that is more detailed than that 

shown in Appendices A & B. An AmeriCorps specific budget template is provided to you in the 

appendices. 

 

XII. GENERAL INSTRUCTIONS FOR SUBMISSION OF PROPOSALS 

A.  Number of Copies Required: Two (2) original CDs (Each Labeled as ―Original‖).  In 

addition, any required confidential financial or audit information relating to the company and not 

specifically to the proposal may be copied separately to one set of up to three (3) additional CDs 

(Each labeled ―Corporate Confidential Information‖). All CD files shall be in PDF and Microsoft 

Word formats. Additional file formats (i.e. .xls, .mpp) may be required as requested. 

 

It is the responsibility of the bidder to ensure all submitted CDs are machine readable, virus 

free and are otherwise error-free. CDs (or their component files) not in this condition may 

be cause for the vendor to be disqualified from bidding. 

 

Bidders will no longer be required to make hard copies of proposals with the exception that one 

copy of a Cover Letter along with one copy each of Appendices C, D, E, and F must be submitted 

in hardcopy with original signatures.  

 

The cover letter should include: bidder recognition of all addenda posted on the RFP website 

(http://bids.delaware.gov.) relative to this RFP, a statement confirming the proposal remains 

effective through the date shown in (D) below, a statement the bidder has or agrees to obtain a 

Delaware business license if awarded a contract, a statement confirming pricing was arrived at 

without collusion. The responses to this RFP shall be submitted to: 

 

Kieran Mohammed 

Division of Management Services 

Delaware Health and Social Services 

Main Administration Building, Sullivan Street, Second Floor, Room 257 

1901 North DuPont Highway, New Castle, DE  19720 

 

B.  Closing Date: All responses must be received no later than May 4, 2012, 11:00 a.m., local 

time.  Late submission will be cause for disqualification. 

 

C. Opening of Proposals: The State of Delaware will receive proposals until the date and time 

shown in this RFP.  Proposals will be opened only in the presence of the State of Delaware 

personnel.  Any unopened proposals will be returned to Vendor.   

 

There will be no public opening of proposals but a public log will be kept of the names of all 

vendor organizations that submitted proposals.  The contents of any proposal shall not be 

disclosed to competing vendors prior to contract award. 

 

D. Proposal Expiration Date: The amount of funding available from the Corporation for 

National and Community Service for AmeriCorps projects in Delaware is currently unknown. 

The Division of State Service Centers can therefore not provide prices in the proposal. The State 

of Delaware reserves the right to ask for an extension of time if needed. 

E. Acknowledgement of Understanding of Terms: By submitting a bid, each vendor shall be 

deemed to acknowledge that it has carefully read all sections of this RFP, including all forms, 

http://bids.delaware.gov/
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schedules and exhibits hereto, and has fully informed itself as to all existing conditions and 

limitations. 

F. Realistic Proposals: It is the expectation of the State of Delaware that vendors can fully 

satisfy the obligations of the proposal in the manner and timeframe defined within the proposal.  

Proposals must be realistic and must represent the best estimate of time, materials and other costs 

including the impact of inflation and any economic or other factors that are reasonably 

predictable. 

 

The State of Delaware shall bear no responsibility or increase obligation for a vendor’s failure to 

accurately estimate the costs or resources required to meet the obligations defined in the proposal. 

G. Non-Conforming Proposals:  Non-conforming proposals will not be considered.  Non-

conforming proposals are defined as those that do not meet the requirements of this RFP.  The 

determination of whether an RFP requirement is substantive or a mere formality shall reside 

solely within the State of Delaware 

 

H.  Notification of Acceptance: Notification of the Department's intent to enter into contract 

negotiations will be made in writing to all bidders. 

 

I.  Questions: All questions concerning this Request for Proposal must reference the pertinent 

RFP section(s) and page number(s). Questions must be in writing and be emailed to: Charles A. 

Harris, Program Officer, AmeriCorps, Email: charles.a.harris@state.de.us 

 

Deadline for submission of all questions is April 12, 2012.  All questions and answers will be 

posted on http://bids.delaware.gov on April 13, 2012. 

 

J.  Amendments to Proposals: Amendments to proposals will not be accepted after the deadline 

for proposal submission has passed.  The State reserves the right at any time to request 

clarification and/or further technical information from any or all applicants submitting proposals. 

 

K.  Proposals Become State Property: All proposals become the property of the State of 

Delaware and will not be returned to the bidders.  The State will not divulge any information 

identified as confidential at the time of proposal submission provided the information resides 

solely on the CD (s) marked confidential. 

 

L. Non-Interference Clause: The awarding of this contract and all aspects of the awarded 

bidders contractual obligations, projects, literature, books, manuals, and any other relevant 

materials and work will automatically become property of the State of Delaware.  The awarded 

bidder will not in any manner interfere or retain any information in relationship to the 

contractual obligations of said contract, at the time of the award in the future tense. 

 

M.  Investigation of Bidder’s Qualifications: Delaware Health and Social Services may make 

such investigation as it deems necessary to determine the ability of the bidder to furnish the 

required services, and the bidder shall furnish such data as the Department may request for this 

purpose. 

 

N.  RFP and Final Contract: The contents of the RFP will be incorporated into the final contract 

and will become binding upon the successful bidder.  If the bidder is unwilling to comply with any 

of the requirements, terms, and conditions of the RFP, objections must be clearly stated in the 

proposal.  Objections will be considered and may be subject to negotiation at the discretion of the 

state. 

http://bids.delaware.gov/
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O.  Proposal and Final Contract: The contents of each proposal will be considered binding on 

the bidder and subject to subsequent contract confirmation if selected.  The contents of the 

successful proposal will be included by reference in the resulting contract.   

 

All terms, and conditions contained in the proposal will remain fixed and valid for 150 days after 

proposal due date. 

 

  P.  Cost of Proposal Preparation: All costs for proposal preparation will be borne by the bidder. 

 

Q.  Proposed Timetable: The Department’s proposed schedule for reviewing proposals is 

outlined below. The Department, in all cases, will determine the ultimate timing of events related 

to this procurement. 

2012 AmeriCorps*State Formula RFP Timeline 

 

Concept Paper applications must be received by the Delaware Commission no later than, May 4, 

2012 by 11 a.m. EST. The RFP timeline is as follows: 

 

DATE    ACTIVITY 

 

March 12, 2012   Delaware Commission Notice of Funding Opportunity 

April 5, 9, 10, 2012  Grant Information Sessions (Kent, New Castle & Sussex) 

April 12, 2012   Intent to Apply Email Notification Due 

May 4, 2012   RFP Due 

May 7, 2012   Peer/Commission Reviews 

May 14, 2012   Technical Assistance Sessions 

May 17, 2012   Applicants enter final version into eGrants 

May 18, 2012   Submission to CNCS by Commission 

May 31, 2012   CNCS announces decision for Competitive grants 

June 21, 2012   Commission announces decision for Formula grants 

October 1, 2012   Members begin service 

 

R.  Confidentiality and Debriefing: The Procurement Administrator shall examine the proposal to 

determine the validity of any written requests for nondisclosure of trade secrets and other 

proprietary data identified in conjunction with the Attorney General’s Office.  After 

award of the contract, all responses, documents, and materials submitted by the offeror 

pertaining to this RFP will be considered public information and will be made available 

for inspection, unless otherwise determined by the Director of Purchasing, under the laws 

of the State of Delaware.  All data, documentation, and innovations developed as a result 

of these contractual services shall become the property of the State of Delaware. Based 

upon the public nature of these Professional Services (RFP) Proposals a bidder must 

inform the state in writing, of the exact materials in the offer which CANNOT be made a 

part of the public record in accordance with Delaware’s Freedom of Information Act, 

Title 29, Chapter 100 of the Delaware Code. 

 

 If a bidder wishes to request a debriefing, he must submit a formal letter to the Procurement 

Administrator, Herman M. Holloway Campus, Delaware Health and Social Services Main 

Building, 2nd Floor, Room 257, 1901 N. DuPont Highway, New Castle, Delaware 19720 

within 10 days after receipt of Notice of Award. The letter must specify reasons for the 

request.  
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S. Consultants and Legal Counsel 

The State of Delaware may retain consultants or legal counsel to assist in the review and 

evaluation of this RFP and the vendors’ responses.  Bidders shall not contact consultant or legal 

counsel on any matter related to the RFP. 

T. Exclusions: The Proposal Evaluation Team reserves the right to refuse to consider any 

 proposal from a vendor who: 

 

 Has been convicted for commission of a criminal offense as an incident to obtaining or 

attempting to obtain a public or private contract or subcontract, or in the performance of 

the contract or subcontract;  

 Has been convicted under State or Federal statutes of embezzlement, theft, forgery, 

bribery, falsification or destruction of records, receiving stolen property, or other offense 

indicating a lack of business integrity or business honesty that currently and seriously 

affects responsibility as a State contractor; 

 Has been convicted or has had a civil judgment entered for a violation under State or 

Federal antitrust statutes; 

 Has violated contract provisions such as: 

 Knowing failure without good cause to perform in accordance with the specifications or 

within the time limit provided in the contract; or 

 Failure to perform or unsatisfactory performance in accordance with terms of one or 

more contracts; 

 Has violated ethical standards set out in law or regulation; and 

 Any other cause listed in regulations of the State of Delaware determined to be serious 

and compelling as to affect responsibility as a State contractor, including suspension or 

debarment by another governmental entity for a cause listed in the regulations. 

 

U.  Project Costs and Proposed Scope of Service: The Department reserves the right to award 

this project to a bidder other than the one with the lowest cost or to decide not to fund this 

project at all.  Cost will be balanced against the score received by each bidder in the rating 

process.  The State of Delaware reserves the right to reject, as technically unqualified, proposals 

that are unrealistically low if, in the judgment of the evaluation team, a lack of sufficient 

budgeted resources would jeopardize project success. 
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APPLICATION INSTRUCTIONS  
 

NOTE: SERVE DELAWARE REQUIRES ALL APPLICANTS TO APPLY FOR FORMULA FUNDS WITHIN 

EGRANTS.  

 

New applicants need to establish an eGrants account by accessing this link: 

https://egrants.cns.gov/espan/main/login.jsp and selecting ―Don’t have an eGrants account? Create an 

account.‖ 

 

In eGrants, before Starting Section I you will need to: 

 Start a new Grant Application 

 Select a Program Area (AmeriCorps) 

 Select a NOFA:  

 

Your application consists of the following components. Make sure to complete each section. 

I. Applicant Info  

II.  Application Info 

III. Narratives 

IV.  Performance Measures 

V. Documents 

VI. Budget  

VII. Review, Authorize, and Submit 

VIII. Survey on Ensuring Equal Opportunity for Applicants (Optional)  

 

I. Applicant Info 
 

Information entered in the Applicant Info, Application Info, and Budget sections will populate the SF 424 

Facesheet.  

 

 Select New only if you are applying for the first time.  

 Enter, or update the requested information in the fields that appear. The contact person needs to be the 

person who can answer questions about the application. 

II. Application Info 

 
In the Application Info Section enter: 

 Areas affected by your proposed program. Please include the two-letter abbreviation with both letters 

capitalized for each state where you plan to operate. Separate each two-letter state abbreviation with a 

comma. For city or county information, please follow each one with the two-letter capitalized state 

abbreviation. 

 Requested project period start and end dates. A proposal to Serve Delaware for an application to 

operate exclusively in Delaware should request a program start date of September 1, 2012.  The 

project period is one year.   

 Indicate Yes or No if you are delinquent on any federal debt. If yes, send explanation.  

 State Application Identifier:  Enter N/A. 

- The Application is Subject to Review by State Executive Order 12372 Process:  This is pre-filled 

as ―No, this is not applicable.‖  

 If you plan to request a waiver of the volunteer leveraging requirement please select ―Request a 

waiver‖ at the bottom of the screen. A pop-up screen will appear. Select a waiver type and enter your 

volunteer leveraging waiver request justification in the narrative field in 2,000 characters or less. 

https://egrants.cns.gov/espan/main/login.jsp
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 Leave the box for ―Program Initiative‖ blank.  

 The ―Estimated Funds Requested‖ box will be populated automatically after you complete the budget. 

 

III. Narratives 
 

The narrative section of the application is your opportunity to convince reviewers that your project meets 

the selection criteria. Below are some general recommendations to help you present your project in a way 

the reviewers will find compelling and persuasive. 

 Lead from your program strengths and be explicit. Do not make the mistake of trying to 

stretch your proposed program description to fit each funding priority and special 

consideration articulated in the regulations or the Notice.  

 Be clear and succinct. Reviewers are not interested in jargon, boilerplate, rhetoric, or 

exaggeration. They are interested in learning precisely what you intend to do, and how your 

project responds to the selection criteria presented below. 

 Avoid circular reasoning. The problem you describe should not be defined as the lack of the 

solution you are proposing. 

 Explain how. Avoid simply stating that the criteria will be met. Explicitly describe how the 

proposed project will meet the criteria. 

 Don’t make assumptions. Even if you have received funding from CNCS in the past, do not 

assume your reviewers know anything about you, your proposed program, your partners, or 

your beneficiaries. Avoid overuse of acronyms. 

 Use an impartial proofreader. Before you submit your application, let someone who is 

completely unfamiliar with your project read and critique the project narrative. 

 Follow the instructions and discuss each criterion in the order they are presented in the 

instructions. Use headings to differentiate narrative sections by criterion. 

 

In eGrants, you will enter text for  

 Executive Summary. 

 Rationale and Approach (Program Design).  

 Organizational Capability.  

 Cost Effectiveness and Budget Adequacy.  

 Evaluation Plan.  

 

You may not exceed 26 double-spaced pages for the Narratives, including the Executive Summary and 

Cover Page, as the pages print out from eGrants. Reviewers will not consider material submitted over the 

page limit, even if eGrants allows you to enter and submit text over the limit. From the Review and 

Submit page, print out your application prior to final submission to ensure it is not over the 26 page 

limit. This limit does not include the budget and performance measures. 
 

Note: The Narratives Section also includes fields for Clarification Information, Amendment Justification, 

and Continuation Changes. Please enter N/A in these fields. They may be used at a later date to enter 

information for clarification following review, to request amendments once a grant is awarded, and to 

enter changes in the narrative in continuation requests.  

 

External and staff reviewers will assess your application against the selection criteria. The bullets that 

follow the criteria are recommendations on how to best respond to the criteria. To best respond to the 

criteria, we suggest that you include a brief discussion of each bullet if it pertains to your application. 
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A. Executive Summary 

 
Please provide a one-paragraph executive summary of your proposed program. This summary must be 

one-half page or less. The summary should include who, what, where, when, and why:  

 Who will be serving? Who will be served?  

 What will the AmeriCorps members do?  

 Where will the activity take place? 

 When does the project begin and end? 

 What is the expected outcome(s) of the project?   

 

You may fill in the green blanks in the following template to complete your executive summary. 

 

[Number of] AmeriCorps members will leverage an additional [number of leveraged volunteers, if 

applicable] to [what the members will be doing] in [where they will be working]. At the end of the 

[duration of project] period, [anticipated outcome of project]. This project will focus on the CNCS focus 

area of [Focus Area(s)]. The CNCS investment of $[amount of request] will be matched with $[amount of 

projected match].  

 

B. Selection Criteria 
 

Each application must clearly describe a project that will effectively deploy AmeriCorps members to 

solve a significant community problem.  

 

Rationale and Approach/ Program Design (50 percent) 
 

In assessing Rationale and Approach/ Program Design, reviewers will examine the degree to which the 

applicant demonstrates how AmeriCorps members are particularly well-suited to solving the identified 

community needs.  

 

Specifically, reviewers will assess the extent to which the applicant: 

 Provides persuasive evidence that the identified needs exist in the targeted community(ies). (5 

points) 

 Describes the ways in which AmeriCorps members are a highly effective means to solving the 

identified community needs, including the unique value added by AmeriCorps. (15 points) 

 Describes how the interventions the AmeriCorps members and volunteers are or will be engaged 

in are both evidence-based and will have a measurable community impact. The intervention is 

evidence-based if programs can demonstrate community impact and solve community problems 

through an evidence based approach (e.g. performance data, research, theory of change). (15 

points)  

 Describes the program components that enable the AmeriCorps members to have powerful 

service experiences that increase community impact and lead to continued civic participation and 

connectivity with other AmeriCorps and national service participants. (10 points) 

 Convincingly links four major elements: (1) the need(s) identified, (2) the intervention that will 

be carried out by AmeriCorps members and community volunteers, (3) the ways in which 

AmeriCorps members are particularly well-suited to deliver the intervention, and (4) the 

anticipated outcomes. (5 points) 

 

If a new applicant is already working to meet the community need identified in the application, the 

applicant should describe how the proposed use of AmeriCorps members will add value, i.e., be more 

effective than what is currently being implemented, or enhance existing efforts.  Include what the 

applicant’s efforts and impact have been to date.  
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In discussing how you will meet the criteria, please include your response to the following: 

 

a. Need  
Describe the community need(s) you will be working on. Why did you choose this need? Provide 

documentation of the extent/severity of the need in the target community. Describe the target community. 

Why did you select this population to be served?  What is the impact of the planned services on this 

population? 

 

b. Value Added: AmeriCorps Member Roles and Responsibilities  
What will members do? Give examples of specific proposed member activities. Why are the members a 

highly effective means to solve the identified community need?  What is the added value of the 

AmeriCorps members’ service? How many members are you requesting? What types of slots (service 

terms) are needed for these members?  If you are requesting different slot types, explain how the different 

slot types align with your program design and activities. 

 

c. Evidence-Based 
Describe how the interventions the AmeriCorps members and volunteers will be engaged in are both 

evidence-based and will have a measurable community impact. 

 

d. Member Experience 
Describe the program components that enable the AmeriCorps members to have powerful service 

experiences that increase community impact and lead to continued civic participation and connectivity 

with other AmeriCorps and national service participants. Demonstrate how you will provide structured 

opportunities for participants to reflect on and learn from their service which will result in a quality 

member experience and promote a lifelong ethic of service and civic responsibility. Describe how your 

program will ensure that members are aware they are AmeriCorps members and identify as such to 

community members, partners, and the general public. Describe how you will connect your members with 

each other, with other AmeriCorps members and national service participants in the local communities in 

which they serve, with other AmeriCorps and national service participants in the state, and nationally. 

How will your program foster a sense of connection and identity with the AmeriCorps brand? 

 

e. Overall Picture 
How does your program design link: (1) the need(s) identified, (2) the intervention that will be carried out 

by AmeriCorps members and community volunteers, (3) the ways in which AmeriCorps members are 

particularly well-suited to deliver the intervention, and (4) the anticipated outcomes? 

 

f. AmeriCorps Member Selection, Training, and Supervision 
Describe your plans for recruiting members for your program. Describe how members will be included 

from the local communities to be served by your program. If you will be recruiting and engaging 

traditionally underrepresented populations, please describe the organization’s history with working with 

those populations or how it will ensure success if this is a new population being recruited. 

Underrepresented populations may include new Americans, low-income individuals, rural residents, older 

Americans, veterans, members of faith-based organizations, communities of color, Native Americans and 

people with disabilities.  

 

Describe your plan for orienting members to AmeriCorps, the community they are serving, their 

placement site, and to the service they will perform. Describe how you will ensure that training provided 

to members will prepare members to perform all the activities they will engage in during their term of 

service. Describe, as necessary, the ongoing training provided to members throughout their terms. What 

are the anticipated training topics and the timeline for member training? How and when will you ensure 
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that members are aware of prohibited activities? What, if any, program design and/or member or staff 

training changes will be made to ensure a positive member experience for underrepresented populations? 

 

Describe your plan for supervising members, and how it ensures that members will receive adequate 

support and guidance throughout their terms. Who will supervise the AmeriCorps members? Describe 

how supervisors are selected and trained. Describe how your program provides training, oversight, and 

support to supervisors. 

 

g. Outcome: Performance Measures  
What is the overall change you want to see by the end of the three-year grant cycle? What demonstrable 

impact will your program have?  How will you measure impact? How will you report on this on an annual 

basis? How did you determine your performance measure targets? 

 

Current Grantees Only: What impact has your program had? How successful have you been in tackling 

the identified problem? 

 

h. Volunteer Generation  
Describe how the proposed program will recruit volunteers to expand the reach/impact in the community. 

