
Note: This outline was prepared for the 2009 FYSB RHY Transitional Living Program
and Maternity Group Home funding announcement.  Please discard any previous
versions.

JULY 2008

Grant Writing Guide for RHY Funding
TRANSITIONAL LIVING PROGRAM

AND
MATERNITY GROUP HOME

Services to Runaway and Homeless Youth

Funding Opportunity No. HHS-2009-ACF-ACYF-CX-0064

The 2009 TRANSITIONAL LIVING PROGRAM AND MATERNITY GROUP HOMES
Announcement can be found on the ACF web site at

http://www.acf.hhs.gov/programs/fysb

Due Date:  August 25, 2008 4:30 p.m.

Guide Release Date (guide may be subject to updates):   7/31/2008

Prepared on behalf of the Regional Networks by:
Margo Hirsch
Empire State Coalition of Youth and Family Services
121 6th Avenue, Room 507
New York, NY 10013
212 966-6477  mhirsch@empirestatecoalition.org



Page 2

NOTEWORTHY

¥ This announcement contains two priority areas:  Priority Area I: Transitional
Living Programs (TLP) (pages 2-43 of the RFP) and Priority Area 2: Maternity
Group Homes (MGH) (pages 44-85 of the RFP).

¥ There is a total of $6 million available for TLPs and MGHs combined.

¥ Maternity Group Homes are TLPS that offer dedicated services for pregnant
and/or parenting homeless youth and their children.  In addition to all TLP
services, MGHs must also provide parenting skills and other services to insure
the healthy development of the teenÕs child(ren).

¥ Eligible applicants may apply for both a TLP and a MGH but must submit a
separate application for each.   THE 424 MUST INDICATE WHICH PRIORITY
AREA IS BEING APPLIED FOR. And be cautioned, FYSB does have the right to
look at geographic distribution in making their funding decisions.

¥ There is a 90 page limit for the TLP application and a 100 page limit for the MGH.
The  page limits includes all mandatory submissions (424 forms and
certifications), the project abstract (required), table of contents (required), budget
forms, project description and all supporting documents.  All pages must be
numbered sequentially beginning with SF424.

¥ Applications should be submitted in the prescribed order as found on pages 12 -
13 (TLP) and 53-55 (MGH) of the RFP.

¥ The required SF424 is a four page document.  The first three pages must be
submitted and numbered pages 1, 2, 3 of your application.  The fourth page is
submitted If your organization has federal debt.  For those filing electronically,
there is no way to eliminate the fourth page even if you do not need it.

¥ Applications must not be stapled or permanently bound.

¥ Applications may be submitted electronically but there is no requirement that you
do so.

¥ The match requirement is a minimum of 10% of the entire project budget (federal
+ match).

¥ The SF424 should reflect a budget request and matching funds for one year only.
The ceiling for awards is $200,000 in federal funds.  Any submission for more
than $200,000 will be considered non-responsive and your application will not be
reviewed.

¥ All applicants must have a DUNS number.
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OVERVIEW

This document offers a suggested outline and notes of interest to consider in writing an
application for Transitional Living Program or Maternity Group Home funds.  Please
note that it is an interpretation, and should be used as a tool in conjunction with the
actual announcement.  Read the full announcement thoroughly, and make decisions on
how to develop your proposal based on how to best portray your agency and program
within the requirements and format specified in the announcement. Items marked, as a
ÒTIPÓ are not specifically addressed in the announcement, but suggested by the
creators of this guide.

Page numbers in this guide are based on the 85-page PDF version of this
announcement.

