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Purpose

This document presents guidelines to assist agencies in preparing their grants application data for conversion to downloadable, fillable forms.  These forms can be transmitted through the Grants.gov Storefront.  The Grants.gov Program Management Office's (PMO) "Forms Factory" will develop the forms based on the outcomes of agencies' application data analysis.  This document provides instructions on conducting the data analysis and focuses on the preparation of spreadsheets that are submitted to the PMO.  These submissions initiate the development of forms.  This document also describes the overall process, from initiation of data analysis activities to completion of application forms.  

Background

Nearly twenty percent of the Federal budget, or over $350 billion, is expended annually through grants.  More than 600 programs in 26 grant-making agencies provide assistance to State and Local governments, Tribal organizations, education and research institutions, non-profit organizations, public housing authorities, and for-profit organizations.  The 2002 President’s Management Agenda item called for agencies to allow customers to apply for, and ultimately manage funds online through a common portal.  The Grants.gov PMO was established to be the focal point for the development, implementation and oversight of that portal (“the Storefront”).  The PMO also supports activities to implement Public Law (PL) 106-107, the Federal Financial Assistance Management Improvement Act of 1999, which was enacted to improve the effectiveness and performance of financial assistance programs, simplify application and reporting requirements, and improve the delivery of services to the public. 

The scope of the Storefront is defined in context of the overall grants lifecycle.  The Storefront will support “Front Office” (or customer-facing) functionality whereas agencies’ systems will support “Back Office” (or internal agency business processes).  Front Office, or Storefront, functionality will include customer support for searching for a grant opportunity, applying for a grant, submitting required reports, and closing out a grant.  Back Office grants administration support will be provided by agencies and include functionality to assist in pre-solicitation activities, reviewing applications, making award decisions, overseeing progress, maintaining records, closing out the grant, and auditing.  

	Exhibit 1.  Grants.gov Storefront Lifecycle
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Much like a post office for Federal grants, the Grants.gov Storefront serves as the “trusted broker” between Federal agencies and the grants community.  In Phase I, the Storefront will provide the mechanism for agencies to post their grant opportunities online, allowing those interested in learning about the opportunity to view a synopsis and more detailed information.  The grants opportunity information can also be downloaded onto personal computers.  

Also acting as a trusted broker, the Storefront will provide a mechanism for those interested in submitting an application in response to a grant opportunity.  Applicants can complete application documents that they download from the Storefront, and submit them to the Storefront based on agency policies and instructions.  Agency policies and instructions will include detailed submission guidance such as due dates, eligibility, information requirements, supporting documentation, etc.  Upon receipt of the application the Storefront will send an electronic acknowledgement to the applicant that the submission was received with the date and time of receipt.  In addition, the Storefront will deliver the application to the agency.  

	Exhibit 2. Identifying Agency-Specific Data
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The first step in making electronic applications available to applicants involves agencies’ application data analysis and the PMO’s development of downloadable and fillable PureEdge forms.  The outcome of agencies’ data analysis activities is the identification of agency specific data elements that can be transformed into PureEdge forms.  These forms can then be transmitted through the Storefront as part of an application package.  

All grant applications that are transmitted through the Storefront will use a cover sheet containing the core data set that reflects the government standard for application data, the Standard Form (SF-424).  Agencies’ data analysis will determine the additional (or agency-specific) data that applicants must submit.  A PureEdge form must be developed for agency-specific data that agencies plan to capture and maintain in their databases.  For agency-specific information that does not need to be maintained in a database, a wide variety of attachments can be used (e.g., documents, spreadsheets, drawings, etc.).

Based on OMB guidance, (http://www.whitehouse.gov/omb/fedreg/040803_standard_fed_grant_app.pdf), the core data set is defined as the SF 424 family of forms, as well as the project narrative and the budget narrative.  Grants.gov has implemented OMB guidance that establishes a standard set of data elements and definitions as found on the SF 424, plus five additional data elements for Federal agencies and grant applicants to use on both paper and electronic applications for discretionary grants.  The grantee community is familiar with most of the data elements, which have been required by SF 424, ‘‘Application for Federal Assistance,’’ SF 424A, Budget Information Non-Construction; SF 424B, Assurances—Non-Construction Programs; SF 424C, Budget Information Construction Programs, and SF 424D, Assurances—Construction Programs. 