How will volunteers help meet the identified community needs and what will be their role(s)?  What role 

will AmeriCorps members have in volunteer recruitment and management? If you are requesting a waiver 

of the requirement to recruit or support volunteers (see 45 CFR § 2520.35), enter the rationale in the 

waiver justification field (see p. 6). 

 

i. Tutoring Programs Only 
If you are proposing to operate a tutoring program, describe how your process complies with AmeriCorps 

requirements for member tutoring qualifications. Members who tutor must have a high school diploma, 

and successfully complete high-quality, research-based pre- and in-service training for tutors. This 

requirement does not apply to a member enrolled in a secondary school who is providing tutoring through 

a structured, school-managed cross-grade tutoring program.  

 

Describe how your strategy for training members complies with AmeriCorps requirements for member 

tutor training that is high quality and research based, consistent with the instructional program of the local 

agency and with state academic content standards [section 1111 of the Elementary and Secondary 

Education Act of 1965 (20 U.S.C. 6311)], includes appropriate member supervision by individuals with 

expertise in tutoring, and provides specialized pre-service and in-service training consistent with the 

activities the member will perform.  
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Organizational Capability (25 percent) 
 

Reviewers will assess the extent to which: 

 The organization has the experience, staffing, and management structure to plan, implement and 

evaluate the proposed program.  

 The organization has secured, or describes an effective plan for securing, the financial and in-kind 

resources necessary to support program implementation and to demonstrate community 

stakeholder support.  

 The organization has the ability and structure to ensure its and its subgrantees and/or service 

locations’ compliance with AmeriCorps rules and regulations including prohibited activities. 

 Current or previous AmeriCorps grantees filled the member positions they were awarded and 

retained the AmeriCorps members they enrolled or have provided an explanation for less than 

100% enrollment and retention. 

 Current or previous AmeriCorps grantees have met performance targets and demonstrated 

compliance with grant terms and conditions. 

 

In discussing how you will meet the criteria, please include your response to the following: 

 

a. Organizational Background and Staffing 
Provide the organization’s mission and a brief history. Identify the primary and secondary contacts for the 

grant application. Describe your organization’s prior experience administering AmeriCorps grants or 

other federal funds. Describe your organization’s experience raising funds to support service activities 

and initiatives. Please list all sources of organizational funding in this section, and what percent the 

proposed AmeriCorps project represents in your budget. If you have received support from CNCS during 

the last five years, please specify what type of support you received. What percentage of your total 

funding comes from CNCS? 

 

Explain your organization’s management structure and how the board of directors (if applicable), 

administrators, and staff members will support your program.  

 

If you already operate an AmeriCorps program, describe how it is integrated and supported within your 

organization.  Provide evidence that you have managed the program well, have performed satisfactorily, 

and have a record of compliance and responsiveness. 

 

Who will staff the AmeriCorps program and what is their specific role? What is their relevant experience? 

If positions are currently vacant, please describe the desired qualifications for each open position. What 

are your plans for providing financial and programmatic orientation; training and technical assistance; and 

monitoring program and service sites for compliance?  

 

b. Sustainability  
Outline your plans for ensuring that the impact of your program in the community is sustainable beyond 

the presence of federal support. For example, you might describe how your community relationships will 

lead to community investment in the program’s continued operation; how you will diversify your funding 

sources to include a wide range of stakeholders (such as state, local, and private sector funding); how 

your strategies for recruiting and supporting volunteers will sustain member activities after your 

AmeriCorps grant ends; or how the community will maintain your project once it is completed. 

 

Who are your community stakeholders and partners? How are they involved in planning and 

implementing the proposed program?  
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c. Compliance and Accountability 
How will your organizational ensure compliance with AmeriCorps rules and regulations at the grantee, 

subgrantee, and service site locations (if applicable)? How will your organization prevent and detect 

compliance issues in general and specifically as it relates to prohibited activities? How will your 

organization hold itself, subgrantees, and service site locations (if applicable) accountable if instances of 

risk or noncompliance are identified?  

 

d. Enrollment and Retention (Current Grantees and Former Grantees Only) 
Enrollment:  If you enrolled less than 100% of slots received during your last full year of 

program operation, provide an explanation, and describe your plan for improvement. Enrollment 

rate is calculated as slots filled plus refill slots filled divided by slots awarded. Full enrollment is 

a Serve Delaware expectation. 

 
Retention: If you were not able to retain all of your members during your last full year of 

program operation, provide an explanation, and describe your plan for improvement. While we 

recognize retention rates may vary among equally effective programs depending on the program 

model, we expect grantees to pursue the highest retention rate possible. Retention rate is 

calculated as the number of members exited with award (full or partial award) divided by the 

number of members enrolled. 

 

e. Performance Targets and Demonstrated Compliance 
Performance Targets: Describe your performance against objectives during your last full year of program 

operation.  If you did not meet performance targets, provide an explanation and describe your plan for 

improvement. 

 

Demonstrated Compliance: Describe any compliance issues and areas of weakness/risk identified during 

your last full year of program operation at your organization, your subgrantees, service sites (if 

applicable).  If you, your subgrantees, and service sites (if applicable) had compliance or areas of 

weakness/risk identified, provide an explanation and describe the corrective action taken and your plan 

for improvement. 

 

f. Operating Sites and Member Service Sites (Multi-Site Applicants Only) 
Identify your proposed operating sites and member service sites. Describe your process for selecting 

operating and service sites and ensuring they have adequate programmatic and financial capabilities to 

succeed. How will your site selection process incorporate the criteria required by the AmeriCorps 

regulations 45 CFR §2522.475 (quality, innovation, sustainability, quality of leadership, past 

performance, community involvement), and the special considerations found in 45 CFR §2522.450 

(program models, program activities and programs supporting distressed communities)? What are your 

current or previous programmatic and funding relationships with the sites? If member service sites are not 

yet known, describe your timeline for selecting service sites. 

 

For programs operating exclusively in Delaware, submit Host Site Applications for all known sites to 

Charles Harris, AmeriCorps Program Officer, at Charles.a.harris@state.de.us. 

 

g. Special Circumstances  
In applying the organizational capability criteria, reviewers may also take into account the following 

circumstances of individual organizations: The age of your organization and its rate of growth; and 

whether your organization serves a resource-poor community, such as a rural or remote community, a 

community with a high poverty rate, or a community with a scarcity of philanthropic and corporate 

resources. In considering applications, CNCS shall ensure the equitable treatment of applicants from 

urban areas, applicants from rural areas, applicants of diverse sizes (as measured by the number of 

participants served), applicants from States, and applicants from national nonprofit organizations. 
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If you feel that any of the circumstances stated above have an impact on your organizational capability 

that has not already been discussed, please describe the circumstance and how it affects your 

organizational capacity. 

 

Cost Effectiveness and Budget Adequacy (25 percent) 
 

For cost-reimbursement grants, reviewers will assess the extent to which: 

 The budget is clear, reasonable, cost-effective, and in alignment with the program narrative.  

 The requested funds do not exceed the maximum cost per Member Service Year (MSY), or for 

existing programs, have not increased over previous years. The amount requested is a competitive 

factor in the selection process.  

 

For Education Award Only Programs and Full-time Fixed-amount grants, reviewers will assess: 

 The applicant’s demonstrated understanding of total program cost and capacity to raise the 

additional resources beyond the fixed-amount provided by CNCS. 

 The amount requested per member. Fixed-amount applicants are encouraged to request less than 

the full maximum amount allowed per MSY. The amount requested is a competitive factor in the 

selection process.  

 

a. Cost Effectiveness  
The cost per MSY is determined by dividing the CNCS share of budgeted grant costs by the number of 

MSYs requested in the application. It does not include childcare or the cost of the education award. One 

MSY is equivalent to at least 1700 service hours, a full-time AmeriCorps position. The cost per MSY will 

be automatically calculated once you enter your budget in eGrants. 

 

The maximum allowable cost per MSY is published each year in the Notice. Cost effectiveness will be 

evaluated by analyzing cost per MSY in relation to your program design. If you request above the 

maximum, please justify. This is rarely approved. 

 

Demonstrate how your program has or will obtain diverse resources for program implementation. Indicate 

how much funding your program needs from non-Corporation sources to support the project. Indicate the 

non-CNCS resource commitments (in-kind and cash) that you have obtained to date and the sources of 

these funds. Indicate what additional commitments you plan to secure, and how you will secure them.   

 

b. Current Grantees Only:   
Describe the extent to which you are increasing your share of costs to meet or exceed program goals, or 

the extent to which you are proposing deeper impact or broader reach without a commensurate increase in 

Federal funds. 

 

c. Special Circumstances 
In applying the cost-effectiveness criteria, CNCS may take into account the following circumstances of 

individual programs: program age, the extent to which your program expands to new sites; whether your 

program or project is located in a resource-poor community, such as a rural or remote community, a 

community with a high poverty rate, or a community with a scarcity of corporate or philanthropic 

resources; whether your program or project is located in a high-cost, economically distressed community, 

measured by applying appropriate Federal and State data; and whether the reasonable and necessary costs 

of your program or project are higher because they are associated with engaging or serving difficult-to-

reach populations, or achieving greater program impact as evidenced through performance measures and 

program evaluation. 
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If you feel that any of the circumstances stated above have an impact on your organizational 

capability that has not already been discussed, please describe the circumstance and how it 

affects your organizational capacity. 

 

d. Budget Adequacy  
Unless you are applying for an EAP or Full-time Fixed-Amount grant, discuss the adequacy of your 

budget to support your program design including how it is sufficient to support your program activities 

and desired outputs and outcomes. Please explain how the cost of criminal history checks and FBI checks, 

if applicable, are covered if they are not included in the budget. 

 

e. EAPs and Full-time Fixed-Amount Applicants Only 
The extent to which a current grantee is increasing its share of costs will not be considered in assessing a 

fixed-amount application. However, all other indicators described under Cost Effectiveness and Budget 

Adequacy will apply and the section will be weighted 25% of the total application.  

 

Discuss how you will raise the additional resources you will need to manage and operate an AmeriCorps 

program. Identify the total amount you have budgeted to operate the program, including the fixed amount 

from the CNCS and grantee share and how your program determined that amount. Keep in mind that full-

time AmeriCorps program costs include expenditures for the AmeriCorps living allowance, health care 

and criminal history checks.  

 

Education Award Programs are not required to pay living allowances or cover health care for less-than-

full-time members, but must conduct criminal history checks. You will not be required to track or report 

on your expenditures. However, you must demonstrate that you have planned for total costs. Reviewers 

will assess the adequacy of your plan to secure resources to support your program design. 

C.  Evaluation Summary or Plan  

If you are competing for the first time, please enter N/A in the Evaluation Summary or Plan field since it 

pertains only to recompeting grantees. If you are Recompeting for AmeriCorps funds for the first time you 

must submit a summary of your evaluation efforts or plan to date in the Evaluation Summary or Plan field 

in eGrants. If you are recompeting for a subsequent time, you must submit your evaluation report 

according to the instructions in V. E., below. An evaluation report may be submitted in place of an 

evaluation plan.  

 

Your evaluation requirements will differ depending on the amount of your grant, as described in the 

AmeriCorps Regulations, Section 2522.710: 

 If you are State and National grantee (other than an Education Award Program grantee), and your 

average annual CNCS program grant is $500,000 or more, you must arrange for an external 

evaluation of your program, and you must submit the evaluation with any application to CNCS for 

competitive funds as required in §2522.730 of this subpart. 

 If you are State and National  grantee whose average annual CNCS program grant is less than 

$500,000, or an Education Award Program grantee, you must conduct an internal or an external 

evaluation of your program, and you must submit the evaluation with any application to CNCS for 

competitive funds as required in §2522.730 of this subpart. 

 

A formula program will be considered a Recompeting application if it satisfies the CNCS definition of 

―same project‖ below, and has been funded in formula for at least one three-year cycle. If your project 

satisfies the definition of same project, and you have completed one three-year cycle, you will be required 

to submit an evaluation plan, summary, or evaluation report when you Recompete for the first time. If 

your project does not satisfy the definition, it will be considered new and will not be required to submit an 

evaluation plan, summary, or completed evaluation. 
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Two projects will be considered the same if they: 

 Address the same issue areas. 

 Address the same priorities. 

 Address the same objectives. 

 Serve the same target communities and population. 

 Utilize the same sites. 

 Use the same program staff and members. 

D.  Amendment Justification 

Enter N/A. This field will be used if you are awarded a grant and need to amend it.  

 

E. Clarification Information 
Enter N/A. This field will be used to enter information that requires clarification in the post-review 

period. Please clearly label new information added during clarification with the date. 

 

F. Continuation Changes 
Enter N/A. This field will be used to enter changes in your narratives in your continuation requests.  

 

IV. Performance Measures 
 

All applicants must submit performance measures with their application.  Applicants are encouraged to 

select performance measures from Tier 1, 2, 3.   

 

Serve Delaware will email a copy of a very useful presentation on Performance Measure creation and use 

created by the Corporation for National Service to all organizations that attend the RFP information 

sessions. 

 

For more information about Performance Measures go to: 

http://www.nationalserviceresources.org/star/ac 
 

For more information about the National Performance Measures go to: 

http://www.nationalserviceresources.org/national-performance-measures/home. 

V. Documents  

 

In addition to the application submitted in eGrants, you are required to provide your evaluation, 

labor union concurrence (if necessary – see B., below) and a federally-approved indirect cost 

agreement (if budgeted by multi-state applicants, states and territories without commissions, and 

Tribes only) in hard copy or e-mail, as part of your application. After you have submitted the 

documents, change their status in eGrants from the default ―Not Sent‖ to the applicable status 

―Sent,‖ ―Not Applicable,‖ or ―Already on File at CNCS.‖.  

 

A.  Evaluation 

Submit any completed evaluation plan or report. Select Evaluation and select ―Sent‖ once you 

have submitted a completed evaluation plan or report. If an evaluation is required, you must 

submit a copy at the time of application even if you think Serve Delaware and/or CNCS may 

already have it on file.  

 

http://www.nationalserviceresources.org/star/ac
http://www.nationalserviceresources.org/national-performance-measures/home
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B.  Labor Union Concurrence 
1) If a program applicant:  

a) Proposes to serve as the placement site for AmeriCorps members; and 

b) Has employees engaged in the same or substantially similar work as that proposed to be 

carried out by AmeriCorps members; and 

c) Those employees are represented by a local labor organization, then the application must 

include the written concurrence of the local labor organization representing those employees. 

Written concurrence can be in the form of a letter or e-mail from the local union leadership. 

 

2) If a program applicant: 

a) Proposes to place AmeriCorps members at sites where they will be engaged in the same or 

substantially similar work as employees represented by a local labor organization, then the 

applicant must submit a written description of how it will ensure that: 

i) AmeriCorps members won’t be placed in positions that were recently occupied by paid 

staff  

ii) No AmeriCorps member will be placed into a position for which a recently resigned or 

discharged employee has recall rights as a result of a collective bargaining agreement, 

from which a recently resigned or discharged employee was removed as a result of a 

reduction in force, or from which a recently resigned/discharged employee is on leave or 

strike.   

  

For the purposes of this section, ―program applicant‖ includes any applicant to CNCS or a State 

Commission, as well as any entity applying for assistance or approved national service positions through 

a CNCS grantee or subgrantee. 

 

If either 1) or 2) above applies to you, please select ―Enter New,‖ name the new document 1) ―Labor 

Union Concurrence,‖ or 2) ―Displacement Assurance‖ and select ―Sent.‖   

 

C. Delinquent on Federal Debt 
Any applicant that checks Yes to the question on federal debt delinquency must submit a complete 

explanation. 

 

D.  Submission Instructions for Host Site Agreements, Evaluations, Labor Union 

Concurrence, and Indirect Cost Rate Agreements 
 

Submit the required documents to charles.a.harris@state.de.us. If this is impossible or impractical you 

may send hard copy information to: 

Serve Delaware 

ATT: Charles Harris 

Charles Debnam Building 

1901 N. DuPont highway 

New Castle, DE 19720 

 

This information must be received by Serve Delaware by 11a.m. EST on May 4, 2012. 
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VI. Budget Instructions  
 

For Fixed-Amount grants, including Education Award Programs:  Use the Budget Instructions for 

Fixed-Amount applicants and the Budget Worksheet to prepare your budget.   

 

A. Match Requirements 
Program requirements, including requirements on match are located in the AmeriCorps regulations and 

summarized below.  

 

Table 2:  Match Requirements in the AmeriCorps Regulations 

Competition Match Requirement 

State and National Formula  Minimum grantee share is 24% of program costs 

for the first three years. Overall grantee share of 

total program costs increases gradually beginning 

in Year 4 to 50% by the tenth year of funding and 

any year thereafter. 

State EAP Fixed-Amount Grants There are no specific match requirements for fixed-

amount grants. Grantees pay all program costs over 

$800 per MSY provided by CNCS. 

Full-time Fixed-Amount Grants  There are no specific match requirements for fixed-

amount grants. Grantees pay all program costs over 

the $13,000 per MSY provided by CNCS 

 

 Grantees are required to meet an overall matching rate that increases over time. You have the 

flexibility to meet the overall match requirements in any of the three budget areas, as long as the 

minimum match of 24% for the first three years, and the increasing minimums in years thereafter, are 

maintained. See 45 CFR §§ 2521.35–2521.90 for the specific regulations. 

 If you are applying for the first time, you must match with cash or in-kind contributions at least 24% 

of the project’s total Operating Costs (Section I) plus Member Costs (Section II) plus Administrative 

Costs (Section III).  

 The acceptable sources of matching funds are federal, state, local, private sector, and/or other funds in 

accordance with applicable AmeriCorps requirements.  

 In Section III of the budget, enter a brief description of the source of match. Identify each match 

source separately. Include dollar amount, the match classification (cash, in-kind, or Not Available) 

and the source type (Private, State/Local, Federal, Other or Not Available),. Define all acronyms the 

first time they are used.  

 

Note: The CNCS legislation permits the use of non-CNCS federal funds as match for the grantee share of 

the budget. Please discuss your intention of using federal funds to match an AmeriCorps grant with the 

other agency prior to submitting your application. Section 121(e)(5) of the National Community Service 

Act requires that grantees that use other federal funds as match for an AmeriCorps grant report the 

amount and source of these funds to CNCS. If you use other federal funds as match, you must ensure you 

can meet the requirements and purpose of both grants. The Federal Financial Report (FFR) will be used to 

collect the federal match data.  Grantees that use federal funds as match will be required to report the 

sources and amounts on the FFR.  
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B. Preparing Your Budget 
Your proposed budget should be sufficient to allow you to perform the tasks described in your narrative. 

Reviewers will consider the information you provide in this section in their assessment of the Cost-

Effectiveness and Budget Adequacy selection criterion.  

 

Follow the detailed budget instructions to prepare your budget. We recommend that you prepare your 

budget in the same order as indicated in the Budget Worksheets.  

 
As you enter your detailed budget information, eGrants will automatically populate a budget summary 

and budget narrative report. Prior to submission be sure to review the Budget Checklist to ensure your 

budget is compliant. In addition, eGrants will perform a limited compliance check to validate the budget. 

If it finds any compliance issues you will receive a warning and/or error messages. You must resolve all 

errors before you can submit your budget. 

 

As you prepare your budget: 

 All the amounts you request must be defined for a particular purpose. Do not include miscellaneous, 

contingency, or other undefined budget amounts. 

 Itemize each cost and present the basis for all calculations in the form of an equation. 

 Do not include unallowable expenses, e.g., entertainment costs (which include food and beverage 

costs) unless they are justified as an essential component of an activity. 

 Do not include fractional amounts (cents). 

 

Please refer to the relevant OMB Circulars on allowable costs for further guidance. The OMB circulars 

are online at www.whitehouse.gov/OMB/circulars. 

 A-21 - Cost Principles for Educational Institutions, 2 CFR 220 

 A-87 - Cost Principles for State, Local, and Indian Tribal Governments, 2 CFR 225 

 A-122 - Cost Principles for Non Profit Organizations, 2 CFR 230 

 

Programs must comply with all applicable federal laws, regulations, and OMB circulars for grant 

management, allowable costs, and audits, including providing audits to the A-133 clearinghouse if 

expending over $500,000 in federal funds, as required in OMB Circular A-133.  

