
Required Forms 

Application for Federal Assistance [Standard Form 424]
 
Application For Federal Assistance (Standard Form 424) 
Following are instructions for filling out each numbered item in Standard Form (SF) 424. 
This form is used to provide general information about your TAG group. It certifies that you 
have determined your state’s intergovernmental review requirements and requires the 
signature of an authorized representative of your group. 

1.	 Type of Submission -- Check “application.” 


2.	 Type of Application -- Check “new.” 


3.	 Date Received -- Leave blank. 


4.	 Application Identifier -- Leave blank. 


5a.	 Federal Entity Identifier -- Enter xxxx 


5b.	 Federal Award Identifier -- If this is a new application, leave blank. If this is a continuation or 

revision to an existing TAG award, enter the previously assigned Federal award identifier number. If this 
is a changed/corrected application, enter the Federal Identifier in accordance with agency instructions. 

6.	 Date Received by State -- Leave blank. 

7.	 State Application Identifier -- Leave blank. 

8.	 Applicant Information -­
a. Legal Name -- Enter your group’s name. 

b. EIN/TIN -- Enter your group’s Employer Identification Number (EIN)/Taxpayer Identification 
Number (TIN). If you do not have an EIN or TIN, go to the IRS website at: 
http://www.irs.gov/Businesses/Small-Businesses-&-Self-Employed/Apply-for-an-Employer-
Identification-Number-(EIN)-Online and follow instructions.
 
c. Organizational DUNS -- Enter your group’s Dun and Bradstreet (D&B) Data Universal Number­
ing System (DUNS) number. If you do not have a DUNS number, call the toll-free request line at 1-
866-705-5711 to obtain one immediately at no cost. 

d. Address -- Enter your group’s full address in the blanks as indicated. 

e. Organizational Unit -- Leave both boxes blank. 

f. Name and Contact Information -- Type in the name, title, telephone number, fax number, and 
email address of your organization’s authorized representative. Leave the box under “Organiza­
tional Affilitation” blank. 
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X 
X 

xxxxxxx 

Woodtown Landfill Coalition 

xx-xxxxxxx xx-xxx-xxxx 

Main Street 

Woodtown 
Litchfield 
CT 

USA 
06898 

Ms        Pat 

Jones 

Executive Director 

203-555-1234 203-555-1234 
jones.pat@coalition.org 
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Required Forms (continued) 

Application for Federal Assistance [SF424] (continued) 

9.	 Type of Applicant -- Select “M” from the drop-down menu if your group is a non-profit corpora­
tion with tax-exempt status. Select “N” from the drop-down menu if your group does not have 
tax-exempt status from the IRS. NOTE: Tax-exempt status is different from being incorpo­
rated by your state as a non-profit organization. 

10.	 Name of Federal Agency -- Enter “U.S. Environmental Protection Agency.” 

11.	 Catalog of Federal Domestic Assistance Number -- Enter 66.806. 

CDFA Title -- Enter “Superfund Technical Assistance Grants (TAGs) for Community Groups at 
National Priorities List (NPL) Sites.” 

12.	 Funding Opportunity Number -- Enter the number of the Federal Opportunity under which 
your group is requesting a TAG. This number will be supplied by your EPA Regional TAG Coordi­

nator. 


Title -- Enter the title of the Federal Opportunity provided by your EPA Regional TAG Coordinator. 


13.	 Competition Identification Number --Leave blank. 

14.	 Areas Affected by Project -- List municipalities, towns, counties, and states encompassing, 
adjacent to, and affected by the site. 

15.	 Descriptive Title of Project -- Enter “Technical Assistance for [name of your site].” 
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Required Forms (continued) 

Application for Federal Assistance [SF424] (continued) 

16.	 Congressional Districts -­
a. Enter the Congressional District (two-letter state abbreviation, dash, three-digit district number) 
in which your group’s office (mailing address) is located. 

b. Enter all the Congressional Districts (two-letter state abbreviation, dash, three-digit district 
number) that are affected by the site. 

If you do not know the district numbers, ask the local library or visit http://nationalatlas.gov/ 
printable/congress.html#list. 