Application Access :  Access the full announcement at the ACF web site:
http://www.acf.hhs.gov/grants/open/HHS-2009-ACF-ACYF-CX-0064.html

Eligibility  (pg 9 TLP, 51 MGH):  The following are eligible to apply under this
announcement:

 State, county, local, city, or township governments
 Regional Organizations
 U.S. Territory or Possession
 Public and State controlled institutions of higher education
 Native American Tribal governments or organizations (federally

recognized or not)
 Public Housing Authorities / Indian Housing Authorities
 Private non-profit agencies (with or without 501-(c)(3) status) that meet

the statutory requirement, other than higher education institutions
 Hispanic Serving Institutions
 Alaskan Native and Native Hawaiian serving institutions
 Faith-based and community organizations that meet the statutory

requirements

Due: August 25, 2008.  ALL PROPOSALS MUST BE RECEIVED BY 4:30 P.M.
EASTERN TIME ON THE DUE DATE - LATE PROPOSALS WILL NOT
BE ACCEPTED.
The deadline for electronically submitted proposals is the same.
Mailed proposals must be sent ahead of the deadline, in time to arrive by
the deadline.  You may use the US Post Office or another reputable
carrier; request guarantee for overnight delivery but allow at least two
business days just in case; get a receipt and some form of tracking to
ensure the arrival of your document.  You will receive confirmation of
arrival from ACF, for both mailed and electronic submissions.
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Submit to  :
Mail or Hand Delivery:  ACYF Operations Center

  c/o the Dixon Group
   118 Q Street, NE.
  Washington, D.C.  20002-2132

Electronic : www.grants.gov

Format:  Pg 11 (TLP), 53 (MGH)
One signed original and two copies including all required forms and
attachments; to be submitted in a single packet.  (All copies should
contain the signed forms).
Do NOT staple the application or any section of the application. (TIP:
While it should be un-bound, you might want to use a clip or rubber bands
to keep the pages together.)

The length of the entire application MUST NOT exceed 90 pages (100
pages if submitting for MGH) including all forms, summary page, etc.
There are no longer page limits for specific sections within the proposal
package.  ALL PAGES must be sequentially numbered, from 1 to 90 (1-
100 MGH); any pages over the maximum will be removed and not
considered in the review process. (TIP:  do not submit a cover letter.  A
cover letter will not earn you any points and will be counted as one of your
pages.)

The Project Description must be double-spaced; single-sided; 8 1/2 x 11
plain white paper; minimum of 1/2 inch margins on all sides; printed in
black with Times New Roman font, size 12 pitch or point size.  For charts
and support material, applicants may use single-space and different fonts,
but no less than 10 point font size.
TIP: Do not include items that cannot be processed easily in an automatic
feed copier.

Survey: Pg 23 (TLP), 65 (MGH)
Private non-profit applicants are encouraged to submit a (voluntary)
survey titled, ÒSurvey on Ensuring Equal Opportunity for Applicants,Ó
which can be found at www.acf.hhs.gov/grants/grants_resources.html.
The survey does not count toward the page limit; nor does it enter into the
scoring process in any way.  If you are mailing your proposal, instructions
are to put survey in a separate envelope (within your grant package)
labeled Òapplicant survey.Ó

Electronic Submission:   Pg 17(TLP), 59 (MGH)
You may submit your application in electronic or paper format. To submit
electronically, go to the website www.Grants.gov  (use CFDA Number
93.550 or the Funding Opportunity number listed on the cover of this
guide, to search for the proper electronic application).  Please follow
further guidance on the website. Pointers:
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¥ You should visit the site well ahead of the filing deadline to fully
understand the process and requirements.  A guided simulation demo is
available on the website, to walk you through the process.

¥ You must complete a Central Contractor Registry (CCR) and register
Òelectronic signature credentialsÓ for the Authorized Organization
Representative (AOR).   ItÕs important to start early; allow a MINIMUM of
ten days for this process alone!  Note that the CCR expires EACH
YEAR, so it must be updated annually.  You will need to complete each
of the registration steps listed on the Organization Registration Checklist,
which can be found at:
http://www.acf.hhs.gov/grants/registration_checklist.html

¥ Electronic applications should be submitted well before the deadline so
that if difficulties are encountered the hard copy proposal can still be
sent overnight.  If you have problems, a help desk is available at 1-800-
518-4726, or by email at support@grants.gov .  LATE APPLICATIONS
WILL NOT BE ACCEPTED EVEN IF THE PROBLEM WAS ON THEIR
END.

¥ You will be able to download a copy of the application package,
complete it off-line (where it can be shared among various people
working on it) and then upload and submit the application via the
Grants.gov site.