VII. Review, Authorize, and Submit 
 

eGrants requires that you review and verify your entire application before submitting, by completing the 

following sections in eGrants: 

 Review 

 Authorize 

 Assurances 

 Certifications 

 Verify 

 Submit 

 

Read the Authorization, Assurances, and Certifications carefully. The person who authorizes the 

application must be the applicant’s Authorized Representative or his/her designee and must have an active 

eGrants account to sign these documents electronically. An Authorized Representative is the person in 

your organization authorized to accept and commit funds on behalf of the organization. A copy of the 

governing body’s authorization for this official representative to sign must be on file in the applicant’s 

office. 
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Be sure to check your entire application to ensure that there are no errors before submitting it. eGrants 

will also generate a list of errors if there are sections that need to be corrected prior to submission when 

you verify the application. If someone else is acting in the role of the applicant’s authorized 

representative, that person must log into his/her eGrants account and proceed with Authorize and Submit. 

After signing off on the Authorization, Assurances, and Certifications, his/her name will override any 

previous signatory that may appear and show on the application as the Authorized Representative. 

 

Note: Anyone within your organization who will be entering information in the application at any 

point during application preparation and submission in the eGrants system must have their own 

eGrants account. Individuals may establish an eGrants account by accessing this link: 

https://egrants.cns.gov/espan/main/login.jsp and selecting ―Don’t have an eGrants account?  Create an 

account.‖ 

VIII.  Survey on Ensuring Equal Opportunity for Applicants (Optional) 
 

CNCS and other federal agencies are collaborating with the White House Office of Faith-Based and 

Community Initiatives to conduct a survey of organizations that apply for federal funding. The purpose of 

this voluntary information collection is to compile statistics on the types of organizations that apply to 

CNCS for funds, such as number of employees, budget size, and self-identification as a faith-

based/religious organization or a non-religious community-based organization.  

 

This form is for applicants that are nonprofit private organizations, not including private universities. 

All information from the attached survey will be confidential and the responses will be aggregated in a 

summary report. Information provided on your form will not be released and will not be considered in any 

way in making funding decisions. If you are submitting a hard copy application, the form can be found in 

Attachment J. 

 

You may complete the survey while preparing your application or after submitting your application. 

1.  To complete the survey while preparing your application, go to the Main Menu, select Enter Survey 

on Ensuring Equal Opportunity, provide the requested information and submit.  

2.  If you submit your grant application without completing the survey, a pop-up box will appear and ask 

you if you would like to complete the survey. You may select Yes, No, or Remind Me Later. If you 

select Remind Me Later, you will be asked to fill in the survey next time you attempt to submit an 

application to the Corporation for National and Community Service.  

 

https://egrants.cns.gov/espan/main/login.jsp
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ATTACHMENTS 

ATTACHMENT A:  Facesheet Instructions  
(eGrants Applicant Info and Application Info Sections) 
Modified Standard Form 424 (Rev. 11/02 to conform to eGrants) 

 

This form is required for applications submitted for federal assistance.  

Item # 

1.  Filled in for your convenience. 

2.    Self-explanatory. 

3.    3. a. and 3. b. are for state use only (if applicable). 

4.    Item 4. a: Leave blank. 

  Item 4. b: If you are a recipient in year 2 or 3 of an already-awarded grant, enter the grant number, otherwise, leave 

blank. 

5.  Enter the following information: 

a. The complete name of the organization that will be legally responsible for the grant, not the name of the 

organizational unit within the legally responsible organization. (For example, indicate ―National University‖ 

instead of ―Liberal Arts Department.‖) 

b. Your organization’s DUNS number (received from Dun and Bradstreet). This is a required field. Please see the 

Notice for instructions on how to obtain a DUNS number. 

c. The name of the primary organizational unit that will undertake the assistance activity, if different from 5. a. 

d. Your organization’s complete address with the 9 digit ZIP+ 4 code.   

e. The name and contact information of the project director or other person to contact on matters related to this 

application.  

6.  Enter your Employer Identification Number (EIN) as assigned by the Internal Revenue Service. 

7.  Item 7. a.:  Enter the appropriate letter in the box. 

  Item 7. b.:   Please enter the characteristic(s) that best describe your organization. 

 K-12 Education  Non-Profit Organizations 

1 School (K-12) 11 Community-Based Organization  

2 Local Education Agency 12 Faith-Based Organization 

3 State Education Agency 13 Chamber of Commerce/ Business Association 

  14 Community Action Agency/ Program 

 Higher Education 15 Service/Civic Organization 

4 Vocational/Technical College 16 Volunteer Management Organization 

5 Community College 17 Self-Incorporated Senior Corps Project 

6 2-year College 18 Statewide Association 

7 4-year College 19 National Non-Profit (Multistate)  

8 Hispanic Serving College or University 20 Local Affiliate of National Organization 

9 Historically Black College or University 21 Tribal Organization (Non-government)  

10 Tribally Controlled College or University 22 Other Native American Organization 

    

 Government   

23 Local Government-Municipal 28 Other State Government  

24 Health Department 29 Tribal Government Entity 

  25 Law Enforcement Agency 30 Area Agency on Aging 

  26 Governor’s Office 31 U.S. Territory  

27 State Commission/Alternative Administrative Entity   

 

8.  Check the appropriate box for type of application and enter the appropriate letter(s) in the lower boxes: 

 Check ―New‖ if your organization has never held a competitive AmeriCorps State or National grant before. If 

your organization had a state formula grant, check ―New.‖ 

 Check ―New Application/Previous Grantee‖ if your organization has held an AmeriCorps State or National grant 

in the past and this application is for a new grant. 

 Check ―Continuation‖ if you are a grantee applying for an additional year of funding within an existing multi-year 

grant project period. AmeriCorps State and National grants are typically awarded for three-year periods. 

   

9.  Filled in for your convenience. 
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10.  Use the following list of CFDA (Catalog of Federal Domestic Assistance) numbers for the applicable program listing, 

or other source if so instructed in the Notice: 94.006 AmeriCorps State and National. 

 

11.  Enter the project title.   

a. When applying for a ―Continuation‖ or ―Amendment‖ applicants should use the same title as used for their existing 

grant program. When applying as a ―New Applicant/Previous Grantee‖  if the application is for re-funding of a 

previous grant program, use the same title as was used in the prior grant program if appropriate (i.e., if the 

program is unchanged). 

b. Enter the name of the program initiative, if any, as provided in the instructions corresponding to the Notice for 

which you are applying; otherwise, leave blank. 

 

12. List only the largest political entities affected (e.g., counties, and cities). Please include the two-letter abbreviation with 

both letters capitalized for each state where you plan to operate. Separate each two letter state abbreviation with a 

comma. For city or county information, please follow each one with the two-letter capitalized state abbreviation. 

 

 

13.  (See item 8) ―New‖ application or ―New application/previous grantee:‖   Enter the dates for the proposed three-year 

project period. ―Continuation‖ or ―Amendment‖ application:  Enter the dates of the approved three-year project period. 

 

  Performance Period:  this appears only in eGrants, and is for the use of staff only. 

 

14.   Leave blank, staff use only. 

 

15. Estimated Funding. Check the appropriate box to indicate the grant year for which funding is being requested. Enter the 

amount requested or to be contributed during this budget period on each appropriate line, as shown below. The value 

of in-kind contributions should be included in these amounts, as applicable. For revisions (See item 8), if the action will 

result in a dollar change to an existing award, include only the amount of the change. For decreases, enclose the 

amounts in parentheses. 

 

a.    Federal The total amount of federal funds being requested in the budget. 

b.    Applicant The total amount of the applicant share as entered in the budget. 

b. State  The amount of the applicant share that is coming from state sources. 

d.    Local  The amount of the applicant share that is coming from local governmental sources (e.g., 

city, county and other municipal sources). 

e.    Other  The amount of the applicant share that is coming from non-governmental sources. 

f.    Program     

Income 

 

The amount of the applicant share that is coming from income generated by programmatic 

activities (i.e., use of the additive option where program income is used to increase the size 

of the program). 

g.   Total  The applicant's estimate of the total funding amount for the agreement. 

 

16.    Pre-filled for your convenience. This program is excluded from coverage by State Executive Order 12372.   

 

  17.   Check the appropriate box. This question applies to the applicant organization, not the person who signs as the 

authorized representative. Categories of debt include delinquent audit allowances, loans, and taxes. If Yes, attach an 

explanation. 

 

  18.  The person who signs this form must be the applicant’s authorized representative. A copy of the governing body’s 

authorization for this official representative to sign must be on file in the applicant’s office 

 

Note:   Falsification or concealment of a material fact, or submission of false, fictitious or fraudulent statements or 

representations to any department or agency of the United States Government may result in a fine of not more than 

$10,000 or imprisonment for not more than five (5) years, or both. (18 U.S. Code Section 1001 
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APPLICATION FOR FEDERAL ASSISTANCE 
Standard Form 424 (Rev. 2-2007) Prescribed by OMB Circular A-102 

1. TYPE OF SUBMISSION: 

  Application       Non-Construction 

 
2. a. DATE SUBMITTED: 

 

3. a.   DATE RECEIVED BY STATE: 

 

3. b. STATE APPLICATION IDENTIFIER: 

 

 

2. b. APPLICATION IDENTIFIER:   

 

 

4. a.  DATE RECEIVED BY FEDERAL 

AGENCY: 

 

 

4. b. FEDERAL IDENTIFIER: (Staff Only) 

 

5. APPLICANT INFORMATION 

5. a.  LEGAL NAME:    

5. b. ORGANIZATIONAL DUNS:  

5. c. ORGANIZATIONAL UNIT (DEPARTMENT/DIVISION):    

5. e. NAME AND TELEPHONE NUMBER OF PERSON TO BE CONTACTED ON 

MATTERS INVOLVING THIS APPLICATION  (give area code): 

 

5. d.  ADDRESS (give street address, city, county, state and zip code): 

STREET:  

CITY:          COUNTY:    

STATE:      COUNTRY:  
 

 

NAME:  

TELEPHONE NUMBER: ( )    -  

FAX NUMBER: ( )    -   EMAIL:  

 

INTERNET E-MAIL ADDRESS:  

WEBSITE:       

6. EMPLOYER IDENTIFICATION NUMBER (EIN): 

 

           

7. a. TYPE OF APPLICANT: (enter appropriate letter in box)   

 A. State  H. Independent School District 

 B. County I. State Controlled Institution of Higher Learning 

 C. Municipal J. Private University  

 D. Township K. Indian Tribe 

 E. Interstate L. Individual 

 F. Intermunicipal M. Profit Organization 

 G. Special District N. Private Non-Profit Organization 

     O.  Federal Government           P.  HQ Internal Organizations 

     Q.  State Education Agency     R.  Territory  
 S. Other (specify)        

7. b. CNCS APPLICANT CHARACTERISTICS  Enter appropriate codes:   

 

8. TYPE OF APPLICATION  

 NEW                             NEW/PREVIOUS GRANTEE  

  CONTINUATION      REVISION              

If Revision, enter appropriate letter(s) in box(es):       

 

A.  AUGMENTATION B. BUDGET REVISION:    

C.  NO COST EXTENSION  to     (enter date) 

E.  OTHER (specify below) 

                                                                           

 

 

   
   
                                                                                                              

9. NAME OF FEDERAL AGENCY: 

Corporation for National and Community Service 

 
10. CATALOG OF FEDERAL DOMESTIC ASSISTANCE NUMBER: 

 

                     

11. a.  DESCRIPTIVE TITLE OF APPLICANT’S PROJECT: 

   

12. AREAS AFFECTED BY PROJECT (List Cities, Counties, States, etc.):  

  

  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

  11.b. CNCS PROGRAM INITIATIVE (IF ANY):  

13. PROPOSED PROJECT: START DATE:     ENDING DATE:    14.  Performance Period (Staff Use Only_     

 

 

 

 

15. ESTIMATED FUNDING:  Check applicable box:  Yr 1:    Yr.2:   Yr. 3:   16. IS APPLICATION SUBJECT TO REVIEW BY STATE EXECUTIVE 

 ORDER 12372 PROCESS? 

 

   a.  YES. THIS PREAPPLICATION/APPLICATION WAS MADE 

AVAILABLE 

         TO THE STATE EXECUTIVE ORDER 12372 PROCESSS FOR 

        REVIEW ON: 

             DATE ___________________________________ 
 

   b.  NO.       PROGRAM IS NOT COVERED BY E.O. 12372 
     
                      
 17.  IS THE APPLICANT DELINQUENT ON ANY FEDERAL DEBT? 

    YES     If ―Yes,‖ attach an explanation.  NO 

a. FEDERAL 
$  

b. APPLICANT 
$  

c. STATE 
$  

d. LOCAL 
$  

e. OTHER 
$  

f. PROGRAM 

INCOME $  

g. TOTAL $                                                            

 18. TO THE BEST OF MY KNOWLEDGE AND BELIEF, ALL DATA IN THIS APPLICATION/PREAPPLICATION ARE TRUE AND CORRECT, THE DOCUMENT HAS BEEN     

DULY AUTHORIZED BY THE GOVERNING BODY OF THE APPLICANT AND THE APPLICANT WILL COMPLY WITH THE ATTACHED ASSURANCES IF THE 

ASSISTANCE IS AWARDED. 

a. TYPED NAME OF AUTHORIZED REPRESENTATIVE: 

 

b. TITLE: 

  

c. TELEPHONE NUMBER: 

  

d. SIGNATURE OF AUTHORIZED REPRESENTATIVE:   

 

e. DATE SIGNED: 
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ATTACHMENT B: Focus Areas and Service Categories  
(eGrants Performance Measures Section) 
 

Bolded Service Categories align with National Performance Measures 
 
EDUCATION FOCUS AREA 

 College Access and Success 

 Cultural Heritage 

 Family Involvement 

 Job Preparedness/School to Work/Vocational Education/Youth ESL and GED 

 Leadership Development 

 Mentoring for Educational Success 

 Out of School Time/and or Summer Learning 

 Student Engagement1 

 School Climate2 

 School Readiness/Head Start/Early Childhood Education 

 Service-Learning 

 Teacher Recruitment, Classroom Education, Teacher Training, Teacher Aides, Retention 

 Tutoring  

 

ENVIRONMENTAL STEWARDSHIP FOCUS AREA 

 Air Quality Improvement 

 At-risk Ecosystems Improvement 

 Community Restoration/Clean Up 

 Energy Use Reduction 

 Environmental Awareness-building and Education 

 Indoor Environment Improvement 

 Park Facilities/Trail Improvement 

 Renewable Energy 

 Toxic Waste Management 

 Waste Reduction, Management, and Recycling 

 Drinking Water Quality and Availability Improvement 

 

HEALTHY FUTURES FOCUS AREA 

 Adult Day Care 

 Benefits Assistance 

 Community Gardens 

 Congregate Meals 

 Health and Mental Health Crisis Intervention 

 Food Security 

 Health Education 

 Health Screening 

 HIV/AIDS 

 Hospice/Terminally Ill 

 Hospital and Clinical Support Services including Rehabilitation 

 Immunization 

 Independent Living 

 In-Home Care 

 Mental Health 

 Obesity Prevention and Nutrition Education 

 Parent Support 

 Physical and Developmental Disabilities  

                                                 
1
 Student engagement is frequently used to, "depict students' willingness to participate in routine school activities, such as attending class, 

submitting required work, and following teachers' directions in class.‖ Chapman, E. (2003) "Assessing student engagement rates," ERIC 

Clearinghouse on Assessment and Evaluation. ERIC identifier: ED482269. However, the term is also increasingly used to describe meaningful 

student involvement throughout the learning environment, including students participating curriculum design, classroom management and 
school building climate.  

 
2
 School climate refers to the quality and character of school life. School climate is based on patterns of students', parents' and school personnel's 

experience of school life and reflects norms, goals, values, interpersonal relationships, teaching and learning practices, and organizational 

structures. A sustainable, positive school climate fosters youth development and learning necessary for a productive, contributing and 

satisfying life in a democratic society. 
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 Respite for Caregivers 

 Safety and Accident Prevention Services 

 Substance Abuse 

 Teen Pregnancy Prevention 

 Transportation for Independent Living 

 Violence, Abuse and Neglect Prevention and Services 

 

DISASTER SERVICES FOCUS AREA 

 Disaster Mitigation including Fire Prevention and Firefighting 

 Disaster Preparedness 

 Disaster Recovery 

 Disaster Response 

 

VETERANS AND MILITARY FAMILIES FOCUS AREA:  
Applicants that select this Focus Area will be able to choose from the complete list of service categories. 

 

ECONOMIC OPPORTUNITY FOCUS AREA 

 Adult Education and Literacy (including ESL and GED) 

 Community Revitalization/Improvement 

 Computer Literacy 

 Consumer Education 

 Cooperatives/Credit Unions 

 Employment Services 

 Employment Training 

 Financial Asset Development 

 Financial Literacy 

 Foreclosure Prevention 

 Homeless Services 

 Housing Infrastructure 

 Housing Placement Services 

 Microenterprise Development and Support 

 Regional/State/City Planning 

 Tax Counseling 

 Workforce Development 

 

CAPACITY BUILDING  

 Non-profit Infrastructure Development including Organizational Development Assistance 

 Non-profit Resource Development (Cash or In-kind) 

 Volunteer Recruitment 

 Volunteer Management 

 

OTHER  
 Community Policing/Community Patrol  

 Conflict Resolution/Mediation 

 Household Safety and Security 

 Justice System 

 Legal Services  

 Library Support Services 

 Mentoring for Purposes Other than Educational Success 

 Thrift Store/Reuse Retail 

 

 None of the Above/Other _________________________ 
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ATTACHMENT C:  Performance Measures Instructions                             

(eGrants Performance Measures Section)  
AmeriCorps Performance Measures 

To begin entering performance measures, from your eGrants grant application page select Performance 

Measures.  

 

All applicants must complete Steps 1-6. Then, if you are: 

 Entering applicant-determined performance measures, follow steps 7A-18A. 

 Opting in to the National Performance Measures, follow steps 7B-17B. 

 

Step 1: Select Characteristics.  

To begin, click one or more boxes in the ―Grant Characteristics‖ 

 

Step 2: Select Focus Areas 

Select the Focus Area in which your primary service activity fits.  You may also select ―Capacity 

Building‖ if this is a significant area of member activity.  If your primary service activity does not fit into 

a Focus Area, select ―Other‖ and skip to Step 5. You may select multiple Focus Areas to represent 

significant areas of AmeriCorps member activity. Do not include multiple Focus Areas to describe the 

same activity. Select the Focus Area that best describes the activity. 

 

Step 3: Choose whether to Opt-in to National Performance Measures: 

 

When you select a Focus Area, eGrants automatically pre-populates the selection ―No‖ in response to the 

question ―Will you be using a national performance measure related to this Focus Area?‖ 

 

 Leave this selection as ―No‖ if you do not want to participate in the National Performance Measures 

for that Focus Area. 

 

 Change the selection to ―Yes‖ if you want to opt-in to the National Performance Measures for that 

Focus Area. 

 

You must consult the ―National Performance Measures Instructions‖ to determine which performance 

measures are appropriate for your program: 

http://www.americorps.gov/for_organizations/funding/nofa_detail.asp?tbl_nofa_id=91.  You may also 

find resources at this link to be helpful:  

http://www.nationalserviceresources.org/national-performance-measures/home 

  

If you selected ―Other‖ as your only Focus Area, you will skip this step as there are no National 

Performance Measures for ―Other‖.  

 

Step 4: Complete the MSY Chart(s) 

For each Focus Area selected, complete a Member Service Years (MSY) Chart. If you have selected 

Capacity Building or Other, complete an MSY Chart for these selections as well.  Click the ―view/edit 

MSY Slots‖ orange link. There are two sets of numbers to enter in each MSY Chart. First, for each slot 

type, enter the number of members that will be providing service in that Focus Area. 

 

Second, enter the percent of time that members of each slot type will spend on activities in that Focus 

Area. Use whole numbers to represent the percent. Do not use a % or a decimal. (For example, for 100 

percent, type ―100.‖)  eGrants will calculate the total MSYs for each slot type, then aggregate the MSYs 

for the entire chart in the ―Total MSYs Devoted to Priority‖ field at the bottom of the chart. 

http://www.americorps.gov/for_organizations/funding/nofa_detail.asp?tbl_nofa_id=91
http://www.nationalserviceresources.org/national-performance-measures/home


53 

 

 

Note that MSYs in each category should be mutually exclusive. Do not double count MSYs. The total 

MSYs across all Focus Areas, Capacity Building, and Other should not exceed the total MSYs requested 

in the budget. 