The use of government-wide standard data elements by grants applicants and the Federal agencies that award discretionary grants or cooperative agreements establish the data standard for grant applications submitted via the Grants.gov Apply mechanism.  The use of a government-wide standard also promotes re-use of data elements and a reduction in the number of agency-specific forms, which results in streamlining of the grants process, as well as a reduction of burden for grant applicants, thereby addressing PL 106-107 streamlining requirements. Grants.gov also recognizes that some grant programs will have agency specific requirements that are not captured in the SF 424 family of forms.  In that case, agencies should follow the guidelines presented in this document to analyze agency-specific data requirements and prepare for forms development.  

Inter-agency groups will also be formed to develop cross-agency data sets (e.g. Research and Related, Arts, Emergency Preparedness).  When these groups are formed, agency representatives will participate in developing data sets related to a specific market segment (functional).  Once they are developed, these data sets will be available through a link on the Grants.gov website.  

Grants.gov Data Analysis and Forms Development Process 

Grants.gov, working with agencies, will develop the necessary PureEdge-based forms that will be made available to applicants to apply electronically through Grants.gov.  The Grants.gov Forms Factory will facilitate the re-use of existing Grants.gov forms, the creation of new agency-specific forms, and the development of the XML schemas for agency integration.  The analysis of application data is an important preparatory step in the development of the actual application forms.  An overview of the process is described in the remainder of this section.  
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Exhibit 3. Forms Preparation and Development Process
1.
Agency Analyzes Application Forms and Data Elements  – This step includes the research and data analysis activities to facilitate the creation and posting of forms on Grants.gov.  The purpose of these activities is to ensure a thorough data analysis has been performed prior to posting an agency’s application package on Grants.gov. These activities also confirm all necessary data fields are available to the grant applicant. Thorough analysis effort will provide detailed and accurate requirements for the development of downloadable forms and provide the forum for agencies to identify streamlining opportunities.  The activities involved in this step are as follows:

· The agency should gather all applicable OMB-approved forms (paper and electronic versions) used to collect data from grant applicants for a particular program as requests be accepted on a program (versus form) level basis.  This ensures that all required data is initially included and reviewed.

· The agency should review the forms that have been developed by Grants.gov at http://www.grants.gov/assets/FormsFactory.zip to determine if an existing form may meet their need.  This will assist agencies in leveraging existing forms and form components that Grants.gov may already have in its inventory. In addition, utilizing an existing form eliminates the need to complete the data analysis review and documentation for data elements included on the form.  As shown in Exhibit 4, a data element is considered to be each piece of information that is gathered from an agency’s application form or other collection instrument.  If there is a form in the repository that meets the agency’s need, the agency can use that form.  Otherwise,  the agency should proceed with the data analysis process.  

	Exhibit 4. SF 424 Excerpts with Data Elements
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· The agency should go through the data elements in each form contained in its program, and determine whether the data element matches with the SF-424, Application for Federal Assistance.  Use of Appendix E: Commonly Used Data Elements will facilitate this activity.  This activity allows an agency to map their data elements to the SF-424 and identify those that are part of their agency-specific data set. This activity can, over time, reduce the number of forms necessary, and create greater commonality for submitting applicant organizations.

· The agency should identify and list their agency-specific data elements to manage grants.  Use of Appendix E: Commonly Used Data Elements may facilitate this activity, as it provides the data element definitions for commonly used data elements.  If the agency uses the SF-424 and the form under review contains an element from the SF 424, the agency has the discretion to eliminate the data element from the form, or have it pre-populated.  If the agency chooses to pre-populate the data, column number 5 in Appendix A: Data Analysis Template should reference the source field.  

Agencies should use this guide to create a Data Analysis Template (DAT) for each form.  The DAT can be downloaded at http://www.grants.gov/assets/AgencyFormFieldDefinitionWorkSheet.xls.  Appendix B: Data Analysis Template Column Definitions presents the column definition for each column in the template.  Appendix D presents an example of a completed DAT.  Using the DAT ensures that all identified fields and associated requirements are accounted for during the construction phase.  

· Within the DAT, the agency should sequentially order fields and list field names and descriptions.  This information validates the visual presentation of the form.  

· On this DAT, the agency should identify business rules about the relationships between a particular field and other fields within the same form or group of forms.  Identifying business rules helps define requirements for the form.  Business rules do not include validation against or pre-population from an agency database.

2.
Agency Submits Data Analysis and Forms to Grants.gov PMO – This step covers the activities required to submit a request to the Grants.gov PMO and triggers construction of the agency’s form.  This ensures Grants.gov receives and can prioritize form construction requests. In addition it confirms that the form requirements are fully understood.  The activities involved in this step are as follows:

· The agency should submit a formal request to Grants.gov, which includes: 

· The paper or electronic version of the form

· A completed Data Analysis Template 

· A copy of the application package instructions, if available 

· An availability date, describing when the agency would need the form to be available on Grants.gov.  To ensure timely completion of the request, materials should be sent to the Grants.gov PMO at least 3 months before needed.