¥ Remember to save your document often; it wonÕt save automatically.
¥ All documents may be submitted electronically.
¥ Page numbers may be added for you for all attachments so be careful

with the order you use to put your grant into the system.
¥ You will need to obtain and register electronic signature credentials.

Original signatures may be requested at a later date.
¥ You wonÕt get extra points for electronic submission, and you wonÕt be

penalized for paper submission.  You are still subject to the same page
limitations as a hard-copy application.  Save your project description as
a PDF file so your page numbers donÕt get messed up as they may if you
send a Microsoft Word document.

¥ You will receive an automatic acknowledgement from Grants.gov that
contains a tracking number.

¥ TIP:  You should ensure that you have a back up of the entire
application, saved in such a way that a hard copy version can be
submitted in a timely manner, if necessary!!

¥ TIP:   If you submit both an electronic and hard copy, make sure you put
the tracking # on the hard copy to alert FYSB that the hard copy is a
duplicate.

¥ TIP:  Remember that if you are submitting electronically you will be
sending the 4 page version of the SF424 so plan accordingly.

Grant Forms:  Pg 15 (TLP), 57(MGH)
You may download all grant forms and certifications from:
www.acf.hhs.gov/grants/grants_resources.html This site allows you to
download the forms on the computer; complete basic formulas calculate
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sums, etc.  You canÕt save a copy of the forms, but you can print them out
once you complete them.  Note that not all the forms available are
applicable to this grant.
TIPs:   To download or update the software to read a PDF file, Adobe
Reader software is available from www.adobe.com/acrobat.

D-U-N-S Number:  Pg 14 (TLP), 56 (MGH)
 ALL applicants must have a Dun & Bradstreet Universal Numbering
System (D-U-N-S) number.  One may be requested at no cost by calling
toll-free 1-866-705-5711 or online at http://www.dnb.com

Maximum Award :  Pg 9 (TLP), 50 (MGH)
$200,000 per budget period (one year) renewable for up to four additional
years.
TIP:  The amount your request for your first year (the amount on the
SF424) should be the highest amount you anticipate needing during the
project period.  In other words, if you expect costs to go up in later years,
build a budget around the highest amount.  You can budget the additional
money in the early years to cover start up or one-time expenditures. The
maximum is still only $200,000 per project year.

# Of Awards: Pg 9 (TLP), 50 (MGH)
There will be a combined total of between 30 and 40 awards nationally for
the two priority areas.

Disqualifying Factors:  Pg 10  (TLP), 52 (MGH)
Only two things can get your application immediately disqualified from
consideration:
1)  Asking for more than the $200,000 allowed (DONÕT ASK FOR MORE
THAN ONE YEAR OF FUNDS; if over $200,000 you will be eliminated!);
2) Not meeting the posted deadline (even if you were not at fault for a
delay).
Applicants can be eliminated of course via the review process.

Match: Pg 10 (TLP), 51 (MGH)
The required match must equal at least 10% of the total PROJECT
funds .  The formula was changed three years ago.  Match can be cash
and/or in-kind or any combination of the two.  Note that the grantee may
be held accountable for additional match above the 10% they commit to in
their proposal.  Future funding can be denied if the commitment is not met.
TIP:  There are two ways to calculate the minimum match requirement:
If starting with the total project budget:  To calculate the correct
minimum match an applicant should times the total project budget by 90%
to get the federal share, the balance is your match. (Ex. Total budget:
222,223 x 90% = 200,000 federal, balance 22,223 is match.)
If starting with the federal funding request:  To calculate the correct
minimum match an applicant should divide the federal funds requested by
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9 to get the match amount. (Ex. Federal funds requested:  200,000/9 =
22,223 match; 200,000+20,223= 222,223 total project budget)
While a proposal wonÕt be eliminated right up front for not providing
documentation of the source of match funds, it is in your best interest to
present the strongest documentation you can along with your proposal.  If
possible, you should attach letters of commitment for cash match, if not
available, write a paragraph describing your history of funding from the
match source.
TIP:  Note that the ÒTotal ProjectÓ refers to your TLP or MGH federal funds
requested plus match funds; your total program budget may be larger than
the Total Project.