 

Step 5: Add a Service Category 

For each Focus Area selected above, as well as Capacity Building and Other, you must select a Primary 

Service Category.  Click the ―Add a Service Category‖ orange link.  Select your Focus Area from the 

drop-down menu and click ―Go.‖ (See Attachment B for a list of service categories) 

 

Select your Service Category from the options provided in the pop-up menu.  The Service Category you 

select will determine the Indicator drop-down options in later steps. 

 

If this is the first or only Service Category you select, eGrants will automatically check ―Primary‖ to 

indicate this is your primary activity. To select more than one Service Category, simply click the ―add a 

service category‖ link. Only one Service Category should be indicated as the primary per Focus Area. 

You may add additional service categories if appropriate for your program design.  Additional service 

categories may be labeled as ―Secondary.‖ 

 

Step 6: Add a Performance Measure 

You must create at least one aligned set of Performance Measures representing your Primary Service 

Activity, which is achieved through either National Performance Measures or applicant-determined 

performance measures.  An aligned measure includes and output and an outcome. 

 

If you have opted-in to National Performance Measures, you will see the links for both ―add a national 

performance measure‖ and ―add an applicant performance measure.‖ If you have not opted-in to National 

Performance Measures, you will only see the link for ―add an applicant performance measure.‖ 

 

Choose National Performance Measures or Applicant-Performance Measures or  

 

 Follow the instructions 7A – 17A for each aligned set of applicant-determined measures you need to 

create. 

 

 Follow the instructions for 7B – 17B for each aligned set of national performance measures you need 

to create. 

 

Applicant Performance Measures 

 

Step 7A: Add a Performance Measure 

Follow the instructions for 7A – 18A for each applicant-determined performance measure you will create. 

Begin by creating the Performance Measure Output and then repeat steps 13A-18A to create an aligned 

Intermediate Outcome. 

 

Step 8A: Select a Focus Area 

The Focus Area drop-down box will consist of all the focus areas that were initially select in the main 

Focus Area section. 

 

Step 9A Add Performance Measure Title 

Give this performance measure a title—usually 3-4 words that describe the activity— and enter it in the 

text box. 
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Step 10A: Select a Service Category 

Service Category is a drop-down menu of choices based on your earlier identification of Service 

Categories; select one and continue by pressing the ―go‖ button 

 

Step 11A: Describe Strategies to Achieve Result 

Briefly describe the intervention that will lead to the outcome you are proposing. Keep statements to one 

or two paragraphs with a maximum of 500 characters. 

 

Step 12A: Select a Result Type 

You will need to select the Result Type that you intend to track for this activity – output or intermediate 

outcome – and click ―Add New Results Section.‖ You should begin each aligned measure with the 

selection of an Output Measure. 

 

Step 13A: Write a Result Statement 

Enter 1-2 sentences stating the expected output or outcome. 

 

Step 14A: Select an Indicator 

Select an Indicator from the drop- down menu. If the options provided do not include the Indicator you 

are measuring, select ―other‖ and describe the Indicator in the text box that will appear.  

 

Step 15A: Write a Target Description 

In 250 characters or less, include a description of the target. Be sure to include how you determine what is 

counted in this target. For example: 100 parents will attend the eight-week parenting skills/drop-out 

prevention class. 

 

Step 16A: Select a Target Number or Percent 

Write the number from your target statement in the Target box and indicate whether it is a whole number 

or percent 

 

Step 17A: Identify your Instruments 

Describe the Instruments that will be used to measure your output/outcome in 250 characters or less. 

These are specific tools to collect information such as a behavior checklist, tally sheet, attitude 

questionnaire, or interview protocol.  

 

Step 18A: Write a Performance Measure Statement 

Provide the expected result and target combined into one or two sentences in 1,000 characters or less. 

 

Once you have completed the output performance measurement information, do the same for your 

intermediate outcome and/or additional measures, if necessary. Begin by identifying the Result Type as 

―intermediate outcome‖ and complete Steps 13A through 18A again. If you would like to enter an ―end 

outcome‖, you may do so by completing Steps 13A through 18A again. End outcomes are not required. 

 

National Performance Measures 

 

Follow the instructions for 7B –17B for each aligned set of National Performance Measures you need to 

create. You will use these instructions to complete measures if you have opted in to National Performance 

Measures for any Focus Area. Please refer to National Performance Measures Instructions for complete 

instructions for aligning measures. 

 

 If you select the Education Focus Area and opt-in to National Performance Measures, you are only 

allowed to select National Performance Measures. You are not allowed to add any additional, 

applicant-determined measures. 
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 If you select the Disaster Services, Economic Opportunity, Environmental Stewardship, Healthy 

Futures, or Veterans Focus Areas, or Capacity Building, and opt-in to National Performance 

Measures, you will enter your National Performance Measures. If you choose, you may add 

additional, applicant-determined Measures after you enter the National Performance Measures. 

 

Step 7B: Add a National Performance Measure 

Click the ―add a national performance measures‖ orange link.  Then select the Focus Area. Only those 

Focus Areas that were checked as participating in the National Performance Measures will be displayed. 

 

Step 8B: Add a Performance Measurement Title 

Give this performance measure a title — usually 3-4 words that describe the activity — and enter it in the 

text box.  Continue by pressing the ―go‖ button. 

 

Step 9B: Describe Strategies to Achieve Result 

Briefly describe the intervention that will lead to the outcome you are proposing. Keep statements to one 

or two paragraphs with a maximum of 500 characters. 

 

Step 10B: Select a Result Type 

You will need to select the Result Type that you intend to track for this activity – output or intermediate 

outcome– and click ―Add New Results Section.‖ You should begin each aligned measure with the 

selection of an Output Measure. 

 

Step 11B: Select the Indicator 

This is where you select your National Performance Measure. There is a drop-down list containing the 

National Performance Measures for the Focus Areas that you have selected.  

 

Once you select your first National Performance Measure, eGrants will provide onscreen instructions 

about other National Performance Measures you must use in conjunction with this measure or if you need 

to add an applicant-determined intermediate outcome. 

 

If you need to add an applicant-determined intermediate outcome measure, you will select ―Other‖ from 

the pop-up list. 

 

Step 12B: Write Result Statement 

Enter 1-2 sentences stating the expected output or outcome. 

 

Step 13B Write a Target Description 

In 250 characters or less, include a description of the target. Be sure to include how you determine what is 

counted in this target. For example: 100 parents will attend the eight-week parenting skills/drop-out 

prevention class. 

 

Step 14B: Select a Target Number 

Write the number in the Target box from your target description. You are only allowed to use a number. 

 

Step 15B: Identify your Instruments 

Describe the Instruments that will be used to measure your output/outcome in 250 characters or less. 

These are specific tools to collect information such as a behavior checklist, tally sheet, attitude 

questionnaire, or interview protocol. Check for guidance on appropriate instruments posted at the 

National Performance Measures resource page: http://nationalserviceresources.org/national-

performance-measures/home 
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Step 16B: Write a Performance Measures Statement 

Provide the expected result and target combined into one or two sentences (1,000 characters or less). 

 

Step 17B: Create Aligned Measure 

After completing the output performance measurement information, do the same for your intermediate 

outcome. Begin by identifying the Result Type, and then complete Steps 11B to 16B again. 

 

Once you complete entering an aligned measure as defined by the National Performance Measure, you 

will return to Step 7 and create any other aligned measures to report member activities in Focus Areas or 

other areas of service either by: 

 

 Following Steps 7A – 18A for an applicant-determined measure or 

 Following Steps 7B – 17B for an aligned National Performance Measure. 
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ATTACHMENT D:  Detailed Budget Instructions (eGrants Budget Section) 
 

Section I. Program Operating Costs 

 

Complete Section I, Program Operating Costs, of the Budget Worksheet by entering the ―Total Amount,‖ 

―CNCS Share,‖ and ―Grantee Share‖ for Parts A-I, for Year 1 of the grant, as follows: 

 

A. Personnel Expenses   

Under ―Position/Title Description,‖ list each staff position separately and provide salary and percentage 

of effort as percentage of FTE devoted to this award. Each staff person’s role listed in the budget must be 

described in the application narrative and each staff person mentioned in the narrative must be listed in 

the budget as either CNCS or Grantee share. Because the purpose of this grant is to enable and stimulate 

volunteer community service, do not include the value of direct community service performed by 

volunteers. However, you may include the value of volunteer services contributed to the organization for 

organizational functions such as accounting, audit work, or training of staff and AmeriCorps members. 

 

B.  Personnel Fringe Benefits 

Under ―Purpose/Description,‖ identify the types of fringe benefits to be covered and the costs of 

benefit(s) for each staff position. Allowable fringe benefits typically include FICA, Worker’s 

Compensation, Retirement, SUTA, Health and Life Insurance, IRA, and 401K. You may provide a 

calculation for total benefits as a percentage of the salaries to which they apply or list each benefit as a 

separate item. If a fringe benefit amount is over 30%, please list covered items separately and justify the 

high cost. Holidays, leave, and other similar vacation benefits are not included in the fringe benefit rates, 

but are absorbed into the personnel expenses (salary) budget line item.  

 

C. 1.  Staff Travel 

Describe the purpose for which program staff will travel. Provide a calculation that includes itemized 

costs for airfare, transportation, lodging, per diem, and other travel-related expenses multiplied by the 

number of trips/staff. Where applicable, identify the current standard reimbursement rate(s) of the 

organization for mileage, daily per diem, and similar supporting information. The standard mileage 

reimbursement should not exceed the federal mileage rate unless a result of applicant policy and justified 

in the budget narrative. Only domestic travel is allowable. 

 

We expect all applicants to include funds in this line item for travel for staff and site staff to attend 

CNCS-sponsored technical assistance meetings.  There are two to three such opportunities per year, 

including the Financial Management Institute and the Annual Grantee Meeting in Washington DC 

in the fall.  
 

Please itemize the costs. For example: Two staff members will attend the Annual Grantee Meeting in 

Washington, DC.  2 staff X $750 airfare + $50 ground transportation + (1 day) X $400 lodging + $35 per 

diem = $2,470 for Annual Grantee Meeting. 

 

C. 2.  Member Travel 

Describe the purpose for which members will travel. Provide a calculation that includes itemized costs for 

airfare, transportation, lodging, per diem, and other related expenses for members to travel outside their 

service location or between sites. Costs associated with local travel, such as bus passes to local sites, 

mileage reimbursement for use of car, etc., should be included in this budget category. Where applicable, 

identify the current standard reimbursement rate(s) of the organization for mileage, daily per diem, and 

similar supporting information.  
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D.  Equipment 

Equipment is defined as tangible, non-expendable personal property having a useful life of more than one 

year AND an acquisition cost of $5,000 or more per unit (including accessories, attachments, and 

modifications). Any items that do not meet this definition should be entered in E. Supplies below. 

Purchases of equipment are limited to 10% of the total CNCS funds requested. If applicable, show the 

unit cost and number of units you are requesting. Provide a brief justification for the purchase of the 

equipment under Item/Purpose. 

 

E.  Supplies 

Include the amount of funds to purchase consumable supplies and materials, including member service 

gear and equipment that does not fit the definition above. You must individually list any single item 

costing $1,000 or more. Except for safety equipment, grantees may only charge the cost of member 

service gear to the federal share if it includes the AmeriCorps logo. Grantees may also add the 

AmeriCorps logo to their own local program uniform items using federal funds. All safety gear may be 

charged to the federal share, regardless of whether it includes the AmeriCorps logo. All other service gear 

must be purchased with non-CNCS funds.  

 

F.  Contractual and Consultant Services 

Include costs for consultants related to the project’s operations, except training or evaluation consultants, 

who will be listed in Sections G. and H., below. Payments to individuals for consultant services under this 

grant should not exceed $750 per day (excluding costs for travel, supplies, etc.). The $750 daily rate is a 

ceiling, and we anticipate budgeted daily rates at considerably lower levels. Indicate the daily rate, 

number of days, and total cost for consultants you are proposing to use and their contractual services. 

Daily rates over the maximum amount should be justified in the narrative. 

 

G. 1. Staff Training 

Include the costs associated with training staff on project requirements and training to enhance the skills 

staff need for effective project implementation, i.e., project or financial management, team building, etc. 

If using a consultant(s) for training, indicate the estimated daily rate, not to exceed the maximum daily 

rate limit of $750.   
 

G. 2. Member Training 

Include the costs associated with member training to support them in carrying out their service activities. 

You may also use this section to request funds to support training in Life after AmeriCorps. If using a 

consultant(s) for training, indicate the estimated daily rate, not to exceed the daily rate limit.  

 

H.  Evaluation 

Include costs for project evaluation activities, including additional staff time or subcontracts, use of 

evaluation consultants, purchase of instrumentation, and other costs specifically for this activity not 

budgeted in Personnel Expenses. This cost does not include the daily/weekly gathering of data to assess 

progress toward meeting performance measures, but is a larger assessment of the impact your project is 

having on the community, as well as an assessment of the overall systems and project design. Indicate 

daily rates of consultants, where applicable. 

 

I.  Other Program Operating Costs 

Allowable costs in this budget category should include when applicable: 

 Criminal history background checks for all members and for all employees or other individuals who 

receive a salary, education award, living allowance, or stipend or similar payment from the grant 

(federal or non-federal share). 

 Office space rental for projects operating without an approved indirect cost rate agreement that covers 

office space. If space is budgeted and it is shared with other projects or activities, the costs must be 

equitably pro-rated and allocated between the activities or projects. 
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 Utilities, telephone, internet and similar expenses that are specifically used for AmeriCorps members 

and AmeriCorps project staff, and are not part of the organization’s indirect cost allocation pool. If 

such expenses are budgeted and shared with other projects or activities, the costs must be equitably 

pro-rated and allocated between the activities or projects. 

 Recognition costs for members. List each item and provide a justification in the budget narrative. 

Gifts and/or food in an entertainment/event setting are not allowable costs.  

 Multi-state applicants: Indicate the number of subgrants and the average amount of subgrants. 

Indicate any match that you will require of your subgrants under the ―grantee share‖ column in this 

category. Subgranted funds may only cover costs allowable under federal and AmeriCorps 

regulations and provisions. 

 

Section II.  Member Costs 

 

Member Costs are identified as ―Living Allowance‖ and ―Member Support Costs.‖  Your required match 

can be federal, state, local, or private sector funds. 

  

A.    Living Allowance 
The narrative should clearly identify the number of members you are supporting by category (i.e., full-

time, half-time, reduced-half-time, quarter-time, minimum-time) and the amount of living allowance they 

will receive, allocating appropriate portions between the CNCS share (CNCS Share) and grantee match 

(Grantee Share).  

 

The minimum and maximum living allowance amounts are provided below.  

 

Minimum and Maximum Living Allowance 

 

 

 

 

 

 

 

 

 

 

 

In eGrants, enter the total number of members you are requesting in each category. Enter the average 

amount of the living allowance for each type of member. In addition, enter the number of members for 

which you are not requesting funds for a living allowance, but for which you are requesting education 

awards.  

 

B. Member Support Costs 
Consistent with the laws of the states where your members serve, you must provide members with the 

benefits described below.  

 FICA. Unless exempted by the IRS, all projects must pay FICA for any member receiving a living 

allowance, even when CNCS does not supply the living allowance. If exempted, please note in the 

narrative. In the first column next to FICA, indicate the number of members who will receive FICA. 

Calculate the FICA at 7.65% of the total amount of the living allowance.  

 Worker’s Compensation. Delaware requires worker’s compensation for AmeriCorps members. If 

you cannot pay worker’s compensation, you must obtain Occupational, Accidental, Death and 

Dismemberment coverage for members to cover in-service injury or accidents. 

Service Term Minimum # 

of Hours 

Minimum Living 

Allowance 

Maximum Total 

Living Allowance  

Full-time  1700 $12,100 $24,200 

One-year Half-time 900 n/a $12,800 

Two-year Half-time 900 n/a $12,800 

Reduced Half-time 675 n/a $9,600 

Quarter-time 450 n/a $6,400 

Minimum-time 300 n/a $4,300 
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 Health Care. You must offer or make available health care benefits to full-time members in 

accordance with AmeriCorps requirements. Except as stated below, you may not pay health care 

benefits to less-than-full-time members with CNCS funds. You may choose to provide health care 

benefits to less-than-full-time members from other sources (i.e., non-federal) but the cost cannot be 

included in the budget. Less-than-full-time members who are serving in a full-time capacity for a 

sustained period of time (such as a full-time summer project) are eligible for health care benefits. In 

your budget narrative, indicate the number of members who will receive health care benefits. CNCS 

will not pay for dependent coverage.  

 Unemployment Insurance and Other Member Support Costs. Include any other required member 

support costs here. Some states require unemployment coverage for their AmeriCorps members. You 

may not charge the cost of unemployment insurance taxes to the grant unless mandated by state law. 

Programs are responsible for determining the requirements of state law by consulting State 

Commissions, legal counsel, or the applicable state agencies. 

 

Section III. Administrative/Indirect Costs  

Definitions   

Administrative costs are general or centralized expenses of the overall administration of an organization 

that receives CNCS funds and do not include particular project costs. These costs may include 

administrative staff positions. For organizations that have an established indirect cost rate for federal 

awards, administrative costs mean those costs that are included in the organization’s indirect cost rate 

agreement. Such costs are generally identified with the organization’s overall operation and are further 

described in Office of Management and Budget Circulars A-21, A-87, and A-122.  

Options for Calculating Administrative/Indirect Costs (choose either A OR B) 

Applicants choose one of two methods to calculate allowable administrative costs – a CNCS-fixed 

percentage rate method or a federally approved indirect cost rate method. Regardless of the option 

chosen, the CNCS share
 
of administrative costs is limited to 5% of the total CNCS funds actually 

expended under this grant.  

A. CNCS-Fixed Percentage Method 

Five Percent Fixed Administrative Costs Option 

The CNCS-fixed percentage rate method allows you to charge administrative costs up to a cap without a 

federally approved indirect cost rate and without documentation supporting the allocation. If you choose 

the CNCS-fixed percentage rate method (Section IIIA in eGrants), you may charge, for administrative 

costs, a fixed 5% of the total of the CNCS funds expended. In order to charge this fixed 5%, the grantee 

match for administrative costs may not exceed 10% of all direct cost expenditures.  

1. To determine the maximum CNCS share for Section III:  Multiply the sum of the CNCS funding shares 

of Sections I and II by 0.0526. This is the maximum amount you can request as Corporation share. The 

factor 0.0526 is used to calculate the 5% maximum amount of federal funds that may be budgeted for 

administrative (indirect) costs, rather than 0.0500, as a way to mathematically compensate for 

determining Section III costs when the total budget (Sections I + II + III) is not yet established. Enter this 

amount as the CNCS share for Section III A.  

 

2. To determine the Grantee share for Section III:  Multiply the total (both Corporation and grantee share) 

of Sections I and II by 10% (0.10) and enter this amount as the grantee share for Section III A. 

3. Enter the sum of the CNCS and grantee shares under Total Amount.  

If a commission elects to retain a share of the 5% of federal funds available to programs for 

administrative costs, that decision is identified within each subgrant’s budget. To calculate these 
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fractional shares, within Section III of the subgrant budget, one-fifth (20%) of the federal dollars 

budgeted for administrative costs is allocated to the commission’s share and four-fifths (80%) of 

the federal dollars budgeted for administrative costs are allocated to the program’s share. The 

allocation between commission and program shares would be calculated as follows: 

 

([Section I] + [Section II] x 0.0526) x (0.20) = Commission Share 

 

([Section I] + [Section II] x 0.0526) x (0.80) = Subgrantee Share 

 

If a commission elects to retain a share that is less than 1% budgeted for administrative costs, adjust the 

calculation above, as appropriate. 

 

B.  Federally Approved Indirect Cost Rate  

If you have a federally approved indirect cost rate and choose to use it, the rate will constitute 

documentation of your administrative costs, including the 5% maximum payable by CNCS. Specify the 

Cost Type for which your organization has current documentation on file, i.e., Provisional, 

Predetermined, Fixed, or Final indirect cost rate. Supply your approved IDC rate (percentage) and the 

base upon which this rate is calculated (direct salaries, salaries and fringe benefits, etc.). It is at your 

discretion whether or not to claim your entire IDC rate to calculate administrative costs. If you choose to 

claim a lower rate, please include this rate in the Rate Claimed field.  

 

1. Determine the base amount of direct costs to which you will apply the IDC rate, including both the 

CNCS and Grantee shares, as prescribed by your established rate agreement (i.e., based on salaries and 

benefits, total direct costs, or other). Then multiply the appropriate direct costs by the rate being claimed. 