· After the request is received, Grants.gov will review the request and will conduct a joint completeness review with the agency to review and validate the form’s requirements.   

· Once this review is complete, the Grants.gov PMO provides the agency’s forms requirements to the Grants.gov Forms Factory.  This activity will initiate the forms construction phase.  

· After the request is received, the Grants.gov Forms Factory team will review, clarify, and prioritize the request.  This checkpoint review ensures that the form requirements are finalized prior to any form construction activities.  In addition, this activity allows the Grants.gov Forms Factory to properly manage the volume of requests.  

3.
Grants.gov Forms Factory Constructs Forms – This step includes the activities the Forms Factory will execute to satisfy the forms requirements.  The Forms Factory will construct the necessary agency-specific forms based on the data element requirements collected in prior steps.  In addition, the Forms Factory will create and XML schema for each form.  A schema enables submitting applicant organizations and third party vendors to develop system-to-system interfaces to convey data to the Grants.gov Storefront.
4.
Grants.gov PMO and Agency Reviews Forms  – This step covers the activities ensuring that the Forms Factory has met the requirements specified by the agency.  The activities involved in this step are as follows:

· Grants.gov PMO will perform system tests on all forms and their associated output (XML and PDFs).

· Agencies will perform acceptance test on the forms and should submit all comments during this review for incorporation into the final version of the form to be posted on the Grants.gov Storefront.

5.
Forms are Available for Publishing by the Agency – This step covers all the activities required to publish the agency’s grant application on Grants.gov.  The activities involved in this step are as follows:

· The Grants.gov team posts the form to the Grants.gov website to enable the agency to create the application templates and package(s).  A template is a set of forms that can be used in one or more application package.  An application package contains the template plus the opportunity specific information (CFDA number, program name, open/close date, etc.)  An agency must publish the application package to allow grant applicants to download application packages from Grants.gov.

· The agency will also be required to include the application packages instructions when it posts a new application package.  The instructions should provide specific guidance to the grant applicant applying for a particular funding opportunity. 

Resources

Grants.gov has appointed a member of the PMO to serve as the Grants.gov forms liaison, answering agency questions or concerns related to data analysis and forms development.  Furthermore, the following resources may assist your data analysis:

a) Data Analysis Template.  This is a blank data analysis template that will allow you to get started now: http://www.grants.gov/assets/AgencyFormFieldDefinitionTemplate.xls
b) Grants.gov Forms Repository.  This is a compressed file containing all forms currently available on Grants.gov.  All of these forms are available for your use:  http://www.grants.gov/assets/FormsFactory.zip
c) Commonly Used Data Elements.  Contains the data definitions for commonly used fields (e.g., address, contact information, application organization details, program details) and may be found in Appendix E. 

d) Database Dictionary.  If you enter all or part of your application information into a database, your database dictionary will contain much of the required information about your data elements.  Please ask your IT staff for additional help.
e) Completed Application Forms.  Review of past, successful submissions will often clarify any undocumented form requirements.
f) XML SF-424 Schemas – Provides the SF-424 XML schemas for system-to-system integration:  http://www.grants.gov/assets/EGrantsCoreSchema.zip  

g) Grants.gov XML Schema Implementation Guide – Provides background for the schema development and interpretive information related to the SF-424 grants data: http://www.grants.gov/assets/Grants.gov_XMLSchema-Implementation-Guide.doc
In addition to these and other resources, the Grants.gov website also has an extensive customer support section, which a Storefront user can access by clicking on the “Customer Support” button for immediate assistance.  The customer support options available include: Frequent questions, Tutorial, User Guide, Quick Reference, or Contact Us, which provides e-mail (support@grants.gov) and telephone support (1-800-518-GRANTS).  A help button is also available at all times, which provides contextual help.  

For questions related to the Grants.gov data analysis and forms development process, please contact Rebecca Spitzgo, Rebecca.Spitzgo@hhs.gov.  