Restrictions : Pg 24 (TLP), 66 (MGH)
TLP/MGH FUNDS MAY NOT BE USED FOR:
Fund Raising:  Costs associated with raising funds are not an allowable
expense.
Sterile Needles/Syringes:  Federal Funds for this project may not be used
for distributing sterile needles or syringes for the hypodermic injection of
any illegal drugs.
Construction Ð Funds for acquisition and renovating of existing structures
may not exceed 15% of the grant funds awarded.

Questions?? Pg 43 (TLP), 84(MGH)
Submit questions toÉ
Program Office Contact:
Kelli Matson-Geist
Family and Youth Services Bureau
ACFY Operations Center
% Dixon Group
118 Q Street, NE,
Washington, DC 20003-22132
Email:  FYSB@dixongroup.com
Phone: 1-866-796-1591



Page 8

SUGGESTED PROPOSAL OUTLINE
TRANSITIONAL LIVING PROGRAM

or
MATERITY GROUP HOME

This outline is intended as a guide to help you organize your proposal, and to use for a
Table of Contents.

      TIP:  Reviewers have many grants to read and score therefore you want to
make your application as reader friendly as possible.  Clearly label each section
for the reader so they may follow along with the applicable review criteria.

   TIP:  DonÕt forget to add the page numbers, throughout the entire document, 
   once you have completed it.

The Sample Table of Contents is based on a paper submission.  If submitting
electronically, make sure to add the additional page for the SF424 which will result in
the SF424A beginning on page 5.

SAMPLE TABLE OF CONTENTS

A. FEDERAL FORMS /CERTIFICATIONS 

Standard Form 424, Application for Federal Assistance  (3 pages)...............  1
Standard Form 424 A,  Budget Information  (2 pages)......................................  4
Standard Form 424 B,  Assurances - Non-construction Programs (2 pages) 6
Certification Regarding Lobbying  (or) Disclosure of Lobbying ......................8

B. TABLE OF CONTENTS .......................................................................................9

C. PROJECT  ABSTRACT .....................................................................................10

D. PROJECT DESCRIPTION
I.  OBJECTIVES AND NEED FOR ASSISTANCE (15 points) ...................11

1. Project Objectives
2. Need for Assistance
3. Accessibility of Services to RHY
4. Documentation of Area to be Served/Numbers of youth in Area

II. RESULTS OR BENEFITS EXPECTED  (15 points) ..................................#
1.   Numbers of Youth to be Served/Types of Services
2.   Quantitative Outcomes
3.   Relationship Between Activities and Outcomes
4.   Tracking Program Performance
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III.  APPROACH  (30 points) ...........................................................................#
1. Relationship of Services and Legislation
2. Service Provision
3. Discussion of sub-grantee if applicable
4. Outreach Plan for Services
5. Outreach to Minorities

           6.    Educational Access
7.  Community Linkages
8. Confidentiality
9. Individual Assessment and Independent Living Plans
10. Safety Plan for Dependent Children (MGH only)
11. Parenting Skills (MGH only)

IV.  STAFF AND POSITION DATA  (15 points) ..............................................  #
1.          Organizational Structure for Project Positions
2.          Staffing Plan for Project
3.          Staff to Youth Ratio
4.          Background Checks on Staff
5.          Staff Training

V.  ORGANIZATIONAL PROFILE   (20 points) ..............................................  #
1.        OrganizationÕs Experience with Federal Grants
2.         Process for Sub-Contracts if applicable
3.         State Licensing and Requirements
4.         Experience with RHY
5.         ACF Fund Integration

E.  BUDGET AND BUDGET JUSTIFICATION  (5 points) ........................................  #
1a.      Detailed Budget (columnar format)
1b.      Budget Justification (narrative format)
2.      Scope of Services in Relation to Budget