This will determine the total amount of indirect costs allowable under the grant.  

 

2. To determine the CNCS share:  Multiply the sum of the CNCS funding share in Sections I and II by 

0.0526. This is the maximum amount you can claim as the CNCS share of indirect costs. 

3. To determine the Grantee share:  Subtract the amount calculated in step b (the CNCS administrative 

share) from the amount calculated in step a (the Indirect Cost total). This is the amount the applicant can 

claim as grantee share for administrative costs. 

Source of Match 

In the ―Source of Match‖ field that appears at the end of Budget Section III, enter a brief description of 

the Source of Match, the amount, the match classification (Cash, In-kind, or Not Available) and Match 

Source (State/Local, Federal, Private, Other or Not Available) for your entire match. Define any 

acronyms the first time they are used. 
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ATTACHMENT E:  Budget Worksheet (eGrants Budget Section) 
Section I. Program Operating Costs 

 

A. Personnel Expenses 

Position/Title/Description Qty Annual Salary % Time Total Amount CNCS Share Grantee Share 

     
 

 
 

Totals    

 

B.  Personnel Fringe Benefits 

Purpose/Description Calculation Total Amount CNCS Share Grantee Share 

     

Totals    

 

C.1.    Staff Travel 

Purpose Calculation Total Amount CNCS Share Grantee Share 

     

Totals    

 
C. 2.    Member Travel 

Purpose Calculation Total Amount CNCS Share Grantee Share 

     

Totals    

 
D.    Equipment 

Item/ Purpose/Justification Qty Unit Cost Total Amount CNCS Share Grantee Share 

      

Totals    

 
E.    Supplies 

Purpose Calculation Total Amount CNCS Share Grantee Share 

     

Totals    
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F. Contractual and Consultant Services 

Purpose Calculation 
Daily 

Rate 
 

Total Amount 

 

CNCS Share 

 

Grantee Share 

      

Totals    

 
G.1.   Staff Training 

Purpose Calculation 
Daily 

Rate 
 

Total Amount 

 

CNCS Share 

 

Grantee Share 

      

Totals    

 
G.2.    Member Training   

Purpose Calculation 
Daily 

Rate 
 

Total Amount 

 

CNCS Share 

 

Grantee Share 

      

Totals    

 
H.   Evaluation 

Purpose Calculation 
Daily 

Rate 
 

Total Amount 

 

CNCS Share 

 

Grantee Share 

      

Totals    

 

I. Other Program Operating Costs 

Purpose Calculation 
Daily 

Rate 
 

Total Amount 

 

CNCS Share 

 

Grantee Share 

      

Totals    

 

Subtotal Section I:   

 

Total Amount 

 

CNCS Share 

 

Grantee Share 
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Section II.   Member Costs 

 

A. Living Allowance 
 

Item 

 

# 

Mbrs 

 

Allowance 

Rate 

 

# w/o 

Allowanc
e 

Total Amount CNCS Share Grantee Share 

Full Time  (1700 hrs)       

Half Time  (900 hrs)       

1st Year of 2-Year Half Time       

2nd Year of 2-Year Half Time       

Reduced Half Time  (675 hrs)       

Quarter Time  (450 hrs)       

Minimum Time  (300 hrs)       

 

Totals 

 

 

 

 

 

 

 
B.    Member Support Costs 

Purpose Calculation 
Daily 

Rate 
 

Total Amount 

 

CNCS Share 

 

Grantee Share 

      

Totals    

  

Subtotal Section II:   

 

Total Amount 

 

CNCS Share 

 

Grantee Share 

   

Subtotal Sections I + II:     

 



65 

 

  

Section III.   Administrative/Indirect Costs 

 

A.  CNCS-fixed Percentage Rate 

 

Purpose 

 

Calculation 
 

Total Amount 

 

CNCS Share 

 

Grantee Share 

 

 

    

 
    

 

Totals 

 

 

 

 

 

 

 

B. Federally Approved Indirect Cost Rate  

 

Cost 

Type 

 

Cost

Basis 

 

Calculation 

 

Rate 

 

Rate 

Claimed 

 

Total Amount 

 

CNCS Share 

 

Grantee Share 

        

 

Total Sections I + II + III:   

 

Total Amount 

 

CNCS Share 

 

Grantee Share 

   

 

Budget Total: Validate this budget 

Required Match Percentages: 

  

Total Amount 
 

CNCS Share 

 

Grantee Share 

   

 

Source of Match 

 

Source(s), Type, Amount, Intended Purpose 

 

 Private State and/or Local Federal Sources 

In-kind $ $ $ . 

 

Cash $ $ $  

 

Total $ $ $  
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ATTACHMENT F:  Detailed Budget Instructions for Fixed-amount 
Grants (eGrants Budget Section) 
These instructions apply only to applicants for fixed-amount grants, including education award 

programs (EAPs). 
EAP and Fixed-Amount Grant applicants may only request a fixed amount of funding per MSY. Therefore, Fixed-

Amount applicants are not required to complete a detailed budget. In addition, the matching requirements in 45 CFR 

§§ 2521.40– 2521.95 do not apply to EAP and other Fixed-Amount grant applicants. Fixed-Amount applicants, 

except for EAP applicants, must include only full-time members. 

 

Budget Section II.  AmeriCorps Member Positions 

 

A.  Budget Section II: Full-Time Fixed-Amount Grants  

 

Enter the number of full-time positions you are requesting under the column labeled without (w/o) living allowance. 

You may not request less than full-time positions unless you are applying for an Education Award Program. 

 

Under ―calculation‖ you will enter the calculation for your grant request. Leave all other columns blank. 

 

Member Positions 

 
Cost per MSY Total Cost 

_____Full-time (1700 hours)     x $__________         =   $  

 

Enter the total amount requested in the ―Total Amount‖ & ―CNCS Share‖ columns. Leave the ―Grantee Share‖ 

blank.  

 

Please note that the final amount that a program receives will be adjusted to reflect actual hours served if a member 

does not serve the minimum number of hours necessary to complete a full term of service. 

 

B.  Section II: EAPs 

 

Member Positions 

 

Identify the number of Education Award members you are requesting by category (i.e. full-time, half-time, reduced 

half-time, quarter-time, minimum-time) and list under the column labeled #w/o Allow (without CNCS-funded living 

allowance.)  Leave all other columns blank. 

 

The total number of member service years (MSY) will automatically calculate at the bottom of the Member 

Positions chart. The MSY are calculated as follows: 

 

Member Positions Calculation  MSY  

_____Full-time (1700 hours) (______ members x 1.000)    =  

_____1-Year Half-time (900 hours)  (______ members x 0.500) = 

_____ 2-Year Half-time (1
st
 Year) 

(generally 450 hours) 
(______ members x 0.500) = 

_____ 2-Year Half-time (2
nd

 Year)* 

(generally 450 hours)  
(______ members x 0.000)* = 

_____Reduced half-time (675 hours) (______ members x 0.3809524)    = 

_____Quarter-time (450 hours)  (______ members x 0.26455027)    = 

_____Minimum-time (300 hours) (______ members x 0.21164022)    = 
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 Total MSY      

 

 

* Grantees receive the total amount for 2-Year Half-time members in the first year. Therefore, 2-Year Half-time 

members serving in their second year are not included in the calculation for funds. 

 

Under ―Calculation,‖ you will enter the calculation for your grant request. Applicants may request up to $800 per 

member service year (MSY). 

 

Display your calculation in the following format: 

Type the total amount requested in the ―Total Amount‖ & ―CNCS Share‖ columns. Leave the ―Grantee Share‖ 

blank. See example below: 

 

Purpose Calculation Total 
Amount 

CNCS 
Share 

Grantee 
Share 

edit del 

Program Grant 
Request 

47.5 MSY   
 
X $800/MSY 

$38,000 $38,000 $0  
 

view 

 

Subtotal 
 

 $38,000 $38,000 $0   

 

Total # of MSYs ________ x MSY amount (up to $800)_______  = Total Grant Request $____ 
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ATTACHMENT G:  Budget Worksheet for Fixed-Amount Grants 
(eGrants Budget Section) 

 
If you are applying for a Full-Time Fixed-Amount grant, complete only the full-time fields in this table. 

Education Award Program applicants may complete other than full-time fields. 

 
 

 

Member Positions 

 
 

 

 

 

 

 

 

 

 

Item #  
Mbrs 

Allowance 
Rate 

# w/o 
Allow 

Total 
Amount 

CNCS 
Share 

Grantee 
Share 

Full Time (1700 hrs) 

 
      

1-Year Half Time (900 
hrs) 

 

      

2-Year Half Time (1
st
 

Year) 

 

      

2-Year Half Time (2
nd

 
Year)  

 

      

Reduced Half Time 
(675 hrs) 

      

Quarter Time (450 hrs) 

 
      

Minimum Time (300 hrs) 

 
   

 
   

Subtotal       MSY Cost/MSY 

         

Purpose Calculation Total 
Amount 

CNCS Share Grantee 
Share 

Program Grant 
Request 

    

Subtotal 
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ATTACHMENT H:  Budget Checklist 

 

Below is a checklist to help you make certain that you submit an accurate budget narrative that 

meets AmeriCorps requirements.  

  
In Compliance? Section I.  Program Operating Costs 

Yes __  No __ 

Costs charged under the Personnel line item directly relate to the operation of the AmeriCorps 

project? Examples include costs for staff that recruit, train, place, or supervise members as well as 

manage the project. 

Yes __  No __ 

Staff indirectly involved in the management or operation of the applicant organization is funded 

through the administrative cost section (Section III.) of the budget? Examples of administrative 

costs include central management and support functions. 

Yes __  No __ 

Staff fundraising expenses are not charged to the grant? You may not charge AmeriCorps staff 

members’ time and related expenses for fundraising to the federal or grantee share of the grant. 

Expenses incurred to raise funds must be paid out of the funds raised. Development officers and 

fundraising staff are not allowable expenses. 

Yes __  No __ All positions in the budget are fully described in the narrative? 

Yes __  No __ 

The types of fringe benefits to be covered and the costs of benefit(s) for each staff position are 

described? Allowable fringe benefits typically include FICA, Worker’s Compensation, Retirement, 

SUTA, Health and Life Insurance, IRA, and 401K. You may provide a calculation for total benefits 

as a percentage of the salaries to which they apply or list each benefit as a separate item. If the 

fringe amount is over 30%, please list separately. Holidays, leave, and other similar vacation 

benefits are not included in the fringe benefit rates but are absorbed into the personnel expenses 

(salary) budget line item? 

Yes __  No __ 
Holidays, leave, and other similar vacation benefits are not included in the fringe benefit rates but 

are absorbed into the personnel expenses (salary) budget line item? 

Yes __  No __ The purpose for all staff and member travel is clearly identified? 

Yes __  No __ 
You have budgeted funds for staff travel to CNCS sponsored meetings in the budget narrative under 

Staff Travel? 

Yes __  No __ 
Funds to pay relocation expenses of AmeriCorps members are not in the federal share of the 

budget? 

Yes __  No __ 
Funds for the purchase of equipment (does not include general use office equipment) are limited to 

10% of the total grant amount? 

Yes __  No __ All single equipment items over $5000 per unit are specifically listed? 

Yes __  No __ Justification/explanation of equipment items is included in the budget narrative? 

Yes __  No __ All single supply items over $1000 per unit are specifically listed? 

Yes __  No __ 
You only charged to the federal share of the budget member service gear that includes the 

AmeriCorps logo, with the exception of safety equipment? 

Yes __  No __ 
Are all consultant services budgeted below the maximum federal daily rate of $750/day? Is the daily 

rate noted in all sections of the budget narrative where consultants are proposed? 

Yes __  No __ Does the budget reflect adequate budgeted costs for project evaluation? 

Yes __  No __ 
Have you provided budgeted costs for background checks of members and grant-funded staff that 

are in covered positions per 45 CFR 2522.205? 

Yes __  No __ Are all items in the budget narrative itemized and the purpose of the funds justified? 
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In Compliance? Section II. Member Costs 

    Yes __  No __ 

Are the living allowance amounts correct? Full-time AmeriCorps members must receive at least the 

minimum living allowance. 

Note:  Programs in existence prior to September 21, 1993 may offer a lower living allowance than 

the minimum. If such a program chooses to offer a living allowance, it is exempt from the minimum 

requirement, but not from the maximum requirement.  

Yes __  No __ 

Living allowances are not paid on an hourly basis? They may be calculated using service hours and 

program length to derive a weekly or biweekly distribution amount. Divide the distribution in equal 

increments that are not based on the specified number of hours served. 

Yes __  No __ 
Is FICA calculated correctly? You must pay FICA for any member receiving a living allowance. 

Unless exempted by the IRS, calculate FICA at 7.65% of the total amount of the living allowance.  

Yes __  No __ 

Is the Worker’s Compensation calculation correct? Some states require worker’s compensation for 

AmeriCorps members. Check with your local State Department of Labor or State Commission to 

determine whether or not you are required to pay worker’s compensation and at what level (i.e., 

rate). If you are not required to pay worker’s compensation, you need to provide similar coverage 

for members’ on-the-job injuries through their own existing coverage or a new policy purchased in 

accordance with normal procedures (i.e., Death and Dismemberment coverage). 

Yes __  No __ 

Health care is provided for full-time AmeriCorps members only (unless part-time serving in a full-

time capacity)? If your project chooses to provide health care to other half-time members, you may 

not use federal funds to help pay for any portion of the cost. Projects must provide health care 

coverage to all full-time members who do not have adequate health care coverage at the time of 

enrollment or who lose coverage due to participation in the project. In addition, projects must 

provide coverage if a full-time member loses coverage during the term of service through no 

deliberate act of his/her own.  

 

In Compliance? Section III. Administrative/Indirect Costs 

Yes __  No __ 

Applicant has chosen Option A – CNCS-fixed percentage method and the maximum federal share 

of administrative costs does not exceed 5% of the total federal funds budgeted? To determine the 

federal administrative share, multiply all other budgeted federal funds by .0526. 

Yes __  No __ 
Applicant has chosen Option A – CNCS fixed percentage method and the maximum grantee share 

is at 10% or less of total budgeted funds?  

Yes __  No __ 

Applicant has chosen Option B – federally approved indirect cost rate method and documentation 

submitted to CNCS if multi-state, state or territory without commission or Indian Tribe applicant? 

Administrative costs budgeted include the following: (1) indirect costs such as legal staff, central 

management and support functions; (2) costs for financial, accounting, audit, internal evaluations, 

and contracting functions; (3) costs for insurance that protects the entity that operates the project; 

and (4) the portion of the salaries and benefits of the director and any other project administrative 

staff not attributable to the time spent in direct support of a specific project. 

Yes __  No __ 
Applicant has chosen Option B – The maximum grantee share does not exceed the federally 

approved rate, less the 5% CNCS share?  

 

 

In Compliance? Match 

Yes __  No __ Is the overall match being met at the required level, based on the year of funding? 

Yes __  No __ 

For all matching funds, the source(s) [private, state and local, and federal], the type of contribution 

(cash or in-kind), and the amount (or an estimate) of match, are clearly identified in the narrative 

and in the Source of Match field in eGrants?  
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ATTACHMENT I:  Alternative Match Instructions 
Grantees are required to meet an overall matching rate that increases over time. You have the flexibility to 

meet the overall match requirements in any of the three budget areas, as long as the minimum match of 

24% for the first three years, and the increasing minimums in years thereafter, are maintained. See 45 

CFR §§ 2521.35–2521.90 for the specific regulations. 

 

Special Circumstances for an Alternative Match Schedule:  Under certain circumstances, applicants 

may qualify to meet alternative matching requirements that increase over the years to 35% instead of 50% 

as specified in the regulations at §2521.60(b). To qualify, you must demonstrate that your program is 

either located in a rural county or in a severely economically distressed community as defined below. 

 

A. Rural County: In determining whether a program is rural, CNCS will consider the most recent Beale 

code rating published by the U.S. Department of Agriculture for the county in which the program is 

located. Any program located in a county with a Beale code of 6, 7, 8 or 9 is eligible to apply for the 

alternative match requirement. See Attachment K for the Table of Beale codes. 

 

B. Severely Economically Distressed County:  In determining whether a program is located in a 

severely economically distressed county, CNCS will consider the following list of county-level 

characteristics. See Attachment K for a list of website addresses where this publicly available 

information can be found. 

 The county-level per capita income is less than or equal to 75 percent of the national average for 

all counties using the most recent census data or Bureau of Economic Analysis data; 

 The county-level poverty rate is equal to or greater than 125 percent of the national average for 

all counties using the most recent census data; and 

 The county-level unemployment is above the national average for all counties for the previous 12 

months using the most recently available Bureau of Labor Statistics data.  

 The areas served by the program lack basic infrastructure such as water or electricity.  

 

C. Program Location: Except when approved otherwise, CNCS will determine the location of your 

program based on the legal applicant’s address. If you believe that the legal applicant’s address is not the 

appropriate way to consider the location of your program, you must provide relevant facts about your 

program location in your request. CNCS will, in its sole discretion, determine whether some other address 

is more appropriate for determining a program’s location. 

 

If your program is located in one of these areas, see the instructions below for applying for this alternative 

match schedule. You must submit your request to the alternative schedule at least 60 days before the 

AmeriCorps application is due. CNCS will review your request and notify you within 30 days if you 

qualify for the alternative schedule and provide instructions for entering your budget into eGrants under 

the Alternative Match Schedule. 

 

If approved for the alternative schedules, programs will base their budget in the upcoming application on 

the approved alternative match. The alternative match requirement will be in effect for whatever portion 

of the three-year project period remains or if applying as a new grantee, for the upcoming three-year grant 

cycle. 

 

D. Instructions for the Alternative Match Schedule: Programs operating in one state must send their 

requests to the State Commission for review and approval. The Commission will then forward the 

approved request to CNCS for consideration.  

 

Submit e-mail applications at least 60 days prior to the application deadline to:  

 State Programs – submit to your State Commission 

 Multi-state Programs – submit to ACAlternateMatchScheduleRequests@cns.gov 

mailto:ACAlternateMatchScheduleRequests@cns.gov
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 State Commissions (on behalf of state programs) – submit to 

ACAlternateMatchScheduleRequests@cns.gov 

 

E-mail subject line: AmeriCorps Alternative Match Request 

 

Send your request in memo format. You must respond to each item below. Please include both the 

item and your response in your request.    

 

1. Basis of Request 

a. Identify the basis for your request as either a rural county or a severely economically 

distressed community as described above.  

b. Describe where your program operates and include the address of the legal applicant. 

2. Rural Counties 

c. Describe the economic conditions.  

d. Confirm that your county has a Beale code of 6, 7, 8, or 9. 

3. Economically Distressed Counties: 

e. Provide your county per-capita income, poverty, and unemployment levels.  

f. Demonstrate that your county per-capita income, poverty, and unemployment levels are 

above or below the national averages. Identify the data source(s) used to make your 

determination.   

g. Provide any other statistics you deem relevant to demonstrate your county is economically 

distressed. 

4. Program Location:  If you believe the location of your program should not be based on the address of 

the legal applicant, describe your justification for requesting an alternative location(s). 

5. Other:  Provide any other justification and information for your request that is not presented in the 

responses to the above. 

 

 

 

 

 

 
 
 

mailto:ACAlternateMatchScheduleRequests@cns.gov
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Applicant’s (Organization) Name:  

Applicant’s DUNS Number:  

Federal Program:    CFDA Number:                                        

 
1.   Has the applicant ever received a grant or 

contract from the Federal government? 

 

   Yes   No 

 

2.  Is the applicant a faith-based organization?  

     

  Yes        No 

 

3.  Is the applicant secular organization?  

     

  Yes        No 

 

4.   Does the applicant have 501(c) (3) status? 

     

  Yes        No 

 

5. Is the applicant a local affiliate of a national 

organization?  

 

  Yes   No  

 

 

6. How many full-time equivalent employees does 

the applicant have? (Check only one box). 

 

3 or Fewer 15-50  

4-5 51-100  

  6-14  over 100 

7. What is the size of the applicant’s annual budget? 

(Check only one box.) 

 

 Less Than $150,000   

 $150,000 - $299,999 

 $300,000 - $499,999 

 $500,000 - $999,999 

 $1,000,000 - $4,999,999 

 

  $5,000,000 or more 

 

 

 

 

 

 

Purpose:  The Federal government is committed to ensuring that all qualified applicants, small or large, non-religious or faith-

based, have an equal opportunity to compete for Federal funding. In order for us to better understand the population of applicants 

for Federal funds, we are asking nonprofit private organizations (not including private universities) to fill out this survey.   