17.	 Proposed Project 
a. Start Date -- Ask your EPA Regional Office when funding is likely to be approved if you recevie 
an award. Type in this date or the date you wish to begin receiving funds, whichever is later. 

b. End Date -- Enter the date on which your proposed project will be completed (for example, if you 
are requesting funding for a three year project, enter the date that will be three years after your start 
date. 

18.	 Estimated Funding -- Type in the amount of money your are asking EPA to provide (block “a”), the 
amount of “matching” funds you will provide (block “b”), and the total (block “g”). Copy these numbers 
from your Budget Narrative Attachment Form. The amount in block “a” must not be more than $50,000 
and not more than 80% of the total in block “g”. 

19.	 Review by State -- Check with your EPA Regional Office to determine if your application must be 
reviewed by the state. If “yes,” check “a” and provide the date the application was provided to the 
state for review. If “no,” check “b.” 

20.	 Delinquent on Federal Debt -- Check “yes” or “no” as appropriate. If “yes,” provide an explanation 
in the blank provided (see Sample on page 35). 

21.	 Certification -- Check “I agree” and enter the name, title, telephone number, fax number (if any), 
and email of your organization’s authorized representative. If you are submitting your application in 
hard copy, have your authorized representative sign and date the form. If you are submitting your 
application via the Grants.gov Web site, leave the signature and date block blank; these will be filled 
in automatically when you fill out the final form online. 
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Required Forms (continued) 

Application for Federal Assistance [SF424] (continued) 

Delinquent on Federal Debt -- If you checked “yes” to question 20, provide an explanation in the 
blank provided. 
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Required Forms (continued) 

Standard Form 424A–Budget Information
 

Section A—Budget Summary 

1.a.Grant Program, Function, or Activity -- Type in the name of the Superfund site. 

1.b.Catalog of Federal Domestic Assistance Number -- Type in 66.806. 

1.c.Enter amount of federal funds requested
 

1.d.Enter amount of matching funds from your budget 

Section B—Budget Categories 

6.a-7.k --Using your estimated budget, enter amounts in appropriate categories. Column (c) is for 
federal funds and Column (d) is for your matching share. Note that in-kind services or time of

      volunteers may be categorized as "Personnel." 
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Required Forms (continued) 

Standard Form 424A–Budget Information (continued)
 

Section C—Non-Federal Resources 

8.a. Grant Program -- Type in the name of the Superfund site. 

8.b.-8e. and 9-12 --See sample. Type in amounts of your TAG request and matching share, as shown. 
Assume totals will be paid in quarterly intervals. 

Section D—Forecasted Cash Needs 

13. 	Federal -- In the column labeled “Total for 1st Year”, type in the total amount of money your are 
asking EPA to provide for your project, as shown in the Sample on the next page. (Get this 
amount from the Budget Narrative Attachment Form that you have already filled out.) Then, type 
in the portion of the estimated total that you expect to need for each stated time period. The sum 
of the four quarterly amounts should be equal to the total amount shown. (Don’t spend a lot of 
time on this section—a rough estimate is fine.) 

14. Non-Federal -- In the column labeled “Total for 1st Year”, type in the total amount of “matching” 
funds you will provide for your project, as shown in the Sample on the next page. (Get this 
amount from the Budget Narrative Attachment Form that you have already filled out.)  Then, type 
in the portion of the estimated total that you expect to need for each stated time period. The sum 
of the four quarterly amounts should be equal to the total amount shown. 

15. Totals 
Type in the total amount for each column of Rows 13 and 14, as shown in the Sample on the next 
page. 

Section E—Budget Estimates of Federal Funds Needed for Balance of the Project 

16.-20. -- Leave blank, as shown on the Sample on the next page. 

Section F—Other Budget Information 

21. and 22. -- Type “NA” in each block. 

