APPLICATION INSTRUCTIONS
Content and Form of Application Submission.  Applicants shall submit one unbound, signed original and 6 rubber-banded or binder-clipped copies of the application and proposal(s).  Applicants may submit one application containing one proposal each for multiple projects.  When multiple proposals are submitted under a single application, each proposal must not exceed 35 single-spaced pages (including any figures, tables, references, appendices, resumes, etc.), and the type size shall not be smaller than 12 pitch/10 point type; page margins shall be no less than 1 inch from top and bottom, and left and right.  The application (Form A) will not count against the 35-page proposal total.  All proposal pages shall be numbered.  

(1) Each application (Form A) shall consist of the following items:

(a)
Signed Form SF-424 - Application for Federal Assistance. 
(b)
SF-424A - Budget Information, Non-Construction Programs.
(c)
Signed Form SF-424B – Assurances – Non-Construction Programs.
(d)
Signed SF-LLL - Disclosure of Lobbying Activities.
(e)
Signed Transportation Security Administration Certifications for Federal Assistance.
(f)
Indirect Cost Rate Agreement (cover page with name of cognizant agency and date of agreement) (if indirect costs are included in the budget).

(g)
Signed Cost Share Commitment Letter (if cost sharing is offered).
(2)  Each proposal shall consist of the following items:

(a) Technical Proposal (project plan).

(b) Budget Breakdown (Form B).

(c) Budget Justification (Form C).

(d)  National Environmental Policy Act (NEPA) Compliance Information (Form D).
(e)
Application Checklist (Form E).
[Note:  Forms B (Budget Breakdown), C (Budget Justification), and E (Application Checklist)  should be considered worksheets.]

Other Submission Requirements.  

(1) Application for Federal Assistance, Standard Form (SF) 424.  


Use the SF 424 as the cover sheet for the application.  The Catalog for Federal Domestic Assistance (CFDA) number is 97.057 and the program title is Intercity Bus Security Program.

(2) Cost Share Commitment Letter (if cost sharing is offered).  The applicant shall provide a cost-sharing agreement (letter) signed by an official authorized to commit applicant to a cost share or a third party, in-kind contribution signed by an official authorized to commit the third party.  (See sample Cost Share Commitment Letter.)

(3) Certifications for Federal Assistance.  The authorized certifying official of the applicant shall sign the required Certifications.  Include this form with the original application only.  

(4) Proposals.  Applicants may submit one application containing one proposal each for multiple projects.  When multiple projects are submitted under a single application, each project must have a separate proposal.  Each proposal shall consist of the following elements:

(a)
Title:  Concise but descriptive.

(b) Applicant:  Provide organizational name; organizational unit; street address; and city, state, zip code.  


(c) Applicant Data Universal Numbering System (DUNS) Number:  An applicant may obtain a Data Universal Numbering System (DUNS) number by contacting Dun & Bradstreet at 1-888-814-1435 or register online at http://www.dnb.com (press control when your mouse is over the link to access).  Applicants are encouraged to obtain this number, if they do not already have one, as soon as possible.

(d) Authorized Organization Representative:  Name, Title, Telephone Number, FAX number, Email Address

(e) Total Project Cost:  Provide total Federal amount and total non-federal amount.

(f) Project Period:  Not to exceed 12 months.

(g) Project Director:  Provide name, company/organization, email address, and telephone number, FAX number.

(h) Abstract:  The abstract shall be no longer than one single-spaced page and must at a minimum include the following items:

1
Funding Category as listed in Section .a. of the Program Announcement.

2
Identification of the problem/need.

3
Summary of the approach to solve the problem/need.

4
Project objectives and anticipated results.

5
Executive summary of the project.  
i.
Project Information: 
1 Type of Operations.
2 Area of Operations (State/Regional).
3 Number of Passengers (Annually):
a Over-the-Road Operations.
b Charter Operations.
c Commuter Operations.
d Other Operations.  (Please Identify Type of Operation.)



i.
Number of Passengers (Annually).
4 Number of Buses Owned/Leased/Operated:
a Over-the-Road Operations.

b Charter Operations.

c Commuter Operations.

d Other Operations.  (Please Identify Type of Operation.)

5 
6 Number of Employees:
a Operators 
b Support (Administration, Management, Mechanics).
6
Description of Operation:  (Relate to any proposed project where applicable.)
a
Number of terminals/facilities (if any) affected by the project(s).  Provide name, location, and hours of operation.
b
Passenger through-put (traffic data) for each terminal. 

c
Does terminal service multiple operations?  (Over the road, charter, transit, etc.)
d
Does terminal service multiple bus companies?  (If so, please list.)
7
Did you receive an Over-the-Road Bus grant previously?
8






Identify vulnerabilities.
9 
Identify Mitigation Strategies to be accomplished by this grant.
10
Provide chart showing milestones and target dates for completion.
(j) Biographical Summary of Key Personnel:  Provide a brief biographical summary or resume of key personnel summarizing experience directly related to the proposed project.  The biographical summary should not exceed one page.

(k) Proposed Budget:  If more than one task or location is proposed under this project, the budget should include a breakdown of costs by task/location.  Personnel costs are not eligible for funding under this program.  The proposed budget shall be prepared in the following order and must include the amount proposed for each of the following items: 

1
Equipment.  Show the cost of all special-purpose equipment necessary for achieving the objectives of the project.  “Special-purpose equipment” means scientific equipment having a useful life of more than 1 year and having an acquisition cost of $5,000 or more per item.  Each item should be itemized and include a full justification.  (General purpose equipment must be purchased from the applicant’s operating funds.)
2
Supplies.  Enter the cost for all tangible property.  Include the cost of office, laboratory, computing, and field supplies separately.  Provide detail on any specific item, which represents a significant portion of the proposed amount.  If fabrication of equipment is proposed, list parts and materials required for each and show costs separately from the other items.

3
Services or Consultants.  Identify the tasks or problems for which such services would be used.  List the contemplated sub-recipients by name (including consultants), the estimated amount of time required, the quoted rate per day or hour, and information about the competition or the reason the sub-recipient should be selected without competition.  If known, state whether the consultant’s rate is the same as s/he has received for similar services or under government contracts or assistance awards.

4
Travel.  State the purpose of the trip and itemize the estimated travel costs to show the number of trips required, the destinations, the number of people traveling, the per diem rates, the cost of transportation, and any miscellaneous expenses for each trip.  Calculations of other special transportation costs (such as charges for use of applicant-owned vehicles or vehicle rental costs).  

5
Audits.  The fair share of the cost of the single audit is an allowable cost provided that the audit was conducted in accordance with the requirements of OMB Circular A-133, the OMB Circular A-133 Compliance Supplement, and Government Auditing Standards.

7 Other direct costs.  Itemize the different types of costs not included elsewhere; such as, shipping, computing, equipment – use charges, or other services.  Provide breakdowns showing how the cost was estimated; for example, computer time should show the type of computer, estimated time of use, and the established rates.  

8 Total direct cost.  Total items 1 – 6. 

9 Indirect costs.  Show the Federally approved indirect cost rate, cost base, and proposed amount for allowable indirect costs based on the cost principles applicable to the applicant’s organization.  

10 Amounts proposed.  Total items 7 and 8.

11 Total project cost.  Total Federal and non-Federal amounts.

(l)
Significance of the project:  Include a discussion of the urgency of addressing the specific problem/need identified, the significant contributions the project will make to enhance national security, and the impact of not implementing the proposed measures.  

(m)
NEPA Compliance Information.  Complete the NEPA Form D provided with the application.  Answer each of the 11 questions and provide information to support each answer.
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