 

Upon receipt, the survey will be separated from the application. Information provided on the survey will not be considered in any 

way in making funding decisions and will not be included in the Federal grants database. While your help in this data collection 

process is greatly appreciated, completion of this survey is voluntary.  

 

Instructions for Submitting the Survey: If you are applying using a hard copy application, please place the completed survey in 

an envelope labeled ―Applicant Survey.‖  Seal the envelope and include it along with your application package.  If you are 

applying electronically, please submit this survey along with your application.   

 

 

 

ATTACHMENT J:   

SURVEY ON ENSURING EQUAL OPPORTUNITY FOR APPLICANTS 
     

     OMB NO. 1894-0010 EXP 5/31/2012 
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Survey Instructions on Ensuring Equal Opportunity for Applicant 

 
Provide the applicant’s (organization) 

name and DUNS number and the grant 

name and CFDA number. 

 

1. Self-explanatory. 

 

2.  Self-identify.  

 

3.  Self-identify. 

 

4.  501(c) (3) status is a legal designation 

provided on application to the Internal 

Revenue Service by eligible organizations. 

Some grant programs may require nonprofit 

applicants to have 501(c) (3) status. Other 

grant programs do not.    

 

5.  Self-explanatory. 

 

6. For example, two part-time employees who 

each work half-time equal one full-time 

equivalent employee. If the applicant is a 

local affiliate of a national organization, the 

responses to survey questions 2 and 3 should 

reflect the staff and budget size of the local 

affiliate.  

 

7. Annual budget means the amount of 

money your organization spends 

each year on all of its activities. 

Paperwork Burden Statement 
According to the Paperwork Reduction 

Act of 1995, no persons are required to 

respond to a collection of information 

unless such collection displays a valid 

OMB control number. The valid OMB 

control number for this information 

collection is 1894-0010. The time 

required to complete this information 

collection is estimated to average five (5) 

minutes per response, including the time 

to review instructions, search existing 

data resources, gather the data needed, 

and complete and review the information 

collection. If you have any comments 

concerning the accuracy of the time 

estimate(s) or suggestions for 

improving this form, please write to:  
Amy Borgstrom, Corporation for National 

and Community Service, 1201 New York 

Avenue, NW, Washington, D.C. 20525. 

 

 

 

 

 

 
 

 



 

ATTACHMENT K:  Beale Codes and County-Level Economic Data 

 

Rural Community 

 

Beale codes are published by the U.S. Department of Agriculture and are used to classify counties as being 

more urban or more rural. Counties are designated on a scale from one to nine according to the following 

descriptions: 
 

2003 Beale Codes 

Code# Metropolitan 

Type 

Description 

1 Metropolitan Counties in metro areas of 1 million population  or more 

2 Metropolitan Counties in metro areas of 250,000 to 1 million 

3 Metropolitan Counties in metro areas of fewer than 250,000 

4 Non-metro Urban population of 20,000 or more, adjacent to a metropolitan area  

5 Non-metro Urban population of 20,000 or more, not adjacent to a metropolitan area 

6 Non-metro Urban population of 2,500 to 19,999, adjacent to a metropolitan area 

7 Non-metro Urban population of 2,500 to 19,999, not adjacent to a metropolitan area  

8 Non-metro Completely rural or less than 2,500 urban population, adjacent to a metropolitan area 

9 Non-metro 
Completely rural or less than 2,500 urban population, not adjacent to a metropolitan 

area 

 

Any program located in a county with a Beale code of 6, 7, 8, or 9 is eligible to apply for the alternative match. 
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Severely Economically Distressed Community 
 

The following table provides the website addresses where the publicly available information on county-level economic data including per capita 

income, poverty rate, and unemployment levels can be found. 

 

WEBSITE ADDRESS 

 
EXPLANATION 

  

www.econdata.net  

 

Econdata.Net: This site Links to a variety of social 

and economic data by states, counties and metro 

areas. 

 

http://www.bea.gov/regional/ Bureau of Economic Analysis’ Regional 

Economic Information System (REIS): Provides 

data on per capita income by county for all states 

except Puerto Rico. 

 

www.census.gov/hhes/www/saipe/index.html 

 

Census Bureau’s Small Area Poverty Estimates: 

Provides data on poverty and population estimates 

by county for all states except Puerto Rico. 

  

www.census.gov/main/www/cen2000.html 

 

Census Bureau’s American Fact-finder: Provides 

all 1990 and 2000 census data including estimates on 

poverty, per capita income and unemployment by 

counties, states, and metro areas including Puerto 

Rico. 

 

www.bls.gov/lau/home.htm   Bureau of Labor Statistics’ Local Area 

Unemployment Statistics (LAUS): Provides data 

on annual and monthly employment and 

unemployment by counties for all states including 

Puerto Rico. 

  

http://www.ers.usda.gov/Data/RuralUrbanContinuumCodes/    

 
US Department of Agriculture’s Rural-Urban 

Continuum Codes (Beale codes): Provides urban 

rural code for all counties in US.  

www.census.gov/hhes/www/saipe/index.html 

 
Census Bureau’s Small Area Poverty Estimates: 

Provides data on poverty and population 

estimates by county for all states except Puerto 

Rico. 

  

www.census.gov/main/www/cen2000.html 

 
Census Bureau’s American Fact-finder: Provides 

all 1990 and 2000 census data including estimates 

on poverty, per capita income and unemployment 

by counties, states, and metro areas including 

Puerto Rico. 

 

www.bls.gov/lau/home.htm   Bureau of Labor Statistics’ Local Area 

Unemployment Statistics (LAUS): Provides data 

on annual and monthly employment and 

unemployment by counties for all states including 

Puerto Rico. 

  

http://www.ers.usda.gov/Data/RuralUrbanContinuumCodes/    

 
US Department of Agriculture’s Rural-Urban 

Continuum Codes (Beale codes): Provides urban 

rural code for all counties in US.  

 

 

 

http://www.econdata.net/
http://www.econdata.net/
http://www.bea.gov/regional/
http://www.census.gov/hhes/www/saipe/index.html
http://www.census.gov/hhes/www/saipe/index.html
http://www.census.gov/main/www/cen2000.html
http://www.census.gov/main/www/cen2000.html
http://www.bls.gov/lau/home.h
http://www.ers.usda.gov/Data/RuralUrbanContinuumCodes/
http://www.ers.usda.gov/Data/RuralUrbanContinuumCodes/
http://www.census.gov/hhes/www/saipe/index.html
http://www.census.gov/hhes/www/saipe/index.html
http://www.census.gov/main/www/cen2000.html
http://www.census.gov/main/www/cen2000.html
http://www.bls.gov/lau/home.htm
http://www.ers.usda.gov/Data/RuralUrbanContinuumCodes/
http://www.ers.usda.gov/Data/RuralUrbanContinuumCodes/
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 ATTACHMENT L:  Assurances and Certifications                             
(eGrants Review, Authorize and Submit Section)  

 
Instructions 

 
By signing and submitting this application, as the duly authorized representative of the applicant, you certify that the applicant will 

comply with the Assurances and Certifications described below.  

 
a) Inability to certify 

Your inability to provide the assurances and certifications listed below will not necessarily result in denial of a grant. You must submit an 

explanation of why you cannot do so. We will consider your explanation in determining whether to enter into this transaction. However, your 

failure to furnish an explanation will disqualify your application. 

 

b) Erroneous certification or assurance 

The assurances and certifications are material representations of fact upon which we rely in determining whether to enter into this transaction. 

If we later determine that you knowingly submitted an erroneous certification or assurance, in addition to other remedies available to the 

federal government, we may terminate this transaction for cause or default. 

 

c) Notice of error in certification or assurance 

You must provide immediate written notice to us if at any time you learn that a certification or assurance was erroneous when submitted or 

has become erroneous because of changed circumstances. 

 

d) Definitions 

The terms ―covered transaction‖, ―debarred‖, ―suspended‖, ―ineligible‖, ―lower tier covered transaction‖, ―participant‖, ―person‖, ―primary 

covered transaction‖, ―principal‖, ―proposal‖, and ―voluntarily excluded‖ as used in this clause, have the meanings set out in the Definitions 

and Coverage sections of the rules implementing Executive Order 12549. An applicant shall be considered a ―prospective primary participant 

in a covered transaction‖ as defined in the rules implementing Executive Order 12549. You may contact us for assistance in obtaining a copy 

of those regulations. 

 

e) Assurance requirement for subgrant agreements 

You agree by submitting this proposal that if we approve your application you shall not knowingly enter into any lower tier covered 

transaction with a person who is debarred, suspended, declared ineligible, or voluntarily excluded from participation in this covered 

transaction, unless authorized by us. 

 

f) Assurance inclusion in subgrant agreements 

You agree by submitting this proposal that you will obtain an assurance from prospective participants in all lower tier covered transactions and 

in all solicitations for lower tier covered transactions that the participants are not debarred, suspended, ineligible, or voluntarily excluded from 

the covered transaction. 

 

g) Assurance of subgrant principals 

You may rely upon an assurance of a prospective participant in a lower-tier covered transaction that is not debarred, suspended, ineligible, or 

voluntarily excluded from the covered transaction, unless you know that the assurance is erroneous. You may decide the method and 

frequency by which you determine the eligibility of your principals. You may, but are not required to, check the List of Parties Excluded from 

Federal Procurement and Nonprocurement Programs. 

 

h) Non-assurance in subgrant agreements 

If you knowingly enter into a lower tier covered transaction with a person who is suspended, debarred, ineligible, or voluntarily excluded from 

participation in this transaction, in addition to other remedies available to the federal government, we may terminate this transaction for cause 

or default.  

 

i) Prudent person standard 

Nothing contained in the aforementioned may be construed to require establishment of a system of records in order to render in good faith the 

assurances and certifications required. Your knowledge and information is not required to exceed that which is normally possessed by a 

prudent person in the ordinary course of business dealings. 
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ASSURANCES 
  
As the duly authorized representative of the applicant, I certify, to the best of my knowledge and belief, that the applicant: 

  

 Has the legal authority to apply for federal assistance, and the institutional, managerial, and financial capability (including funds 

sufficient to pay the non-federal share of project costs) to ensure proper planning, management, and completion of the project described 

in this application. 

 Will give the awarding agency, the Comptroller General of the United States, and if appropriate, the state, through any authorized 

representative, access to and the right to examine all records, books, papers, or documents related to the award; and will establish a 

proper accounting system in accordance with generally accepted accounting standards or agency directives. 

 Will establish safeguards to prohibit employees from using their position for a purpose that constitutes or presents the appearance of 

personal or organizational conflict of interest, or personal gain. 

 Will initiate and complete the work within the applicable time frame after receipt of approval of the awarding agency. 

 Will comply with the Intergovernmental Personnel Act of 1970 (42 U.S.C. 4728-4763) relating to prescribed standards for merit systems 

for programs funded under one of the nineteen statutes or regulations specified in Appendix A of OPM’s Standards for a Merit System of 

Personnel Administration (5 CFR 900, Subpart F). 

 Will comply with all federal statutes relating to nondiscrimination. These include but are not limited to: Title VI of the Civil Rights Act 

of 1964 (P.L. 88-352) which prohibits discrimination on the basis of race, color, or national origin; (b) Title IX of the Education 

Amendments of 1972, as amended (20 U.S.C. 1681-1683, and 1685-1686). which prohibits discrimination on the basis of sex; (c) Section 

504 of the Rehabilitation Act of 1973, as amended (29 U.S.C. 794), which prohibits discrimination on the basis of disability (d) The Age 

Discrimination Act of 1975, as amended (42 U.S.C. 6101-6107), which prohibits discrimination on the basis of age; (e) The Drug Abuse 

Office and Treatment Act of 1972 (P.L. 92-255), as amended, relating to nondiscrimination on the basis of drug abuse; (f) The 

Comprehensive Alcohol Abuse and Alcoholism Prevention, Treatment and Rehabilitation Act of 1970 (P.L. 91-616), as amended, 

relating to nondiscrimination on the basis of alcohol abuse or alcoholism; (g) sections 523 and 527 of the Public Health Service Act of 

1912 (42 U.S.C. 290dd-3 and 290ee-3), as amended, relating to confidentiality of alcohol and drug abuse patient records; (h) Title VIII of 

the Civil Rights Act of 1968 (42 U.S.C. 3601 et seq.), as amended, relating to nondiscrimination in the sale, rental or financing of 

housing; (i) any other nondiscrimination provisions in the National and Community Service Act of 1990, as amended; and (j) the 

requirements of any other nondiscrimination statute(s) which may apply to the application. 

 Will comply, or has already complied, with the requirements of Titles II and III of the Uniform Relocation Assistance and Real Property 

Acquisition Policies Act of 1970 (P.L. 91-646) which provide for fair and equitable treatment of persons displaced or whose property is 

acquired as a result of federal or federally assisted programs. These requirements apply to all interests in real property acquired for 

project purposes regardless of federal participation in purchases. 

 Will comply with the provisions of the Hatch Act (5 U.S.C. 1501-1508 and 7324-7328) which limit the political activities of employees 

whose principal employment activities are funded in whole or in part with Federal funds. 

 Will comply, as applicable, with the provisions of the Davis-Bacon Act (40 U.S.C 276a and 276a-77), the Copeland Act (40 U.S.C 276c 

and 18 U.S.C. 874), and the Contract Work Hours and Safety Standards Act (40 U.S.C. 327-333), regarding labor standards for Federally 

assisted construction sub-agreements. 

 Will comply, if applicable, with flood insurance purchase requirements of Section 102(a) of the Flood Disaster Protection Act of 1973 

(P.L. 93-234) which requires the recipients in a special flood hazard area to participate in the program and to purchase flood insurance if 

the total cost of insurable construction and acquisition is $10,000 or more. 

 Will comply with environmental standards which may be prescribed pursuant to the following: (a) institution of environmental quality 

control measures under the National Environmental Policy Act of 1969 (P.L. 91-190) and Executive Order (EO) 11514; (b) notification 

of violating facilities pursuant to EO 11738; (c) protection of wetlands pursuant to EO 11990; (d) evaluation of flood hazards in 

floodplains in accordance with EO 11988; (e) assurance of project consistency with the approved state management program developed 

under the Coastal Zone Management Act of 1972 (16 U.S.C 1451 et seq.); (f) conformity of federal actions to State (Clean Air) 

Implementation Plans under Section 176(c) of the Clean Air Act of 1955, as amended (42 U.S.C. 7401 et seq.); (g) protection of 

underground sources of drinking water under the Safe Drinking Water Act of 1974, as amended (P.L. 93-523); and (h) protection of 

endangered species under the Endangered Species Act of 1973, as amended (P.L. 93-205). 

 Will comply with the Wild and Scenic Rivers Act of 1968 (16 U.S.C 1271 et seq.) related to protecting components or potential 

components of the national wild and scenic rivers system. 

 Will assist the awarding agency in assuring compliance with Section 106 of the National Historic Preservation Act of 1966, as amended 

(16 U.S.C. 470), EO 11593 (identification and protection of historic properties), and the Archaeological and Historic Preservation Act of 

1974 (16U.S.C. 469a-l et seq.). 

 Will comply with P.L. 93-348 regarding the protection of human subjects involved in research, development, and related activities 

supported by this award of assistance. 
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 Will comply with the Laboratory Animal Welfare Act of 1966 (P.L. 89-544, as amended, 7 U.S.C. 2131 et seq.) pertaining to the care, 

handling, and treatment of warm blooded animals held for research, teaching, or other activities supported by this award of assistance. 

 Will comply with the Lead-Based Paint Poisoning Prevention Act (42 U.S.C. §§ 4801 et seq.) which prohibits the use of lead based paint 

in construction or rehabilitation of residence structures. 

 Will cause to be performed the required financial and compliance audits in accordance with the Single Audit Act of 1984, as amended, 

and OMB Circular A-133, Audits of States, Local Governments, and Non-Profit Organizations. 

 Will comply with all applicable requirements of all other Federal laws, executive orders, regulations, application guidelines, and policies 

governing this program. 

 
 Will comply with all rules regarding prohibited activities, including those stated in applicable Notice, grant provisions, and program 

regulations, and will ensure that no assistance made available by the Corporation will be used to support any such prohibited activities. 

  

 Will comply with the nondiscrimination provisions in the national service laws, which provide that an individual with responsibility for 

the operation of a project or program that receives assistance under the national service laws shall not discriminate against a participant 

in, or member of the staff of, such project or program on the basis of race, color, national origin, sex, age, political affiliation, disability, 

or on the basis of religion. (NOTE: the prohibition on religious discrimination does not apply to the employment of any staff member 

paid with non-Corporation funds or paid with Corporation funds but employed with the organization operating the project prior to or on 

the date the grant was awarded. If your organization is a faith-based organization that makes hiring decisions on the basis of religious 

belief, your organization may be entitled, under the Religious Freedom Restoration Act, 42 U.S.C. § 2000bb, to receive federal funds and 

yet maintain that hiring practice, even though the national service legislation includes a restriction on religious discrimination in 

employment of staff hired to work on a Corporation-funded project and paid with Corporation grant funds. (42 U.S.C. §§ 5057(c) and 

12635(c)). For the circumstances under which this may occur, please see the document ―Effect of the Religious Freedom Restoration Act 

on Faith-Based Applicants for Grants‖ on the Corporation’s website at: http://www.usdoj.gov/archive/fbci/effect-rfra.pdf. 

 
 Will comply with all other federal statutes relating to nondiscrimination, including any self-evaluation requirements. These include but 

are not limited to: (a)Title VI of the Civil Rights Act of 1964 (P.L. 88-352) which prohibits discrimination on the basis of race, color, or 

national origin; (b) Title IX of the Education Amendments of 1972, as amended (20 U.S.C. 1681-1683, and 1685-1686). which prohibits 

discrimination on the basis of sex; (c) Section 504 of the Rehabilitation Act of 1973, as amended (29 U.S.C. 794), which prohibits 

discrimination on the basis of handicaps (d) The Age Discrimination Act of 1975, as amended (42 U.S.C. 6101-6107), which prohibits 

discrimination on the basis of age; (e) The Drug Abuse Office and Treatment Act of 1972 (P.L. 92-255), as amended, relating to 

nondiscrimination on the basis of drug abuse; (f) The Comprehensive Alcohol Abuse and Alcoholism Prevention, Treatment and 

Rehabilitation Act of 1970 (P.L. 91-616), as amended, relating to nondiscrimination on the basis of alcohol abuse or alcoholism; (g) 

sections 523 and 527 of the Public Health Service Act of 1912 (42 U.S.C. 290 dd-3 and 290 ee-3), as amended, relating to confidentiality 

of alcohol and drug abuse patient records; (h) Title VIII of the Civil Rights Act of 1968 (42 U.S.C. 3601 et seq.), as amended, relating to 

nondiscrimination in the sale, rental or financing of housing; and (i) the requirements of any other nondiscrimination statute(s) which 

may apply to the application. 

 

 Will provide, in the design, recruitment, and operation of any AmeriCorps program, for broad-based input from – (1) the community 

served, the municipality and government of the county (if appropriate) in which the community is located, and potential participants in 

the program; and (2) community-based agencies with a demonstrated record of experience in providing services and local labor 

organizations representing employees of service sponsors, if these entities exist in the area to be served by the program;  

 

 Will, prior to the placement of participants, consult with the appropriate local labor organization, if any, representing employees in the 

area who are engaged in the same or similar work as that proposed to be carried out by an AmeriCorps program, to ensure compliance 

with the nondisplacement requirements specified in section 177 of the NCSA;  

 

 Will, in the case of an AmeriCorps program that includes or serves children, consult with the parents or legal guardians of children in 

developing and operating the program; 

 

 Will, before transporting minor children, provide the children’s parents or legal guardians with the reason for the transportation and 

obtain the parent’s or legal guardian’s permission for such transportation, consistent with state law;  

 

 Will, in the case of an AmeriCorps program that is not funded through a State, consult with and coordinate activities with the State 

Commission for the state in which the program operates. 

