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DEPARTMENT OF HEALTH AND HUMAN SERVICES
SUBSTANCE ABUSE AND MENTAL HEALTH SERVICES 

ADMINISTRATION 
OFFICE OF PROGRAM SERVICES

DIVISION OF GRANTS MANAGEMENT

PRE AWARD APPLICATION 
PROCESS:

• Request for Application (RFA)
PHS 5161 1 (A li ti f F d l• PHS-5161-1 (Application for Federal 
Assistance)

• Detailed Budget/Narrative Justification
• On line submission of Application 

• Grants.gov 
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Website for additional information 
or to get started:

http://www.samhsa.gov
Click on:

• “Grants” (Button at top)
• “Applying for a new SAMHSA Grant”

Grants.gov.
• On-line submission - www.grants.gov

- DUNS number required  -
- DUNS (Dun and Bradstreet) –

www.dunandbradstreet.com or call 1-866-705-5711

- At least two weeks prior to submitting the application the 
applicant must register at www.grants.gov

- On-line tutorial is provided for submitting applications on 
grants.gov
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Financial Capability 
Review(FCR)

Why FCRs are important:

• Pre-award - Financial Advisory Services Officer (FASO) 
perform a FCR of new and prospective grantees

• Post award – FASO provides financial advisory services 
to Grants Management Specialists on grantee fiscal 
matters and Federal cost principles

• Resolve findings in OMB Circular A-133 Audits and 
follow up with grantees or non receipt at the Federal 
Audit Clearninghouse

How FCRs Are Performed: 
• FCR helps grantees succeed with financial 

management systemsmanagement systems 
• Helps protect Federal dollars against fraud, waste 

and abuse 
• Helps applicants be equipped with adequate 

financial management systems 
• Requests applicant’s recent financial statements or 

audit together with accounting and personnelaudit together with accounting and personnel 
policies & procedures (P&P) 

• Provides guidance to applicant prior to funding to 
assure good stewardship of federal funds.
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Division of Grants Management 
(DGM)

• DGM conducts a cost analysis of applicant’s 
budgets negotiations with applicants to makebudgets, negotiations with applicants to make 
necessary changes or revisions and 
collaborates with the Government Project Officer 

• DGM conducts an administrative review of the 
application.

• Grants Management Officer, SAMHSA approves 
N ti f G t A dNotice of Grant Award

• Closeout after Project Period ends.
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PHS 51-61-1 

• SF 424 (version 2)– Application for 
Federal Assistance complete allFederal Assistance  - complete all

• SF 424A – Budget Information Non-
construction – complete Sections B, C,E, 
and F

• SF 424B - Assurance Non-Construction 
P f fPrograms – for reference 

• SF 424C – Budget Information 
Construction Programs – Do not complete

PHS 5161-1 (cont)

• SF 424D – Assurances – Construction 
P D t l tPrograms – Do not complete

• Certifications – For reference
• Program Narrative – Complete using RFA 
• Budget Narrative – Complete using RFA 

“Sample Budget” as guideSample Budget” as guide
• Checklist - Complete
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Cover Page
SF 424 (cont.)

• Subject to Executive Order 12372j
– Intergovernmental Review of Federal 

Programs
– go to 

www.whitehouse.gov/omb/grants/spoc.html to 
reference list of states affected by EO 12372

• Authorized signature = Individual legally 
responsible for application and grant funds

SF 424A
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Budget Categories
• Personnel 

• Fringe Benefits

• Travel

• Equipment

• Supplies

• Contractual

Construction Not allowed• Construction – Not allowed

• Other 

• Indirect Costs

Budget Categories (cont.)

• Total Direct Costs -
• Indirect Costs• Indirect Costs

– If you have a negotiated rate agreement (include 
documents in the application package) 

– If you don’t have a rate agreement and wish to obtain 
one go to http://rates.psc.gov
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Budget Information Sheet
Standard Form(SF) 424A

Section A = leave blank

Section B = follow categories from budget summary

• Section B Column 1 = Federal funds request

• Section B Column 2 = Non-Federal cost sharing/match

Program Income = Income generated from grant funded• Program Income = Income generated from grant-funded 
activities

SF 424A
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Budget Information Sheet
Standard Form(SF) 424A

• Section C = complete – use to complete Budget section 
on 424 Item 18 b through fon 424 Item 18 b through f

• Section D = leave blank

• Section E = Estimates of Funds Needed to Balance the 
Project
– (a) Grant Program =( ) g
– (b through e) additional years (taken from Budget 

Section) –First is year 2, etc.

• Section F = Complete – if indirect costs are requested 
submit indirect cost rate agreement

Checklist
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Application Checklist for PHS-
5161-1

• Type of Application = 
“N ”– “New”

Part A – HHS Form 690 – ‘Assurance of Compliance’ 
– located at www.samhsa.gov
– Click on “grants”
– Click on “Applying New SAMHSA Grants”

Application Checklist for PHS-5161-1 (cont.)
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Application Checklist for PHS-5161-1 (cont.)

• Part B – Public Health Systems Impact y p
Statement (RFA– Application and Submission 
Requirements); 
– Intergovernmental review - Executive Order 

12372 
– go to g

www.whitehouse.gov/omb/grants/spoc.html to 
reference list of states affected by EO 12372

Application Checklist for PHS-5161-1 (cont.)
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Application Checklist for PHS-5161-1 (cont)

Part C -
• Name of Business Official – person with signatory 

authorityauthority
• Name of Project Director – should be same person as 

Section 8 f of SF 424 - Social Security No. is not 
required

• Address:  
– Addresses must be physical location not P.O. Box 

numbers
• EIN:  

– Use 9 digit EIN or 12 digit Payment Management 
federal account number

Application Checklist for PHS-5161-1 (cont.)
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Application Checklist for PHS-5161-1 (cont.)

Part D
N fit St t S b it i d– Non-profit Status:  Submit required 
documentation with this application – include 
EIN verification State or IRS letter

Disclosure of Lobbying Activities
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Required Application Components

Face Page – SF 424 (version 2)
Abstract
Table of Contents
Budget Form – SF 424A
Project Narrative and Supporting 

Documents
Appendices

Preparing to Apply-
Required Application Components

• Disclosure of Lobbying Activities – SF LLL
• Checklist – PHS 5161-1
• Assurance of Compliance with SAMHSA 

Charitable Choice Statues and 
Regulations – SMA 170 (found at 
SAMHSA website)SAMHSA website)
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POST AWARD REQUIREMENTS:

• Standard Terms and Conditions of Notice of 
Grant Award on SAMHSA websiteGrant Award on SAMHSA website 

• Reporting Requirements
– Annual Financial Status Report – SF-269
– Quarterly or Semi-Annual Programmatic Report

• Prior Approval 
HHS P li St t t R i t SAMHSA– HHS Policy Statement Requirements on SAMHSA 
website.  

– Closeout – DGM’s responsibility

Grant Requirements- Reports

• Program Progress Reports
– Quarterly) or  Semi-Annul determined by the 

Program and GPRA data
• SF-269 -Financial Status Report

– Annual/within 90 days from the end of Budget 
Period

• PMS 272-Financial Disbursement Report
– Quarterly
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Questions after workshop:
For questions on grants management issues, contact:

Kimberly PendletonKimberly Pendleton
Office of Program Services, Division of Grants 
Management
Substance Abuse and Mental Health Services 
Administration
1 Choke Cherry Road
Room 7-1091Room 7 1091
Rockville, Maryland 20857
(240) 276-1421
kimberly.pendleton@samhsa.hhs.gov