23. Remarks -- Leave this block blank. 
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Required Forms (continued)

This form contains the regulations, policies, guidelines, and requirements which your group
must obey if you receive a TAG.  Read it carefully. If you are submitting your application in
hard copy, have your project manager or other authorized representative (the person who is
signing your SF 424 “Application for Federal Assistance”) sign this form at the bottom (as
shown in the sample below and on the next page) and include it with the rest of your applica-
tion package. If you are submitting your application via the Grants.gov Web site, your autho-
rized representative’s signature will be added automatically when you prepare the final form.

Standard Form 424B–Assurances
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Required Forms (continued) 

EPA 4700-4, Preaward Compliance Review Report
 

Following are instructions for filling out EPA Form 4700-4, Preaward Compliance Review 
Report for All Applicants Requesting Federal Financial Assistance. COMPLETE ALL SECTIONS 
of the form, have your authorized representative SIGN IT, and SUBMIT the form with your 
group’s TAG application. If you are submitting your application via the Grants.gov Web site, 
your authorized representative’s signature will be added automatically when you prepare the 
final form. 

Recipients of federal financial assistance from the 
U.S. Environmental Protection Agency must 
comply with Title VI of the Civil Rights Acts of 
1964, Section 13 of the 1972 Amendments to the 
Federal Water Pollution Control Act, Section 504 
of The Rehabilitation Act of 1973, The Age 
Discrimination Act of 1975, and Title IX of the 
Education Amendments of 1972. Information on 
this form is required to enable the U.S. Environ­
mental Protection Agency to determine whether 
applicants and prospective recipients are devel­
oping projects, programs and activities on a 
nondiscriminatory basis as required by these 
statutes. 

If any item is not relevant to the project for which 
assistance is requested, write “NA” for “Not 
Applicable.” 

I.    Enter your organization’s name and full 
mailing address. 

II.	   If your organization currently is receiving
       EPA assistance, enter "Yes." Otherwise,
       enter "No." 

III.	  "Civil rights lawsuits" means any lawsuit or
complaint alleging discrimination on the basis 
of race, color, national origin, sex, age, or 
handicap pending against the applicant and/or

      entity that benefits from the grant.
 
IV.  "Civil rights lawsuits" means any lawsuit or
      complaint alleging discrimination on the basis 
      of race, color, national origin, sex, age, or 
      handicap pending against the applicant and/or
      entity that benefits from the grant.  
 
V.	 "Civil rights compliance review" means any
       review assessing the applicant's compliance
       with laws prohibiting discrimination on the basis
       of race, color, national origin, sex, age, or handi-
       cap. The review should be listed if any part of it 
       covered the entity. 

VI.	 Check the “No” box. 

*Note: Questions VII-XI are for informational use
and will not affect your grant status. However,
you should answer all questions on this form 

VII. Check the "Yes" box
           a.  Check the "Yes" box or the "No" box, as applicable.

                  b.  Check the "Yes" box or the "No" box, as applicable.
                  c.  Check the "Yes" box or the "No" box, as applicable. 

VIII.Enter NA for “Not Applicable.”
 
IX. Enter NA for “Not Applicable.” 
 
X. Enter NA for “Not Applicable.” 
 
XI. Enter NA for “Not Applicable.”  
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Required Forms (continued) 

Certification Regarding Lobbying
 

If you are submitting your application in hard copy, your authorized representatives MUST 
SIGN AND SUBMIT this certification with your group’s TAG application. If you are submitting 
your application via the Grants.gov Web site, your authorized representative’s signature will 
be added automatically when he/she completes the final application. 

Contact the Remedial Project Manager (RPM) or Regional TAG Coordinator for the site to obtain the EPA 
Project Number. 
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CTDxxxxxxx

Pat Jones, Executive Director

Pat Jones November 30, 2012



Required Forms (continued) 

EPA 5700-54, Key Contacts Form
 

This form provides the government with the name, title, address, and telephone number of the 
individuals responsible for key parts of your grant. 

Enter the requested information for your group’s authorized representative, the individual in your group 
who will be verifying the receipt of payments, and the person in your group whom EPA should contact 
with any questions about administrative and budgetary matters related to your grant. NOTE: You may 
not list the same person for all three positions. 

