Community Challenge Grant
Appendix 33

TIPS FOR COMPLETING CCG RFA PACKET

DISCLAIMER
This Appendix was developed with the intent to provide potential applicants with helpful strategies in preparing their CCG RFA packet.  Applicants will not be assessed by their ability to conform to this Appendix, but by the rating criterion set forth in the RFA application.
1. Preparation

a. Read the RFA carefully, more than once.  Submit your questions by the deadline in the RFA.
b. Participate in the Bidder’s Teleconference.  Potential applicants will have the opportunity to learn about the RFA process, programmatic and administrative requirements, and strategies for preparing their grant application.  Additionally, the teleconference will provide workshops on pertinent topics such as Needs Assessment and CCG Project Intervention Requirements.
c. Start Preparing the Application Early.  Allow plenty of time to gather required information from various sources and community members.  Do not wait until the last minute to complete the hard‑copy documentation requirements.

d. Keep the Review Criteria in Mind when Writing the Application.  Applications will be scored based on the information that is contained in the submitted application packet.  Be sure the application forms and the information in your narratives are complete, clearly written and address the criteria that will be used when the application is reviewed.  Do not assume that reviewers are familiar with the applicant organization, service area, barriers to health care, health care needs in your community, or why you are choosing the services you are proposing, etc.
e. Be Concise and Clear.  Ensure your application is specific enough to provide reviewers with an understanding of your program.  Make your points understandable.  Provide accurate and honest information, including candid accounts of problems and realistic plans to address them.  If any required information or data is omitted, explain why.  Make sure the information provided throughout is consistent.  Your budget should reflect proposed program activities. 

f. Use Provided Templates.  Provide all of the information requested in each section of the templates.  Be sure to follow the instructions at the beginning of each template.   Do not leave out required components such as budgets, duty statements, letters of commitment, etc.  Do not wait until the last minute to complete the hard-copy documentation requirements.  

g. Carefully Proofread the Application.  Misspellings and grammatical errors make it hard for reviewers to understand the application. 

h. Carefully Review a Copy of your Application Package to Ensure Accuracy and Completeness.  Print out the application before submitting.  Review it to make sure that it is complete and that all required documents are included.  Have someone unfamiliar with your program review your responses.  The answers should be clear, concise, and detailed enough to clearly describe your program.  Compare the responses with the Stage 2: Application Technical Review Tool (Appendix 32).  Be cognizant of criteria questions that require multiple elements within a question.
i. When the two sets of instructions do not agree, the RFA should be followed.
2. Comprehensive Application Approach

It is OFP’s intent that applicants build a comprehensive approach to develop their pregnancy prevention projects that are supported by their community, meet their community(ies) needs, and build a plan of action that will meet those demands for each required CCG Project intervention approach.  The following schematic depicts how the CCG Program Requirements are interrelated. 
Reviewers should be able to assess that a particular CCG Program Requirement is related to the outcome of other CCG Program Requirements.  For example, if an applicant provides local data on a high number of teens who have multiple partners in their Needs Assessment and is further supported as a teen behavior that will be addressed in their Logic Model, the Logic Model should provide the specific behaviors and determinants to address this behavior within the intervention.  If the applicant is using a curriculum, then the curriculum should show some evidence of being able to monitor the specific behavior or determinant.  The named activities in the applicant’s Project Plan should support how you will address high number of teens who have multiple partners.






3. Narrative Sections for Submission

a. Applicants should provide full, complete responses for each narrative question.
b. Do not assume that a statement or response made in a preceding or subsequent section will be adequate for review in the current section under review.
c. Questions that ask a series of multiple responses should thoroughly detail each of the series of requested information.

d. Your responses should not affirmatively restate the question.  For example, if the question “To what extent does the applicant identify youth who eat fruits and vegetables?” an affirmative response would be “Our organization have youth who eat fruits and vegetables”.  This response does not provide adequate detail to assess the question.

e. If no information is available, state “no information available” to account for missing information.  If possible, elaborate on steps you took to seek the unavailable information.

f. Do not exceed the page limit requirement.  Additional pages or content submitted beyond the additional pages will not be reviewed.
4. Formatting Tips
a. Be clear and try to avoid jargon. 

b. Be consistent with terms, references, and writing style. 

c. Make sure all acronyms are spelled out when being used initially. 
d. Make sure all citations include complete information. 

e. Pay attention to font type, font color, font size, margins, and spacing requirements. 

· All materials are to be prepared in black ink. 

· Pages must be single-sided on white paper.

· The application should be single-spaced with one-inch margins on all sides of the paper.

· The font size should be no less than 11 points for the narrative sections.  Font size in figures and tables must be easily readable.

· Number each page of the application at the bottom right side of the page.

f. Requirements that require a signature must be signed in blue ink.  The person who is authorized to represent the signing Agency must sign.
5. Assembly and Package

a. Staple or clip all pages of the application together in the upper left-hand corner.  Do not use a three‑ringed binder or other type of binding.

b. Do not submit extraneous materials. Materials not requested will be ignored and/or discarded.

c. Be sure to include hard-copy documentation (i.e., table of contents, cover page, checklist, financial soundness documentation, and original signed and properly executed assurances, etc.). 

d. One CCG grant application (marked “Original” on top) along with four copies is required to be submitted. Place the originally signed documents in the application set marked “ORIGINAL”.  The RFA attachments and other documentation placed in the extra application sets may reflect photocopied signatures.

e. Mail application copies in a single envelope or package, if possible.  If you submit more than one envelope or package, carefully label each one as instructed below and mark on the outside of each envelope  “1 of __, 2 of __, etc.”
f. Allow more than enough time to submit applications via mail or in‑person.  Prepare for unknown obstacles that may prevent you submitting a timely application packet.
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