 

 Will ensure that any national service program carried out by the applicant using assistance provided under section 121 of the National 

and Community Service Act of 1990 and any national service program supported by a grant made by the applicant using such assistance 

will address unmet human, educational, environmental, or public safety needs through services that provide a direct benefit to the 

community in which the service is performed;  

 

http://www.usdoj.gov/archive/fbci/effect-rfra.pdf
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 Will comply with the nonduplication and nondisplacement requirements set out in section 177 of the National and Community Service 

Act of 1990, and in the Corporation’s regulations at § 2540.100; 

 

 Will comply with the grievance procedure requirements as set out in section 176(f) of the National and Community Service Act of 1990 

and in the Corporation’s regulations at 45 CFR § 2540.230; 

 

 Will provide participants in the national service program with the training, skills, and knowledge necessary for the projects that 

participants are called upon to perform, including training on prohibited activities;  

 

 Will provide support services to participants, such as information regarding G.E.D. attainment and post-service employment, and, if 

appropriate, opportunities for participants to reflect on their service experiences;  

 

 Will arrange for an independent evaluation of any national service program carried out using assistance provided to the applicant under 

section 121 of the National and Community Service Act of 1990 or, with the approval of the Corporation, conduct an internal evaluation 

of the program;  

 

 Will apply measurable performance goals and evaluation methods, which are to be used as part of such evaluation to determine the 

program’s impact on communities and persons served by the program, on participants who take part in the projects, and in other such 

areas as required by the Corporation;  

 

 Will ensure the provision of a living allowance and other benefits to participants as required by the Corporation;  

 

 Has not violated a Federal criminal statute; 

 

 If a state applicant, will ensure that the State subgrants will be used to support national service programs selected by the State on a 

competitive basis; 

 

 If a state applicant, will seek to ensure an equitable allocation within the State of assistance and approved national service positions, 

taking into consideration such factors as the locations of the programs, population density, and economic distress; 

 

 If a state applicant, will ensure that not less than 60% of the assistance will be used to make grants to support national service programs 

other than those carried out by a State agency, unless the Corporation approves otherwise.  

 

CERTIFICATIONS 
  

Certification – Debarment, Suspension, and Other Responsibility Matters 

This certification is required by the government-wide regulations implementing Executive Order 12549, Debarment and Suspension, 2 CFR Part 

180, Section 180.335, What information must I provide before entering into a covered transaction with a Federal agency?  

As the duly authorized representative of the applicant, I certify, to the best of my knowledge and belief, that neither the applicant nor its 

principals:  

 Is presently excluded or disqualified;  

 Has been convicted within the preceding three years of any of the offenses listed in § 180.800(a) or had a civil judgment  rendered 

against it for one of those offenses within that time period;  

 Is presently indicted for or otherwise criminally or civilly charged by a governmental entity (Federal, State, or local) with commission or 

any of the offenses listed in § 180.800(a); or 

 Has had one or more public transactions (Federal, State, or local) terminated within the preceding three years for cause or default.  

Certification – Drug Free Workplace 

This certification is required by the Corporation’s regulations implementing sections 5150-5160 of the Drug-Free Workplace Act of 1988 (P.L. 

100-690), 45 CFR Part 2545, Subpart B. The regulations require certification by grantees, prior to award, that they will make a good faith effort, on 

a continuing basis, to maintain a drug-free workplace. The certification set out below is a material representation of fact upon which reliance will 

be placed when the agency determines to award the grant. False certification or violation of the certification may be grounds for suspension of 

payments, suspension or termination of grants, or government-wide suspension or debarment (see 45 CFR Part 2542, Subparts G and H).  

As the duly authorized representative of the grantee, I certify, to the best of my knowledge and belief, that the grantee will provide a drug-free 

workplace by:  

A. Publishing a drug-free workplace statement that: 

a. Notifies employees that the unlawful manufacture, distribution, dispensing, possession, or use of a controlled substance is 

prohibited in the grantee’s workplace; 
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b. Specifies the actions that the grantee will take against employees for violating that prohibition; and  

c. Informs employees that, as a condition of employment under any award, each employee will abide by the terms of the 

statement and notify the grantee in writing if the employee is convicted for a violation of a criminal drug statute occurring in 

the workplace within five days of the conviction;  

B. Requiring that a copy of the statement described in paragraph (A) be given to each employee who will be engaged in the performance of 

any Federal award;  

C. Establishing a drug-free awareness program to inform employees about:  

a. The dangers of drug abuse in the workplace; 

b. The grantee’s policy of maintaining a drug-free workplace;  

c. Any available drug counseling, rehabilitation, and employee assistance programs; and 

d. The penalties that the grantee may impose upon them for drug abuse violations occurring in the workplace; 

D. Providing us, as well as any other Federal agency on whose award the convicted employee was working, with written notification within 

10 calendar days of learning that an employee has been convicted of a drug violation in the workplace;  

E. Taking one of the following actions within 30 calendar days of learning that an employee has been convicted of a drug violation in the 

workplace:  

a. Taking appropriate personnel action against the employee, up to and including termination; or 

b. Requiring that the employee participate satisfactorily in a drug abuse assistance or rehabilitation program approved for these 

purposes by a Federal, State, or local health, law enforcement, or other appropriate agency;  

F. Making a good faith effort to continue to maintain a drug-free workplace through implementation of paragraphs (A) through (E).  

  

Certification - Lobbying Activities 

As required by Section 1352, Title 31 of the U.S. Code, as the duly authorized representative of the applicant, I certify, to the best of my 

knowledge and belief, that: 

 No federal appropriated funds have been paid or will be paid, by or on behalf of the applicant, to any person for influencing or 

attempting to influence an officer or employee of any agency, a member of Congress, an officer of Congress in connection with the 

awarding of any federal contract, the making of any federal loan, the entering into of any cooperative agreement, or modification of 

any federal contract, grant, loan, or cooperative agreement; 

 If any funds other than federal appropriated funds have been paid or will be paid to any person for influencing or attempting to 

influence an officer or employee of any agency, a member of Congress, an officer or employee of Congress, or an employee of a 

member of Congress in connection with this federal contract, grant, loan, or cooperative agreement, the applicant will submit 

Standard Form-LLL, "Disclosure Form to Report Lobbying," in accordance with its instructions; 

  The applicant will require that the language of this certification be included in the award documents for all subcontracts at all tiers 

(including subcontracts, subgrants, and contracts under grants, loans and cooperative agreements) and that all subrecipients will 

certify and disclose accordingly.  

 

Erroneous certification or assurance 

The assurances and certifications are material representations of fact upon which we rely in determining whether to enter into this transaction. If we 

later determine that you knowingly submitted an erroneous certification or assurance, in addition to other remedies available to the federal 

government, we may terminate this transaction for cause or default. 

 

Notice of error in certification or assurance 

You must provide immediate written notice to us if at any time you learn that a certification or assurance was erroneous when submitted or has 

become erroneous because of changed circumstances. 

 

Definitions 

The terms ―debarment‖, ―suspension‖, ―excluded‖, ―disqualified‖, ―ineligible‖, ―participant‖, ―person‖, ―principal‖, ―proposal‖, and ―voluntarily 

excluded‖ as used in this document have the meanings set out in 2 CFR Part 180, subpart I, ―Definitions.‖  A transaction shall be considered a 

―covered transaction‖ if it meets the definition in 2 CFR part 180 subpart B, ―Covered Transactions.‖  

Assurance requirement for subgrant agreements 

You agree by submitting this proposal that if we approve your application you shall not knowingly enter into any lower tier covered transaction 

with a person who is debarred, suspended, declared ineligible, or voluntarily excluded from participation in this covered transaction, unless 

authorized by us. 
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Assurance inclusion in subgrant agreements 

You agree by submitting this proposal that you will obtain an assurance from prospective participants in all lower tier covered transactions and in 

all solicitations for lower tier covered transactions that the participants are not debarred, suspended, ineligible, or voluntarily excluded from the 

covered transaction. 

 

Assurance of subgrant principals 

You may rely upon an assurance of a prospective participant in a lower-tier covered transaction that is not debarred, suspended, ineligible, or 

voluntarily excluded from the covered transaction, unless you know that the assurance is erroneous. You may decide the method and frequency by 

which you determine the eligibility of your principals. You may, but are not required to, check the List of Parties Excluded from Federal 

Procurement and Nonprocurement Programs. 

 

Non-assurance in subgrant agreements 

If you knowingly enter into a lower tier covered transaction with a person who is suspended, debarred, ineligible, or voluntarily excluded from 

participation in this transaction, in addition to other remedies available to the federal government, we may terminate this transaction for cause or 

default.  

 

Prudent person standard 

Nothing contained in the aforementioned may be construed to require establishment of a system of records in order to render in good faith the 

assurances and certifications required. Your knowledge and information is not required to exceed that which is normally possessed by a prudent 

person in the ordinary course of business dealings. 

 

Certification - Grant Review Process (State Commissions Only) 

I certify that in conducting our review process, we have ensured compliance with the National and Community Service Act of 1990, the 

Corporation's peer review requirements, and all state laws and conflict of interest rules. 

 

 

ASSURANCES AND CERTIFICATIONS 

ASSURANCE SIGNATURE:             NOTE: Sign this form and include in the application. 

  

SIGNATURE:  
By signing this assurances page, you certify that you agree to perform all actions and support all intentions in the Assurances section. 

 

Organization Name:  

Program Name:  

 Name and Title of Authorized Representative:   

Signature:   

Date:   

 

CERTIFICATION SIGNATURE:       NOTE: Sign this form and include in the application. 

SIGNATURE:  

By signing this certification page, you certify that you agree to perform all actions and support all intentions in the Certification sections of this 

application. The three Certifications are: 

 Certification: Debarment, Suspension and Other Responsibility Matters 

 Certification: Drug-Free Workplace 

 Certification: Lobbying Activities 

 

 

Organization Name:  

Program Name:   

 Name and Title of Authorized Representative:   

Signature:   

Date:   
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ATTACHMENT M: Beneficiary Populations  
(eGrants Performance Measures Section) 

 
BENEFICIARY POPULATIONS 

 Communities of Color 

 Low-income Individuals 

 Members of Faith-based Communities 

 Native Americans  

 New Americans 

 Older Americans 

 People with Disabilities 

 Rural Residents 

 Veterans, Active Military, or their Families 
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ATTACHMENT N: Bidders Signature Form 

 
 

DELAWARE HEALTH AND SOCIAL SERVICES 

REQUEST FOR PROPOSAL 

 

BIDDERS SIGNATURE FORM 

                                                                                                                

NAME OF BIDDER:          

SIGNATURE OF AUTHORIZED PERSON:        

TYPE IN NAME OF AUTHORIZED PERSON:       

TITLE OF AUTHORIZED PERSON:        

STREET NAME AND NUMBER:         

CITY, STATE, & ZIP CODE:         

CONTACT PERSON:          

TELEPHONE NUMBER:          

FAX NUMBER:           

DATE:            

BIDDER’S FEDERAL EMPLOYERS IDENTIFICATION NUMBER:     

 

THE FOLLOWING MUST BE COMPLETED BY THE VENDOR: 

 

AS CONSIDERATION FOR THE AWARD AND EXECUTION BY THE DEPARTMENT OF HEALTH AND 

SOCIAL SERVICES OF THIS CONTRACT, THE (COMPANY NAME)     

HEREBY GRANTS, CONVEYS, SELLS, ASSIGNS, AND TRANSFERS TO THE STATE OF DELAWARE ALL OF 

ITS RIGHTS, TITLE AND INTEREST IN AND TO ALL KNOWN OR UNKNOWN CAUSES OF ACTION IT 

PRESENTLY HAS OR MAY NOW HEREAFTER ACQUIRE UNDER THE ANTITRUST LAWS OF THE UNITED 

STATES AND THE STATE OF DELAWARE, RELATING THE PARTICULAR GOODS OR SERVICES 

PURCHASED OR ACQUIRED BY THE DELAWARE HEALTH AND SOCIAL SERVICES DEPARTMENT, 

PURSUANT TO THIS CONTRACT. 
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ATTACHMENT O: Certification Sheet 

 

 
DELAWARE HEALTH AND SOCIAL SERVICES 

REQUEST FOR PROPOSAL 

 

CERTIFICATION SHEET 

 

As the official representative for the proposer, I certify on behalf of the agency that: 

 

a. They are a regular dealer in the services being procured. 

 

b. They have the ability to fulfill all requirements specified for development within this RFP. 

 

c. They have independently determined their prices. 

 

d. They are accurately representing their type of business and affiliations. 

 

e. They will secure a Delaware Business License. 

 

f. They have acknowledged that no contingency fees have been paid to obtain award of this contract. 

 

g. The Prices in this offer have been arrived at independently, without consultation, communication, or agreement, for 

the purpose of restricting competition, as to any matter relating to such prices with any other contractor or with any 

competitor; 

 

h. Unless otherwise required by Law, the prices which have been quoted in this offer have not been knowingly 

disclosed by the contractor and prior to the award in the case of a negotiated procurement, directly or indirectly to 

any other contractor or to any competitor; and 

 

i. No attempt has been made or will be made by the contractor in part to other persons or firm to submit or not to 

submit an offer for the purpose of restricting competition. 

 

j. They have not employed or retained any company or person (other than a full-time bona fide employee working 

solely for the contractor) to solicit or secure this contract, and they have not paid or agreed to pay any company or 

person (other than a full-time bona fide employee working solely for the contractor) any fee, commission 

percentage or brokerage fee contingent upon or resulting from the award of this contract. 

 

k. They (check one) operate ___an individual; _____a Partnership ____a non-profit (501 C-3) organization; _____a 

not-for-profit organization; or _____for profit corporation, incorporated under the laws of the State of 

____________________. 

 

l.  The referenced offerer has neither directly or indirectly entered into any agreement, participated in any collusion or 

otherwise taken any action in restraint of free competitive bidding in connection with this bid submitted this date to 

Delaware Health and Social Services. 

 

m.  The referenced bidder agrees that the signed delivery of this bid represents the bidder’s acceptance of the terms and 

conditions of this invitation to bid including all Specifications and special provisions. 
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n.  They (check one): _______are; ______are not owned or controlled by a parent company.  If owned or controlled by 

a parent company, enter name and address of parent company: 

    __________________________________________ 

    __________________________________________ 

    __________________________________________ 

 

 Violations and Penalties: 

Each contract entered into by an agency for professional services shall contain a prohibition against contingency fees as 

follows: 

 

1. The firm offering professional services swears that it has not employed or retained any company or person working 

primarily for the firm offering professional services, to solicit or secure this agreement by improperly influencing 

the agency or any of its employees in the professional service procurement process. 

 

2. The firm offering the professional services has not paid or agreed to pay any person, company, corporation, 

individual or firm other than a bona fide employee working primarily for the firm offering professional services, 

any fee, commission, percentage, gift, or any other consideration contingent upon or resulting from the award or 

making of this agreement; and 

 

3. For the violation of this provision, the agency shall have the right to terminate the agreement without liability and at 

its discretion, to deduct from the contract price, or otherwise recover the full amount of such fee, commission, 

percentage, gift or consideration. 

 

The following conditions are understood and agreed to: 

 

a.  No charges, other than those specified in the cost proposal, are to be levied upon the State as a result of a contract. 

 

b.  The State will have exclusive ownership of all products of this contract unless mutually agreed to in writing at the 

time a binding contract is executed. 

 

Date     Signature & Title of Official Representative 

 

Type Name of Official Representative 
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ATTACHMENT P: Statement of Compliance 

 

 
 

DELAWARE HEALTH AND SOCIAL SERVICES 
REQUEST FOR PROPOSAL 

 
STATEMENTS OF COMPLIANCE FORM 

 
 

As the official representative for the contractor, I certify on behalf of the agency that   
   (Company Name) will comply with all Federal and Delaware laws and regulations pertaining 
to equal employment opportunity and affirmative action.  In addition, compliance will be assured in regard to 
Federal and Delaware laws and regulations relating to confidentiality and individual and family privacy in the 
collection and reporting of data. 
 
 
 
Authorized Signature:          
 
Title:             
 
Date:             
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ATTACHMENT Q: Beneficiary Populations  
 

 
OFFICE OF MINORITY AND WOMEN BUSINESS ENTERPRISE SELF-CERTIFICATION TRACKING FORM  

 

OFFICE OF MINORITY AND WOMEN BUSINESS ENTERPRISE SELF-CERTIFICATION TRACKING 

FORM IF YOUR FIRM WISHES TO BE CONSIDERED FOR ONE OF THE CLASSIFICATIONS LISTED 

BELOW, THIS PAGE MUST BE SIGNED, NOTARIZED AND RETURNED WITH YOUR PROPOSAL. 

 

COMPANY NAME_____________________________________________________ 

NAME OF AUTHORIZED REPRESENTATIVE (Please print) 

______________________________________________________________________ 

SIGNATURE___________________________________________________________ 

COMPANY ADDRESS___________________________________________________ 

TELEPHONE #_________________________________________________________ 

FAX #_________________________________________________________________ 

EMAIL ADDRESS_______________________________________________________ 

FEDERAL EI# __________________________________________________________ 

STATE OF DE BUSINESS LIC#____________________________________________ 

Note:  Signature of the authorized representative must be of an individual who legally may enter his/her organization 

into a formal contract with the State of Delaware, Delaware Health and Social Services. 

Organization Classifications (Please circle) 

Women Business Enterprise (WBE)  Yes/No 

Minority Business Enterprise (MBE)  Yes/No 

Please check one---Corporation ______ 

Partnership_______Individual _______ 

________________________________________________________________________ 

For appropriate certification (WBE), (MBE), please apply to Office of Minority and Women Business Enterprise Phone 

# (302) 739-4206  L. Jay Burks, Executive Director Fax# (302) 739-1965     Certification #____________ Certifying 

Agency____________ 

http://gss.omb.delaware.gov/omwbe/index.shtml 

 

 

SWORN TO AND SUBSCRIBED BEFORE ME THIS ______________DAY OF ___________20________ 

 

NOTARY PUBLIC_________________________MY COMMISION EXPIRES ____________________ 

 

CITY OF ___________________________COUNTY OF _________________STATE OF__________________ 

http://gss.omb.delaware.gov/omwbe/index.shtml
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Definitions 

 

The following definitions are from the State Office of Minority and Women Business Enterprise.    

 

Women Owned Business Enterprise (WBE): At least 51% is owned by women, or in the case of a publicly owned 

enterprise, a business enterprise in which at least 51% of the voting stock is owned by women; or any business 

enterprise that is approved or certified as such for purposes of participation in contracts subject to women-owned 

business enterprise requirements involving federal programs and federal funds. 

 

Minority Business Enterprise (MBE): At least 51% is owned by minority group members; or in the case of a publicly 

owned enterprise, a business enterprise in which at least 51% of the voting stock is owned by minority group members; 

or any business enterprise that is approved or certified as such for purposes of participation in contracts subjects to 

minority business enterprises requirements involving federal programs and federal funds. 

 

Corporation: An artificial legal entity treated as an individual, having rights and liabilities distinct from those of the 

persons of its members, and vested with the capacity to transact business, within the limits of the powers granted by law 

to the entity. 

 

Partnership: An agreement under which two or more persons agree to carry on a business, sharing in the profit or 

losses, but each liable for losses to the extent of his or her personal assets. 

 

Individual: Self-explanatory 

 

For certification in one of above, the bidder must contract: 

L. Jay Burks 

Office of Minority and Women Business Enterprise  

(302) 739-4206 

Fax (302) 739-5561 

 
 



Serve Delaware - Delaware Volunteer Service Commission  2011-2012 AmeriCorps*State Competitive Program RFP 

2012-2013 AmeriCorps*State Request for Formula Applications (RFP) Page 90 of 99 

                Serve Delaware – Delaware Commission for Community & Volunteer Service 

ATTACHMENT R: Contract Boilerplate 

 

 

 

DELAWARE  HEALTH  

AND SOCIAL SERVICES 

 

CONTRACT # _______ 

BETWEEN 

[DIVISION NAME HERE] 

DELAWARE DEPARTMENT OF HEALTH & SOCIAL SERVICES, 

AND 

[Contractor] 

FOR 

[TYPE OF SERVICE] 

 

A.   Introduction 

 

1. This contract is entered into between the Delaware Department of Health and Social Services (the Department), 

Division of ______________ (Division) and _______________________ (the Contractor). 

 

2. The Contract shall commence on __________________ and terminate on _____________ unless specifically 

extended by an amendment, signed by all parties to the Contract. Time is of the essence. (Effective contract start 

date is subject to the provisions of Paragraph C. 1. of this Agreement.) 

