Attachment III:
Additional Submission Instructions

The following is provided as additional instruction beyond what is already available on the
www.grants.gov website. In the event you encounter a problem with www.grants.gov and do
not find a resolution in any of the other resources, call 1-800-518-4726 or 606-545-5035 to
speak to a Customer Support Representative, or email support@grants.gov.

The process can be complicated and time-consuming. You are strongly advised to initiate
the process as soon as possible and to plan for time to resolve technical problems. Note that
validation does not mean that your application has been accepted as complete or has been
accepted for review by the agency. Rather, Grants.gov only verifies the submission of
certain parts of an application.

a. How to Register to Apply through Grants.gov
Read through the registration process carefully before registering. These steps may
take as much as four weeks to complete, and this time should be factored into plans for
timely electronic submission in order to avoid unexpected delays that could result in
the rejection of an application.

Applicants must follow the online instructions for registration at
https://www.grants.gov/web/grants/applicants/organization-registration.html. We
recommend that you prepare the information requested before beginning the
registration process. Reviewing and assembling required information before
beginning the registration process will alleviate last-minute searches for required
information and save time.

An application submitted through Grants.gov constitutes a submission as an
electronically signed application. The registration and account creation with
Grants.gov, with E-Biz POC approval, establishes an Agency Organizational
Representative (AOR). When an application is submitted through Grants.gov, the
name of the AOR that submitted the application is inserted into the signature line of
the application, serving as the electronic signature. The EBiz POC must authorize the
individual who is able to make legally binding commitments on behalf of your
organization as the AOR; this step is often missed and it is crucial for valid
submissions.

b. How to Submit an Application to DOL via Grants.gov
Grants.gov applicants can apply online using Workspace. Workspace is a shared,
online environment where members of a grant team may simultaneously access and
edit different webforms within an application. For a complete workspace overview,
refer to: https:// www.grants.gov/web/grants/applicants/workspace-overview.html.

For access to complete instructions on how to apply for opportunities, refer to:
https://www.grants.gov/web/grants/applicants/apply-for-grants.html.

When a registered applicant submits an application with Grants.gov, an electronic time
stamp is generated within the system when the application is successfully received by
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Grants.gov. Grants.gov will send the applicant AOR an email acknowledgement of
receipt and a tracking number (GRANTXXXXXXXX) with the successful
transmission of the application, serving as proof of their timely submission. The
applicant will receive two email messages to provide the status of the application’s
progress through the system.

e The first email will contain a tracking number and will confirm receipt of the
application by Grants.gov.

e The second email will indicate the application has either been successfully validated
or has been rejected due to errors.

Grants.gov will reject applications if the applicant’s registration in SAM is expired.
Only applications that have been successfully submitted by the deadline and later
successfully validated will be considered. It is your sole responsibility to ensure a
timely submission. While it is not required that an application be successfully
validated before the deadline for submission, it is prudent to reserve time before the
deadline in case it is necessary to resubmit an application that has not been
successfully validated. Therefore, enough time should be allotted for submission (24-
48 hours) and, if applicable, additional time to address errors and receive validation
upon resubmission (an additional two business days for each ensuing submission). It
1s important to note that if enough time is not allotted and a rejection notice is received
after the due date and time, DOL will not consider the application.

To ensure consideration, the components of the application must be saved as .doc,
.docx, .xls, .xlIsx, .rtf or .pdf files. If submitted in any other format, the applicant bears
the risk that compatibility or other issues will prevent DOL from considering the
application. We will attempt to open the document, but will not take any additional
measures in the event of problems with opening.

We strongly advise applicants to use the various tools and documents, including
FAQs, which are available on the “Applicant Resources” page at
https://www.grants.gov/web/grants/applicants/applicant-fags.html.

We encourage new prospective applicants to view the online tutorial, “Grant
Applications 101: A Plain English Guide to ETA Competitive Grants,” available
through WorkforceGPS at:
https://strategies.workforcegps.org/resources/2014/08/11/16/32/applying-for-eta-
competitive-grants-a-web-based-toolkit-for-prospective-applicants-438?p=1.

To receive updated information about critical issues, new tips for users, and other
time-sensitive updates as information is available, you may subscribe to “Grants.gov
Updates™ at https://www.grants.gov/web/grants/manage-subscriptions.html.
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If you encounter a problem with Grants.gov and do not find an answer in any of the
other resources,

e call 1-800-518-4726 or 606-545-5035 to speak to a Customer Support
Representative or
e email support@grants.gov.

The Grants.gov Contact Center is open 24 hours a day, seven days a week. However, it
is closed on Federal holidays. If you are experiencing difficulties with your
submission, it is best to call the Grants.gov Support Center and get a ticket number.

I11-3


mailto:support@grants.gov?subject=DOL%20Grant%20Application

