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What is Grants.gov?

Grants.gov is a mechanism to find and apply for competitive grant opportunities from all federal grant-making agencies.  It provides an “electronic storefront” for interactions between grant applicants and federal agencies that manage grant funds.  The federal government’s Office of Management and Budget (OMB) directed funding agencies to shift their funding announcements and applications to Grants.gov by fiscal year 2007. 

Who submits applications to Grants.gov?

In most cases, a grants administrator at the college submits applications prepared by Principal Investigators (PIs).  In such instances, PIs do not need individual user accounts.  However, some grant programs require or allow individuals to submit applications on their own.  When this is true, the college would not be responsible for submitting, receiving, or managing the grant award.  Individuals who must apply directly should follow the Grants.gov instructions for establishing a user account (see www.grants.gov ).
When a grants administrator submits an application to Grants.gov, that administrator is referred to as an Authorized Organizational Representative (AOR).   Emily Robinson, Sponsored Research Administrator, is the primary AOR for Grants.gov submissions.  Danielle Smith, Grants Accountant, and David DeSwert, Director of Budgets and Grants, also have AOR status for submissions.  The process is overseen by John Davis, Associate Provost.
How do PIs apply for grants using Grants.gov?

Visit www.grants.gov and click on “Apply for Grants” from the left-hand column.  There are several search functions available to locate a specific funding opportunity.  Some funding agencies provide links to application packages directly from their home websites.
Applying for grants involves downloading a grant application package and instructions and completing the package offline.  Before doing this, you must first download a compatible version of Adobe Reader software.  

Submission Deadlines:


Grants.gov date-and-time stamps applications and then completes a validation process after an application is fully uploaded.  Until the process is complete, your application is not considered submitted.  The validation process may take up to two business days to complete.  If Grants.gov identifies one or more errors, they must be corrected prior to the submission deadline. Following validation by Grants.gov, the federal agency to which you are applying may also conduct a validation check.  Given the complexity and time involved in this process, it is critical that applicants provide the final version of their application packages to Emily Robinson a minimum of three business days in advance of the submission deadline.
As a reminder, the college requires PIs applying for external grants to complete and sign a Grant Proposal Processing Form. The form, along with a copy of the draft grant proposal, should be sent to Emily Robinson at least ten (10) business days prior to the grant submission deadline.  
For more information, visit the Sponsored Research Office website at http://www.smith.edu/deanoffaculty/sro.html .

Completing an Application Package:
Please use the “Help” section at www.grants.gov  as well as the specific instructions provided by the sponsoring agency.  The information below is intended to assist you with the basic steps in applying but it is not a comprehensive set of instructions.
1) It is vital that you prepare your entire application with a compatible version of Adobe Reader. See the Grants.gov website for a list of compatible versions.  You must also ensure that the compatible version is set as your default for preparing and opening PDF documents on your computer.  This is especially critical if you have non-compatible versions of Adobe Reader or Professional installed, as they may interfere and/or corrupt your application.
2) An application package consists of a combination of mandatory and optional forms. Mandatory fields within a form are highlighted in yellow.  Read the application instructions provided by the funding agency.  Instructions may indicate additional required fields (not highlighted in yellow) specific to an agency or opportunity and/or other deviations in completing the forms.  

3) When you open an application package, the first screen is the application package cover page.  Please be sure to complete the “Application Filing Name” field with a unique title of your choosing (unless otherwise instructed).  It is used to track your grant application within Grants.gov.
4) To work on a form, highlight and move the form to the right-hand section of the page under “Mandatory Documents for Submission” and “Optional Documents for Submission” as needed.  From here, you may click “Open Form.” Some forms have multiple pages and thus require you to click the “Next” button at the top of the form to navigate to other pages.  
5) Be sure to click the “Save” button at the top of the cover page every time you add information to the application package.  
6) Click on “Check Package for Errors” to determine if you have failed to complete a required field.
7) Many forms require attachments.  Generally, all files must be in PDF format, unless otherwise specified in the instructions.  Your attachment filenames should not contain any special characters (e.g., *, _, -, #).
Acknowledgement of Submission:
When a proposal is submitted, Grants.gov will send up to three e-mails verifying submission.  The first acknowledges receipt, the second validates the application (or identifies errors), and the third indicates retrieval by the funding agency.  The funding agency may then send a separate e-mail validating the application or indicating if errors were found.  An application is considered submitted on-time when both Grants.gov and the funding agency validate the application and find no errors.  This series of e-mails is expected to arrive within 24-48 hours of submission.  If errors are found, the PI and grants administrator must work together to resolve the issues and resubmit the application.  [For NIH applications: During NIH’s validation check, warnings and/or errors may be identified.  Warnings do not require correction but a PI may choose to address these if the submission deadline has not yet expired.  Errors must be corrected.]
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