Enter “NA” in the space for contact information for a Principal Investigator. 
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Submitting in Hard-Copy Format (by Mail): 

Prepare and Submit the Final TAG Application (Step 7) 

If you plan to submit your completed application in hard-copy format (via mail) to your EPA Regional 
Office, download a blank copy of each of the forms you will need using the hyperlinks to the forms listed 
on page 4. Fill out each of the forms using the information from the draft copy you already prepared. 
Make sure all required forms that require a signature have been signed by the authorized 
representative for your group. 

Send your completed application package, including all sections of the Project Narrative Attachment 
Statement and attachments, the Budget Narrative Attachment Form, and all the required forms to the 
Agency Contact provided by your Regional TAG Coordinator. 

Submitting Electronically through the Grants.gov Web Site: 

If you plan to submit your application electronically, you must access, fill out, and submit final versions of 
the required forms through the Grants.gov Web site.

  1) Go to www.grants.gov. Click on “Apply for Grants” on the left side of the page.  Then click on 
“Apply Step 1:  Download a Grant Application Package and Instructions.” Click on “PureEdge 
Viewer.” You must download this viewer software in order to access the application package. 
Once the “PureEdge Viewer” has been installed, you can retrieve the application package by 
entering the Catalogue of Federal Domestic Assistance (CFDA) number (CFDA 66.806) or the 
appropriate Funding Opportunity Number (for example, EPA-XXX-06-xx), provided by your EPA 
Regional TAG Coordinator, in the space provided and clicking on “Download Package.” 

You will then see a page like the one shown on the next page. The top half of the page contains 
all the indentifying information about the TAG for which you are applying. The lower half of the 
page contains the information needed for your application.

 In the box beside “Application Filing Name:” enter organization's name (abbreviate where pos­
sible), the fiscal year (e.g., FY07), and the grant category (e.g., Environment). The filing name 
should not exceed 40 characters. 
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Prepare and Submit the Final TAG Application (Step 7) 

Submitting your TAG application (continued) 

You will see the following forms and documents required for your application listed in the “Mandatory 
Documents” box. 
1. Standard Form (SF) 424, Application for Federal Assistance - See instructions and sample on 
pages 28-35. (Please note that the organizational DUNS number must be included on the SF-424. 
Organizations may obtain a DUNS number at no cost. See page 3 for more information.) 
2. Project Narrative Attachment Statement - See instricutions and sample on pages 8-25. 
3. Budget Narrative Attachment Form - See instructions and sample on pages 26-27. 
4. SF-424A, Budget Information for Non-Construction Programs - See instructions and sample on 
pages 36-39. 
5. SF-424B, Assurances for Non-Construction Programs - See instructions and sample on pages 40­
41. 
6. EPA Form 4700-4, Pre-Award Compliance Review Report - See instructions and sample on pages 
42-43. 
7. Certification Regarding Lobbying - See instructions and sample on pages 44-45. 
8. EPA Form 5700-54, Key Contacts Form - See instructions and sample on pages 46-47. 

For documents 1 and 4-8, click on the appropriate form and then click “Open Form” below the box. 
1. The fields that must be completed will be highlighted in yellow. Use the information from your draft to 
fill in these fields. 
2. Optional fields and completed fields will be displayed in white.
3. If you enter an invalid response or incomplete information in a field, you will receive an error message
4. When you have finished filling out each form, click "Save."
5. When you return to the electronic Grant Application Package page, click on the form you just com­
pleted, and then click on the box that says, "Move Form to Submission List." 
6. This action will move the document over to the box that says, "Mandatory Completed Documents for
Submission." 

