I. APPLICATION SUBMISSION PROCEDURES

Application Transmittal Instructions

Applications for grants under this grant competition may be submitted electronically or in

paper format by mail or hand delivery. The electronic submission of applications is voluntary.
However, if you choose to submit vour application electronically you must use the site listed

below. Note: You may not submit your application by e-mail or facsimile.

Attention Electronic Applicants: Please note that you must follow the application
procedures as described in the Notice Inviting Applications for this grant competition,

published in the Federal Register on XXxxxx.

If you want to apply for a grant and be considered for funding, you must meet the following
deadline requirements:

Applications Submitted Electronically

You must submit your grant application through the Internet using the software provided on the
Grants.gov Web site (www.grants.gov) by 4:30 p.m. (Washington, DC time) on the application
deadline date. If you submit your application through the Internet via the Grants.gov Web site,
you will receive an automatic acknowledgment when we receive your application.

For more information on using Grants.gov, please refer to the Notice Inviting Applications that
was published in the Federal Register on XXXX, the Grants.gov Submission Procedures and Tips
document on pages xxxxx of this application package, and the Grants.gov Web site
(www.grants.gov).

You may access the electronic application for the Safe Schools/Healthy Students Grant at the
following Web sites: www.grants.gov or www.ed.gov/programs/xxxx/ or www.sshs.samhsa.gov.

Applications Sent by Mail
You must mail the original and two copies of the application on or before the

deadline date. To help expedite our review of your application, we would appreciate
your voluntarily including an additional copy of your application. Please mail copies
to: U.S. Department of Education, Application Control Center, Attention: CFDA #
84.184L, 400 Maryland Avenue, SW, Washington, DC 20202 — 4260.

You must show one of the following as proof of mailing:

(1) A legibly dated U. S. Postal Service Postmark.

(2) A legible mail receipt with the date of mailing stamped by the U. S. Postal Service.
(3) A dated shipping label, invoice, or receipt from a commercial carrier.

(4) Any other proof of mailing acceptable to the Secretary.


http://www.sshs.samhsa.gov/
http://www.ed.gov/programs/xxxx/
http://www.grants.gov/
http://www.grants.gov/
http://www.grants.gov/

If you mail an application through the U.S. Postal Service, we do not accept either of
the following as proof of mailing:

(1) A private metered postmark.
(2) A mail receipt that is not dated by the U.S. Postal Service.

Note: The U.S. Postal Service does not uniformly provide a dated postmark. Before
relying on this method, you should check with your local post office.

Applications Delivered by Commercial Carrier
Special Note: Due to disruptions to normal mail delivery, the Department encourages you

to consider using an alternative delivery method (for example, a commercial carrier, such
as Federal Express or United Parcel Service; or U. S. Postal Service Express Mail) to
transmit your application for this competition to the Department. If you use an alternative
delivery method, please obtain the appropriate proof of mailing under “Applications Sent
by Mail,” then follow the mailing instructions under the appropriate delivery method.

Applications that are delivered by commercial carrier, such as Federal Express or
United Parcel Service should be mailed to: U.S. Department of Education,
Application Control Center — Stop 4260, Attention: CFDA #84.184L, 7100 Old
Landover Road, Landover, MD 20785-1506.

Applications Delivered by Hand

You or your courier must hand deliver the original and two copies of your application by
4:30 p.m. (Washington, DC time) on or before the deadline date. To help expedite our
review of your application, we would appreciate your voluntarily including an additional
copy of your application. Please hand deliver copies to: U.S. Department of Education,
Application Control Center, Attention: CFDA #84.184L, 550 12" Street, SW, PCP —
Room 7041, Washington, DC 20202-4260. The Application Control Center accepts
application deliveries daily between 8:00 a.m. and 4:30 p.m. (Washington, DC time),
except Saturdays, Sundays, and federal holidays.




Grants.gov Submission Procedures and Tips for Applicants

To facilitate your use of Grants.gov, this document includes important submission
procedures you need to be aware of to ensure your application is received in a
timely manner and accepted by the Department of Education.

1. Register Early — Grants.gov registration may take five or more business days to
complete. You may begin working on your application while completing the
registration process, but you cannot submit an application until all of the
registration steps are complete. For detailed information on the registration steps,
go to www.grants.gov/applicants/get registered.jsp. Note: Your organization will
need to update its Central Contractor Registry (CCR) registration annually.