APPENDICES

Appendix A: Data analysis template

	1
	2
	3
	4
	5
	6
	7

	Row # (Required)
	Block # (Required)
	Field Label                                                        (Required)
	Pre-populated (Required)
	Pre-population Source         (Optional)
	Field Description             (Required)
	Data Type (Required)

	 
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	 


	8
	9
	10
	11
	12
	13
	14

	List Values                            (Optional, use if Data Type is LIST)
	Required? (Required)
	Maximum Occurrences (Optional)
	Min. # of Characters (Optional)
	Max # of Characters (Required)
	Business Rules                                (Optional)
	Comments                                  (Optional)

	 
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	 


Appendix B: Data Analysis Template Column Definitions

	Column Count
	Column Name
	Column Definition
	Example
	Required (Y/N)

	1
	Row #
	The row number for each field as listed in the spreadsheet.
	1, 2, 3, 4
	Y

	2
	Block #
	The block which contains the field.  The value should follow the following format:  Box #-Subbox #.
	The “Signature of the Authorized Representative” is found in Block 18-e of the SF424.
	Y

	3
	Field Label
	The name of the field as presented on the form.
	“Type of Submission” is the field label for Block 1 of the SF424.
	Y

	4
	Prepopulated?
	· Should the field be prepopulated from another source?

· Provide a Yes or No answer.

· If yes, only columns 1 – 6 need to be completed for this field.  If no, go to column 6.
	Y on N
	Y

	5
	Pre-population Source
	The source of the prepopulated data.   Should be in this format: Form:Block#:Field Name.
	· SF424:Block8:Type of Submission

· Block 9 of the SF424 “Name of Federal Agency” is populated from the published application.


	N

	6
	Field Description
	This column describes the meaning of the field as it is used by the agency.  Agencies should be as descriptive as possible.  Often these descriptions are provided in the form’s instructions.  
	The instruction for Block 6, EIN on the SF424 states: Enter the Employer Identification Number (EIN) as assigned by the Internal Revenue Service.
	Y

	7
	Data Type
	The type of data that the field supports (e.g., DATE, numbers). See list of data types in Appendix C

	· Data type is DATE for the “Proposed Project Start Date” in Block 13 of the SF424.  

· Data type is AN for “Department” in Block 5 of the SF424.  

· Date type is LIST for “Type of Application” in Block 8 of the SF424.
	Y

	8
	List of Values
	If the data type is LIST, provide a set of selections that you want to be given to the user.  

· Indicate the maximum number of selections a user may select (One or more than one)

· Use a semicolon to separate each option. 

· Indicate whether an applicant can enter a value not in the list.  If not, then enter “n/a” for the min. and max # of characters in columns 11 and 12 

· Mark the default value with an asterisk, if any.  If the user does not change the selection, the field will automatically be filled with the default value. 
	Block 8, “Type of Application” on SF 424 has the following options and no default value:

Max # of selections: 1

New;

Continuation;

Revision
	N

	9
	Required?
	· This column describes whether or not a field must be completed before the application can be submitted.  

· Provide a Yes or No answer.
	“DUNS Number” in Block 5 on the SF 424 is a required field.
	Y

	10
	Maximum Occurrences
	· The maximum number of entries that can be made for the same field.   

· In the case of file attachments, this value will indicate the number of files that can be attached to the field.

· Unless otherwise noted, the default value is 1.
	A table with 4 rows may have up to 4 entries as with the SF424A, Section A -  “Grant Program Function or Activity” can occur 4 times, therefore the maximum occurrences = 4.
	N

	11
	Min. # of Characters
	· The minimum number of characters that may be entered into a field.  

· Unless otherwise noted, the default value is 1

· If the data type is LIST or DATE, enter “n/a” in this column.  
	“DUNS number” on Block 5 of the SF424 must have at least 9 digits, so the minimum number of characters is 9.
	N

	12
	Max. # of Characters
	· The maximum number of characters that may be entered into a field.  

· If the data type is LIST or DATE, enter “n/a” in this column.  
	“DUNS number” on Block 5 of the SF424 cannot have more than 13 digits, so the maximum number of characters is 13.
	Y

	13
	Business Rules
	Simple rules about the field, relationship between the field and other fields on the same form, or other forms that should be enforced based on the user’s entry.  This includes calculations and “if - then ” questions.
	· SF424, Block 15g “Total” of Estimated Funding requires a calculation:

Total = 15a+15b+15c+15d+15e+15f

· SF424, Block 8 has an “if then” question:

If “Revision” is selected, then enter the appropriate revision codes.
	N

	14
	Comments
	Enter any additional information about this field that is needed to develop the form.
	In the case of FILE data types, an agency may specify acceptable file formats if needed.
	N


Appendix C: Data Analysis Template Data Types

	Data Types

	AN
	Alphanumeric:  Any combination of letters, numbers and symbols.  

	NUM
	Numeric:  Use to represent a numeric quantity (with or without decimal places).