For documents 2, the Project Narrative Attachment Statement, and document 3, the Budget 
Narrative Attachment Form, you will need to attach electronic files. 
1. Using the draft copy you already have prepared, prepare your final Project Narrative Attachment 
Statement, combining all four sections of the document into one file, and save it on your computer as an 
MS Word or WordPerfect file. (U.S. EPA prefers to receive documents in MS Word, but documents 
prepared in WordPerfect will also be accepted.) 
2. When you are ready to attach your Project Narrative Attachment Statement to the application pack­
age, click on "Project Narrative Attachment Statement," and open the form. 
3. Enter “TAG at (your site name)” in the space beside "Mandatory Project Narrative File Filename;" the 
filename should be no more than 40 characters long, so abbreviate if necessary. 
4. Click "Add Mandatory Project Narrative File," and then attach the final Project Narrative Attachment 
Statement (previously saved to your computer) using the browse window that appears. 
5. You may then click "View Mandatory Project Narrative File" to view it. 
6. You will need to attach, in turn, an electonic copy of your organization’s bylaws and a copy of the 
letter from the state approving the group for incorporation (See pages XX and XX). To do so, click "Add 
Optional Project Narrative File" and then attach each of these documents (previously saved to your 
computer) using the browse window that appears. 
7. When you have finished, click "Close Form."
8. When you return to the "Grant Application Package" page, select the "Project Narrative Attachment 
Statement" and click "Move Form to Submission List." 
9. This will move the file over to the box that says, "Mandatory Completed Documents for Submission."
10. Follow the same general procedures for finalizing and attaching your Budget Narrative Attachment 
Form file and moving it into the "Mandatory Completed Documents for Submission" box. 
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Prepare and Submit the Final TAG Application (Step 7) 

Submitting your TAG application (continued) 

Once you have finished filling out all of the forms, all the completed forms should appear in either the 
"Mandatory Completed Documents for Submission." When you have finished attaching a copy of the 
letter from the state approving your group for incorporation and a copy of your group’s bylaws, these 
two documents should appear in the “Optional Completed Documents for Submission” box. 

Now click the "Save" button that appears at the top of the Web page. (NOTE: You must submit a 
complete application; you may not complete and submit only parts of it.) Please use the 
following format when saving your file: "(your organization name) - FYXX - (grant category) - 1st Submis­
sion" (for example, the files for the Woodtown Landfill Coalition would be named “Woodtown Landfill 
Coalition - FY07 - Environment - 1st Submission”). 

It is wise to save the document a second time, using a different name, such as "(your organization 
name) - FYXX - (grant category) - Back-up Submission" (for example, “Woodtown Landfill Coalition ­
FY07 - Environment - Back-up Submission”). This will make it easier to submit an amended package 
later if necessary.  If it becomes necessary to submit an amended package at a later date, you can 
use your Back-up Submission file and rename it "(your organization name) - FYXX - Environment - 2nd 
Submission" when you submit the amended application. 

Once your application package has been completed and saved, close all other software programs on 
your computer before attempting to submit the application. 

Your AOR then may submit the application package by clicking the "Submit" button that appears at the 
top of the page. (REMEMBER: Your AOR must have completed the Grants.gov registration process 
before he or she can submit an application.) The AOR will then be asked to verify the agency and 
funding opportunity number for which the application package is being submitted. If problems are 
encountered during the submission process, the AOR should reboot his/her computer before trying to 
submit the application package again. (It may be necessary to turn off the computer (not just restart it) 
before attempting to submit the package again.) If the AOR continues to experience submission 
problems, he/she may contact Grants.gov for assistance by phone at 1-800-518-4726 or email at 
support@grants.gov. 

Within 24 to 48 hours after Grants.gov has received your submission, Grants.gov will send you two 
email messages. The first will confirm receipt of your application by the Grants.gov system, and the 
second will indicate that the application has either been successfully validated by the system prior to 
transmission to the grantor agency or has been rejected due to errors. You also can check the status 
of your application anytime after submission, by logging into Grants.gov using the black “Applicants” 
link at the top of any page, and clicking on the “Check Application Status” link. 

When your application is successfully validated and retrieved by EPA from the Grants.gov system, EPA 
will send you an email. How quickly you receive EPA’s email will depend on when the Agency retrieves 
your application from the Grants.gov system for processing; it may take several days or weeks from the 
date of submission. Note that Grants.gov does not participate in making any award decisions. If you 
have not received a confirmation of receipt from EPA within 30 days of the application dead­
line, please contact the Agency Contact provided by your Regional TAG Coordinator or listed 
in the grant application package on the Grants.gov Web site. Failure to do so may result in 
your application not being reviewed. 
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