 

B.   Administrative Requirements 

 

1. Contractor recognizes that it is operating as an independent Contractor and that it is liable for any and all losses, 

penalties, damages, expenses, attorney's fees, judgments, and/or settlements incurred by reason of injury to or death 

of any and all persons, or injury to any and all property, of any nature, arising out of the Contractor's negligent 

performance under this Contract, and particularly without limiting the foregoing, caused by, resulting from, or 

arising out of any act of omission on the part of the Contractor in their negligent performance under this Contract.   

 

2. The Contractor shall maintain such insurance as will protect against claims under Worker’s Compensation Act and 

from any other claims for damages for personal injury, including death, which may arise from operations under this 

Contract. The Contractor is an independent contractor and is not an employee of the State. 

 

3. During the term of this Contract, the Contractor shall, at its own expense, carry insurance with minimum coverage 

limits as follows: 

 

  a) Comprehensive General Liability  1,000,000 

 and 

  b) Medical/Professional Liability                    $1,000,000/ $3,000,000  

                               

or c)  Misc. Errors and Omissions   $1,000,000/$3,000,000 

 

or         d)  Product Liability    $1,000,000/$3,000,000 

 

 All contractors must carry (a) and at least one of (b), (c), or (d), depending on the type of service or 

product being delivered.  
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If the contractual service requires the transportation of Departmental clients or staff, the contractor shall, in addition to 

the above coverage, secure at its own expense the following coverage: 

 

  e)  Automotive Liability (Bodily Injury)       $100,000/$300,000 

  f)  Automotive Property Damage (to others)               $ 25,000 

 

4. Not withstanding the information contained above, the Contractor shall indemnify and hold harmless the State 

of Delaware, the Department and the Division from contingent liability to others for damages because of bodily 

injury, including death, that may result from the Contractor’s negligent performance under this Contract, and 

any other liability for damages for which the Contractor is required to indemnify the State, the Department and 

the Division under any provision of this Contract. 

 

5. The policies required under Paragraph B. 3. must be written to include Comprehensive General Liability coverage, 

including Bodily Injury and Property damage insurance to protect against claims arising from the performance of 

the Contractor and the contractor's subcontractors under this Contract and Medical/Professional Liability coverage 

when applicable. 

 

6. The Contractor shall provide a Certificate of Insurance as proof that the Contractor has the required insurance. The 

certificate shall identify the Department and the Division as the ―Certificate Holder‖ and shall be valid for the 

contract’s period of performance as detailed in Paragraph A. 2.   

 

7. The Contractor acknowledges and accepts full responsibility for securing and  maintaining all licenses and 

permits, including the Delaware business license, as  applicable and required by law, to engage in business and 

provide the goods and/or  services to be acquired under the terms of this Contract. The Contractor acknowledges 

 and is aware that Delaware law provides for significant penalties associated with the  conduct of business 

without the appropriate license.   

 

8. The Contractor agrees to comply with all State and Federal licensing standards and all other applicable standards as 

required to provide services under this Contract, to assure the quality of services provided under this Contract.  The 

Contractor shall immediately notify the Department in writing of any change in the status of any accreditations, 

licenses or certifications in any jurisdiction in which they provide services or conduct business.  If this change in 

status regards the fact that its accreditation, licensure, or certification is suspended, revoked, or otherwise impaired 

in any jurisdiction, the Contractor understands that such action may be grounds for termination of the Contract. 

 

 a) If a contractor is under the regulation of any Department entity and has been assessed Civil Money 

Penalties (CMPs), or a court has entered a civil judgment against a Contractor or vendor in a case in which 

DHSS or its agencies was a party, the Contractor or vendor is excluded from other DHSS contractual 

opportunities or is at risk of contract termination in whole, or in part, until penalties are paid in full or the 

entity is participating in a corrective action plan approved by the Department. 

 

 A corrective action plan must be submitted in writing and must respond to findings of non-compliance 

with Federal, State, and Department requirements.  Corrective action plans must include timeframes for 

correcting deficiencies and must be approved, in writing, by the Department. 

 

The Contractor will be afforded a thirty (30) day period to cure non-compliance with Section 8(a).  If, in 

the sole judgment of the Department, the Contractor has not made satisfactory progress in curing the 

infraction(s) within the aforementioned thirty (30) days, then the Department may immediately terminate 

any and/or all active contracts. 

 

9. Contractor agrees to comply with all the terms, requirements and provisions of the Civil Rights Act of 1964, the 

Rehabilitation Act of 1973 and any other federal, state, local or any other anti discriminatory act, law, statute, 

regulation or policy along with all amendments and revision of these laws, in the performance of this Contract and 
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will not discriminate against any applicant or employee or service recipient because of race, creed, religion, age, sex, 

color, national or ethnic origin, disability or any other unlawful discriminatory basis or criteria.  

 

10. The Contractor agrees to provide to the Divisional Contract Manager, on an annual basis, if requested, 

information regarding its client population served under this Contract by race, color, national origin or disability. 

 

11. This Contract may be terminated in whole or part: 

 

a)  by the Department upon five (5) calendar days written notice for cause or documented 

  unsatisfactory performance, 

 

 b)  by the Department upon  fifteen (15) calendar days written notice of the loss of funding or reduction of funding 

for the stated Contractor services as described in Appendix B,  

 

 c)  by either party without cause upon thirty (30) calendar days written notice to the other Party, unless a longer 

period is specified in Appendix A. 

 

 In the event of termination, all finished or unfinished documents, data, studies, surveys, drawings, models, maps, 

photographs, and reports or other material prepared by Contractor under this contract shall, at the option of the 

Department, become the property of the Department.   

 

 In the event of termination, the Contractor, upon receiving the termination notice, shall immediately cease work and 

refrain from purchasing contract related items unless otherwise instructed by the Department.  

 

 The Contractor shall be entitled to receive reasonable compensation as determined by the Department in its sole 

discretion for any satisfactory work completed on such documents and other materials that are usable to the 

Department.  Whether such work is satisfactory and usable is determined by the Department in its sole discretion. 

 

 Should the Contractor cease conducting business, become insolvent, make a general assignment for the benefit of 

creditors, suffer or permit the appointment of a receiver for its business or assets, or shall avail itself of, or become 

subject to any proceeding under the Federal Bankruptcy Act or any other statute of any state relating to insolvency 

or protection of the rights of creditors, then at the option of the Department, this Contract shall terminate and be of 

no further force and effect. Contractor shall notify the Department immediately of such events.  

 

12.  Any notice required or permitted under this Contract shall be effective upon receipt and may be hand delivered with 

receipt requested or by registered or certified mail with return receipt requested to the addresses listed below.  

Either Party may change its address for notices and official formal correspondence upon five (5) days written 

notice to the other. 

 

     To the Division at: 

        

      Division name here 

      address 

      address 

      Attn: 

        

     To the Contractor at: 

 

       ________________________________________ 

 

       ________________________________________ 

 

       ________________________________________ 
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13.  In the event of amendments to current Federal or State laws which nullify any term(s) or provision(s) of this 

Contract, the remainder of the Contract will remain unaffected. 

 

14. This Contract shall not be altered, changed, modified or amended except by written consent of all Parties to the 

Contract. 

 

15. The Contractor shall not enter into any subcontract for any portion of the services covered by this Contract without 

obtaining prior written approval of the Department.  Any such subcontract shall be subject to all the conditions and 

provisions of this Contract.  The approval requirements of this paragraph do not extend to the purchase of articles, 

supplies, equipment, rentals, leases and other day-to-day operational expenses in support of staff or facilities 

providing the services covered by this Contract.   

 

16. This entire Contract between the Contractor and the Department is composed of these several pages and the attached 

Appendix ___. 

     

17. This Contract shall be interpreted and any disputes resolved according to the Laws of the State of Delaware.  Except 

as may be otherwise provided in this contract, all claims, counterclaims, disputes and other matters in question 

between the Department and Contractor arising out of or relating to this Contract or the breach thereof will be 

decided by arbitration if the parties hereto mutually agree, or in a court of competent jurisdiction within the State of 

Delaware. 

 

18. In the event Contractor is successful in an action under the antitrust laws of the United States and/or the State of 

Delaware against a vendor, supplier, subcontractor, or other party who provides particular goods or services to 

the Contractor that impact the budget for this Contract, Contractor agrees to reimburse the State of Delaware, 

Department of Health and Social Services for the pro-rata portion of the damages awarded that are attributable 

to the goods or services used by the Contractor to fulfill the requirements of this Contract. In the event 

Contractor refuses or neglects after reasonable written notice by the Department to bring such antitrust action, 

Contractor shall be deemed to have assigned such action to the Department. 

 

19. Contractor covenants that it presently has no interest and shall not acquire any interests, direct or indirect, that would 

conflict in any manner or degree with the performance of this Contract.  Contractor further covenants that in the 

performance of this contract, it shall not employ any person having such interest. 

 

20. Contractor covenants that it has not employed or retained any company or person who is working primarily for 

the Contractor, to solicit or secure this agreement, by improperly influencing the Department or any of its 

employees in any professional procurement process; and, the Contractor has not paid or agreed to pay any 

person, company, corporation, individual or firm, other than a bona fide employee working primarily for the 

Contractor, any fee, commission, percentage, gift or any other consideration contingent upon or resulting from 

the award or making of this agreement.  For the violation of this provision, the Department shall have the right 

to terminate the agreement without liability and, at its discretion, to deduct from the contract price, or otherwise 

recover, the full amount of such fee, commission, percentage, gift or consideration. 

 

21. The Department shall have the unrestricted authority to publish, disclose, distribute and otherwise use, in whole 

or in part, any reports, data, or other materials prepared under this Contract. Contractor shall have no right to 

copyright any material produced in whole or in part under this Contract. Upon the request of the Department, the 

Contractor shall execute additional documents as are required to assure the transfer of such copyrights to the 

Department.   

 

   If the use of any services or deliverables is prohibited by court action based on a U.S. patent or copyright 

infringement claim, Contractor shall, at its own expense, buy for the Department the right to continue using the 
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services or deliverables or modify or replace the product with no material loss in use, at the option of the 

Department. 

 

22.   Contractor agrees that no information obtained pursuant to this Contract may be released in any form except in 

compliance with applicable laws and policies on the confidentiality of information and except as necessary for 

the proper discharge of the Contractor’s obligations under this Contract.  

 

23.        Waiver of any default shall not be deemed to be a waiver of any subsequent default. Waiver or breach of any 

provision of this Contract shall not be deemed to be a waiver of any other or subsequent breach and shall not be 

construed to be a modification of the terms of the Contract unless stated to be such in writing, signed by authorized 

representatives of all parties and attached to the original Contract. 

 

24. If the amount of this contract listed in Paragraph C2 is over $25,000, the Contractor, by their signature in 

Section E, is representing that the Firm and/or its Principals, along with its subcontractors and assignees under 

this agreement, are not currently subject to either suspension or debarment from Procurement and Non-

Procurement activities by the Federal Government. 

 

C.   Financial Requirements 

 

1. The rights and obligations of each Party to this Contract are not effective and no Party is bound by the terms of this 

contract unless, and until, a validly executed Purchase Order is approved by the Secretary of Finance and received 

by Contractor, if required by the State of Delaware Budget and Accounting Manual, and all policies and procedures 

of the Department of Finance have been met.  The obligations of the Department under this Contract are expressly 

limited to the amount of any approved Purchase Order.  The State will not be liable for expenditures made or 

services delivered prior to Contractor's receipt of the Purchase Order. 

 

2. Total payments under this Contract shall not exceed $ ______ in accordance with the budget presented in Appendix 

___.  Payment will be made upon receipt of an itemized invoice from the Contractor in accordance with the 

payment schedule, if any.  The contractor or vendor must accept full payment by procurement (credit) card and 

or conventional check and/or other electronic means at the State’s option, without imposing any additional fees, 

costs or conditions.  Contractor is responsible for costs incurred in excess of the total cost of this Contract and the 

Department is not responsible for such costs. 

 

3. The Contractor is solely responsible for the payment of all amounts due to all subcontractors and suppliers of goods, 

materials or services which may have been acquired by or provided to the Contractor in the performance of this 

contract. The Department is not responsible for the payment of such subcontractors or suppliers. 

 

4.  The Contractor shall not assign the Contract or any portion thereof without prior written approval of the 

Department and subject to such conditions and revisions as the Department may deem necessary.  No such 

approval by the Department of any assignment shall be deemed to provide for the incurrence of any obligations of 

the Department in addition to the total agreed upon price of the Contract. 

 

5. Contractor shall maintain books, records, documents and other evidence directly pertinent to performance under this 

Contract in accordance with generally accepted accounting principles and practices.  Contractor shall also maintain 

the financial information and data used by Contractor in the preparation of support of its bid or proposal.  Contractor 

shall retain this information for a period of five (5) years from the date services were rendered by the Contractor.  

Records involving matters in litigation shall be retained for one (1) year following the termination of such litigation.  

The Department shall have access to such books, records, documents, and other evidence for the purpose of 

inspection, auditing, and copying during normal business hours of the Contractor after giving reasonable notice.  

Contractor will provide facilities for such access and inspection. 

 

6. The Contractor agrees that any submission by or on behalf of the Contractor of any claim for payment by the 

Department shall constitute certification by the Contractor that the services or items for which payment is claimed 
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were actually rendered by the Contractor or its agents, and that all information submitted in support of the claims is 

true, accurate, and complete. 

 

7.  The cost of any Contract audit disallowances resulting from the examination of the Contractor's financial records 

will be borne by the Contractor.  Reimbursement to the Department for disallowances shall be drawn from the 

Contractor's own resources and not charged to Contract costs or cost pools indirectly charging Contract costs. 

 

8.       When the Department desires any addition or deletion to the deliverables or a change in the services to be provided 

under this Contract, it shall so notify the Contractor.  The Department will develop a Contract Amendment 

authorizing said change. The Amendment shall state whether the change shall cause an alteration in the price or 

time required by the Contractor for any aspect of its performance under the Contract. Pricing of changes shall be 

consistent with those prices or costs established within this Contract. Such amendment shall not be effective until 

executed by all Parties pursuant to Paragraph B.14. 

 

D.   Miscellaneous Requirements 

 

1. If applicable, the Contractor agrees to adhere to the requirements of DHSS Policy Memorandum # 46, (PM # 46, 

effective 3/11/05), and divisional procedures regarding the reporting and investigation of suspected abuse, neglect, 

mistreatment, misappropriation of property and significant injury of residents/clients receiving services, including 

providing testimony at any administrative proceedings arising from such investigations. The policy and 

procedures are included as Appendix _____ to this Contract. It is understood that adherence to this policy includes 

the development of appropriate procedures to implement the policy and ensuring staff receive appropriate training 

on the policy requirements. The Contractor’s procedures must include the position(s) responsible for the PM46 

process in the provider agency.  Documentation of staff training on PM46 must be maintained by the Contractor. 

 

2. The Contractor, including its parent company and its subsidiaries, and any subcontractor, including its parent 

company and subsidiaries, agree to comply with the provisions of  29 Del. Code, Chapter 58: ―Laws Regulating 

the Conduct of Officers and Employees of the State,‖ and in particular with Section 5805 (d): ―Post 

Employment Restrictions.‖ 

 

3. When required by Law, Contractor shall conduct child abuse and adult abuse registry checks and obtain service 

letters in accordance with 19 Del. Code Section 708; and 11 Del. Code, Sections 8563 and 8564.  Contractor 

shall not employ individuals with adverse registry findings in the performance of this contract. 

 

4. If applicable, the Contractor agrees to adhere to the requirements of DHSS Policy Memorandum # 40, and 

divisional procedures regarding conducting criminal background checks and handling adverse findings of the 

criminal background checks.  This policy and procedure are included as Appendix _____ to this Contract. It is 

understood that adherence to this policy includes the development of appropriate procedures to implement the 

policy and ensuring staff receive appropriate training on the policy requirements. The Contractor’s procedures 

must include the title of the position(s) responsible for the PM40 process in the contractor’s agency.   

 

5. If applicable, the Contractor agrees to adhere to the requirements of DHSS Policy Memorandum # 36 (PM #36, 

effective 9/24/2008), and divisional procedures regarding minimal requirements of contractors who are engaging 

in a contractual agreement to develop community based residential arrangements for those individuals served by 

Divisions within DHSS.  This policy and procedure are included as Appendix ____ to this Contract. It is 

understood that adherence to this policy includes individuals/entities that enter into a contractual arrangement 

(contractors) with the DHSS/Division to develop a community based residential home(s) and apartment(s).  

Contractors shall be responsible for their subcontractors’ adherence with this policy and related protocol(s) 

established by the applicable Division. 

 

6. All Department campuses are tobacco-free.  Contractors, their employees and sub-contractors are prohibited 

from using any tobacco products while on Department property.  This prohibition extends to personal vehicles 

parked in Department parking lots. 
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E.   Authorized Signatures: 

 

For the Contractor:     For the Department: 

_______________________    __________________________ 

Signature      Rita M. Landgraf     

                             Secretary 

     

Name (please print) 

 

_______________________    ________________ 

Title       Date 

 

_____________                                                  For the Division: 

Date 

        __________________________ 

       [Division Director Name Here] 

 

                  ________________ 

       Date 
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CONTRACT APPENDIX A 
 

DIVISION OF STATE SERVICE CENTERS REQUIREMENTS 
 
1. Funds received and expended under the contract must be recorded so as to permit the Division to audit 

and account for all contract expenditures in conformity with the terms, conditions, and provisions of this 
contract, and with all pertinent federal and state laws and regulations.  The Division retains the right to 
approve this accounting system. 

 
2. The Contractor shall recognize that no extra contractual services are approved unless specifically 

authorized in writing by the Division.  Further, the Contractor shall recognize that any and all services 
performed outside the scope covered by this Contract and attached budgets will be deemed by the 
Division to be gratuitous and not subject to any financial reimbursement. 

 
3. All products are expected to be free of misspellings and typos, as well as punctuation, grammatical and 

design errors. Acronyms should be avoided; when used, they should be spelled out on first reference with 
the acronym in parentheses after that reference. For example, 'Division of Social Services (DSS)' on first 
reference. 

 
4. No part of any funds under this contract shall be used to pay the salary or expenses of any contractor or 

agent acting for the contractor, to engage in any activity (lobbying) designed to influence legislation or 
appropriations pending before the State Legislature and/or Congress. 

 
5. The contractor agrees that, if defunding occurs, all equipment purchased with Division funds for 

$1,000.00 or more and a useful life expectancy of one (1) year, will be returned to the Division within thirty 
(30) days. 

 
6. Contractors receiving Federal funds must comply with all the requirements of the Federal Office of 

Management and Budget (OMB) Circular A-133, Audits of State, Local Governments, and Non-profit 
Organizations. 
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CONTRACT APPENDIX B 
 

SERVICE AND BUDGET DESCRIPTION 
 

 

1.   Contractor:  _ ________________     

 

      Address:  _ ______________________________ ________________________ 

 

      Phone:  __________________________________________________ 

 

      E.I. No.:  _____________________________________________________ 

 

2.   Division: __ ____________________________________________ 

 

3.   Service: __ __________________________________ _________________________ 

       

       ______________________________________________________________________ 

 

4.   Total Payment shall not exceed _________. 

 

5. Payment(s) will be made upon presentation of invoice(s) with supporting documentation that verifies the completed, 

acceptable deliverable(s).  Invoice must contain period of service, Vendor Invoice Number, Vendor EI Number, 

Contract Number, Division Purchase Order Number and itemized description of the services provided to coincide 

with the contract deliverables. (See also Paragraph C.2. of the contract) 

 

6. Source of Contract Funding: 

 

_____ Federal Funds (CFDA#__________) 

_____ State Funds 

_____ Other Funds 

      _____ Combination of Funds 
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Attachment 1 
 

Monthly Usage Report 
 

State of Delaware 

Monthly Usage Report 

Supplier Name:   Report Start Date:       

Contact Name:      Insert Contract No. Report End Date:       

Contact Phone:      Today's Date:       

Agency 
Name 

or 
School 
District 

Division 
or 

Name 
of 

School 

Budget 
Code 

UNSPSC Item Description 
Contract 

Item 
Number 

Unit of 
Measure 

Qty 

Environmentally 
Preferred 

Product or 
Service            Y  

N 

Additional 
Discount 
Granted 

Contract 
Proposal 

Price/Rate 

Total 
Spend 

                      $0.00  

                      $0.00  

                      $0.00  

                      $0.00  

                      $0.00  

                      $0.00  

                      $0.00  

                      $0.00  

                      $0.00  

                      $0.00  

                      $0.00  

                      $0.00  

                      $0.00  
 

http://www.unspsc.org/