	$
	Dollars:  Use to represent monetary amounts.  Unless otherwise noted, 2 decimal places will be added to all dollar amounts.

	Y/N
	Yes/No: Use if the only acceptable options are Yes or No.

	DATE
	Date.  Use to represent a date.  The date will always be in the format of mm-dd-yyyy.

	LIST
	List:  A list of values.  Users will be able to select one or more options.

	FILE
	File:  Use to reference a file attachment.  Agencies may specify acceptable file formats.


Appendix D: Sample Data Analysis Template 
The below is a sample template for the SF-424.  The original version of this form is on the OMB website: http://www.whitehouse.gov/omb/grants/sf424.pdf.
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Appendix E: Commonly used data elements

Data Groups

Fields included in data groups must be used together.  ‘Name’ and ‘Address’ fields will always be expanded to include all fields in the Person and Address groupings. 

	Person Group

	Field Label
	Data Type
	List Values
	Min. # of Characters
	Max # of Characters

	Prefix
	AN
	n/a
	1
	10

	First Name
	AN
	n/a
	1
	35

	Middle Name
	AN
	n/a
	1
	25

	Last Name
	AN
	n/a
	1
	60

	Suffix
	AN
	n/a
	1
	10


	Address Group

	Field Label
	Data Type
	List Values
	Min. # of Characters
	Max # of Characters

	Address1 / Street1
	AN
	n/a
	1
	55

	Address2 / Street2
	AN
	n/a
	1
	55

	City 
	AN
	n/a
	1
	35

	County
	AN
	n/a
	1
	30

	State
	AN
	50 US states

(user may also enter provinces/regions)
	 1
	30 

	Zip / Postal Code
	AN
	n/a
	1
	30

	Country
	LIST
	ISO 3166 Country Code List
	n/a
	n/a


Data Fields

These fields may be used individually and do not have to exist as part of a group. (Note: Unless otherwise noted, minimum and maximum field lengths are not required for LIST data types.)

	Person / Contact Fields

	Field Label
	Data Type
	List Values
	Min. # of Characters
	Max # of Characters

	Email Address
	AN
	n/a
	1
	60

	Fax Number
	AN
	n/a
	1
	25

	Signature
	AN
	n/a
	1
	144

	Social Security Number
	AN
	N/a
	9
	9

	Telephone Number
	AN
	n/a
	1
	25

	Title
	AN
	n/a
	1
	45


	Applicant Organization Fields

	Field Label                          
	Data Type 
	List Values
	Min. # of Characters
	Max # of Characters

	Congressional District
	AN
	n/a
	1
	30

	Department 
	AN
	n/a
	1
	30

	Division
	AN
	n/a
	1
	30

	DUNS Number
	AN
	n/a
	9
	13

	Employer Identification Number (EIN) or (TIN)
	AN
	n/a
	1
	30

	Organization Name
	AN
	n/a
	1
	120


	Agency / Program Fields

	Field Label
	Data Type
	List Values
	Min. # of Characters
	Max # of Characters

	Agency Name
	AN
	n/a
	1
	60

	Application Type
	LIST
	· New            

· Continuation                   

· Revision
	n/a
	n/a

	CFDA Number
	AN
	n/a
	1
	15

	CFDA/Program Title
	AN
	n/a
	1
	120

	Competition ID
	AN
	n/a
	1
	100

	Federal Identifier
	AN
	n/a
	1
	30

	Opportunity Number
	AN
	n/a
	1
	100

	Opportunity Title
	AN
	n/a
	1
	255

	Project Award Number
	AN
	n/a
	1
	25

	Type of Applicant
	LIST
	· Max # of selections:1  

· A. State                           
· B. County       
· C. Municipal                  
· D. Township               
· E. Interstate                    
· F. Intermunicipal             
· G. Special District  
· H. Independent School District  
· I.  State Controlled Institution of Higher Learning                    
· J. Private University             
· K. Indian Tribe                    
· L. Individual                   
· M. Profit Organization        
· N. Other (Specify)                
· O. Not for Profit Organization 
	n/a
	n/a


	General Fields

	Field Label
	Data Type
	List Values
	Min. # of Characters
	Max # of Characters

	Date 
	DATE
	n/a
	n/a
	n/a

	Degree Earned
	AN
	n/a
	1
	50

	Dollar Amount
	$
	n/a
	1
	14

	Dollar Amount - Total
	$
	n/a
	1
	15

	File Attachment
	FILE
	n/a
	n/a
	n/a

	Project Name
	AN
	n/a
	1
	60

	Project Title
	AN
	n/a
	1
	200
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