2. Submit Early — We strongly recommend that you do not wait until the last day to
submit your application. Grants.gov will put a date and time stamp on your
application and then process it after it is fully uploaded. The time it takes to
upload an application will vary depending on a number of factors including the
size of the application and the speed of your Internet connection, and the time it
takes Grants.gov to process the application will vary as well. If Grants.gov rejects
your application (see step three below), you will need to resubmit successfully
before 4:30 pm on the deadline date. Note: To submit successfully, you must
provide the D-U-N-S number on your application that was used when your
organization registered with the CCR.

3. Verify Submission is OK — You will want to verify that Grants.gov and the
Department of Education received your Grants.gov submission timely and that it
was validated successfully. To see the date and time your application was
received, log in to Grants.gov and click on the Track My Application link. For a
successful submission, the date and time received should be earlier than 4:30 p.m.
(Washington, DC time) on the deadline date, and the application status should be
Validated, Received by Agency, or Agency Tracking Number Assigned.

If the date and time received is later than 4:30 p.m. (Washington, D.C. time) on
the closing date, your application is late. If your application has a status of
“Received” it is still awaiting validation by Grants.gov. Once validation is
complete, the status will either change to “Validated” or “Rejected with Errors.”
If the status is “Rejected with Errors,” your application has not been received
successfully. Some of the reasons Grants.gov may reject an application can be
found on the Grants.gov site

(www.grants.gov/help/submit_application fags.jsp#10). For more detailed
information on why an application may be rejected, please review the Application
Error Tips document (www.grants.gov/section910/ApplicationErrorTips.pdf). If
you discover your application is late or has been rejected, please see the
instructions below.



http://www.grants.gov/section910/ApplicationErrorTips.pdf
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Note: You will receive a series of confirmations both online and via e-mail about
the status of your application. Please do not rely solely on e-mail to confirm
whether your application has been received timely and validated successfully.

Submission Problems — What should you do?

If you have problems submitting to Grants.gov before the deadline date, contact
Grants.gov Customer Support at 800/518-4726 or use the customer support available on

the Web site (www.grants.gov/applicants/applicant help.jsp).

If electronic submission is optional and you have problems that you are unable to resolve
before the deadline date and time for electronic applications, please follow the transmittal
instructions for hard copy applications in the Federal Register notice and get a hard copy

application postmarked by midnight on the deadline date.

If electronic submission is required, you must submit an electronic application before
4:30 p.m. (Washington, DC time), unless you follow the procedures in the Federal
Register notice and qualify for one of the exceptions to the electronic submission
requirement and submit, no later than two weeks before the application deadline date, a
written statement to the Department that you qualify for one of these exceptions. See the
Federal Register notice for detailed instructions.

Helpful Hints When Working with Grants.gov

Please note that once you download an application from Grants.gov, you will be working
offline and saving data on your computer. Please be sure to note where you are saving the
Grants.gov file on your computer. You will need to log on to Grants.gov to upload and
submit the application. You must provide on your application the D-U-N-S number that
was used when your organization registered with the CCR.

Please go to www.grants.gov/applicants/applicant_help.jsp for help with Grants.gov. For
additional tips related to submitting grant applications, please refer to the Grants.gov

Submit Application FAQs found on Grants.gov
(www.grants.gov/help/submit application fags.jsp).

Dial-Up Internet Connections

When using a dial-up connection to upload and submit your application, it can take
significantly longer than when you are connected to the Internet with a high-speed
connection (e.g. cable modem/DSL/T1). While times will vary depending upon the
size of your application, it can take a few minutes to a few hours to complete your
grant submission using a dial-up connection. If you do not have access to a high-
speed connection and electronic submission is required, you may want to consider
following the instructions in the Federal Register notice to obtain an exception to the
electronic submission requirement no later than two weeks before the application


http://www.grants.gov/applicants/applicant_help.jsp
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deadline date. See the Federal Register notice for detailed instructions.

MAC Users

If you do not have a Windows operating system, you will need to use the Citrix
solution discussed on Grants.gov or a Windows Emulation program to submit an
application using Grants.gov. For additional information, review the FAQs for non-

Windows users (www.grants.gov/resources/download_software.jsp#non_window).
To view the white paper for Macintosh users published by Pure Edge, go to

www.grants.gov/section678/PureEdgeSupportforMacintosh.pdf or contact
Grants.gov Customer Support (www.grants.gov/contactus/contactus.jsp) for more
information. If electronic submission is required and you are concerned about your
ability to submit electronically as a non-Windows user, please follow the
instructions in the Federal Register notice to obtain an exception to the electronic
submission requirement no later than two weeks before the application deadline
date. See the Federal Register notice for detailed instructions.
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