F. THIRD PARTY AGREEMENTS (if applicable) ...................................................  #

G. LETTERS OF AGREEMENT (if applicable) .......................................................  #

H. PROOF OF NONPROFIT STATUS  É ÉÉÉÉÉÉÉÉÉÉÉÉÉÉÉÉÉÉ #

I. APPENDIX ÉÉÉÉÉÉÉÉÉÉÉÉÉÉÉÉÉÉÉÉÉÉÉÉÉÉÉÉÉÉ#

TIP: When finalizing your Table of contents you may want to eliminate or consolidate
the sub-sections to make it fit on one-page.
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____________________________________________________
Pointers for Writing Your TRANSITIONAL LIVING PROGRAM OR MATERNITY
GROUP HOME Proposal

This section of the guide offers pointers section by section, to help you keep track of
specific information required in various areas of the announcement.  In some cases
interpretations or TIPs are offered.  This document is intended to be a companion to the
official announcement, and thus you will be referred to the announcement throughout
this section.  Where there are differences between TLP and MGH guidance, those
differences will be pointed out.

¥ Pay attention to opening section I Ð Funding Opportunity Description (pg. 1
TLP, pg. 44 MGH). It covers the Legislative Authority, History, and Purpose and
will provide you with the overarching goals of your program.  This is followed by
Scope of Services and Program Requirements including Mandatory Services,
Positive Youth Development, Record Keeping, and Technical Assistance. (pg.
3-6 (TLP), 44-47 (MGH), this section will provide some insight into the
objectives FYSB is look for and the purpose and characteristics of the program.
The definition section is a good reference and will help clarify services when
your program uses different language than that listed in the RFP.

¥ Measuring Program Success reflects the growing emphasis on outcomes.
Program completion, safe and appropriate exits, and aftercare are all concerns
for TLP/MGHs and should be addressed in your project description.  Look at
the list of suggestions (pg. 6 (TLP), 47 (MGH)) and make sure to address these
in the project description.
TIP:  Although the RFP does not include either program completion or safe exit 
standards, you should address these in your program description.  If you 
currently operate a transitional living program and your  percentages are above 
average then you should state that; if they are below but you are dealing with 
special challenges, those challenges should be addressed.

¥  ÒCross referencing should be used rather than repetitionÓ (pg. 26 (TLP), 67
(MGH)). If you find yourself repeating something that was described in a
different part of the proposal, summarize briefly and then refer to it by section
and page number.

¥ A high-scoring proposal is essential to getting funded.  There are 100 possible
points.  You must address ALL the evaluation criteria discussed in the
announcement; failure to do so will result in a loss of points!

¥ Prior FYSB grantees do not get bonus points, but applicants with prior
experience will tend to score higher.

In Section V, Application Review Information the Criteria section beginning on page 25
for TLP and page 67 for MGH, notes what are called ÒGeneral Expectations and
Instructions.Ó  The descriptions listed here for Objectives and Need, Results or Benefits,
etc. are generic requirements specified by OMB, and use language that presumably
applies to ALL federal proposals.  They are particularly helpful for budget guidance; but
your PRIMARY emphasis for the Project Description should be the actual Evaluation
Criteria Ð which begin at the page 33 for TLP and page 74 for MGH.  You should use
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the comparative point weights when deciding how much space to devote to each
section.

The Application

A.   STANDARD FORMS
The fiscal and information 424 forms can be downloaded at
www.acf.hhs.gov/grants/grants_resources.html.   The SF424  is now a minimum
of 3 pages with the 424 A and B taking up four more pages. For programs with
federal debt, you will be required to submit page 4 of the SF424 as well.  In
addition, you need the Lobbying form, which is one page.  You will now have 8
pages of forms, a Table of Contents and a Project Summary before you start the
actual Project Narrative.  Black ink for the signatures on all of your forms is
required. (Remember, if you are submitting electronically, page 4 of the SF 424
will generate automatically and there is no way to eliminate it.)

The Environmental Tobacco Smoke, Nondiscrimination, and other certifications
are found among the forms; simply submitting the application indicates your
intent to comply with these areas, so these forms do NOT need to be included
with your application.  The ONLY certification forms that must be included are the
two referenced above:  424 B (Assurances), and Certification Regarding
Lobbying (or Disclosure of Lobbying).

Standard Form 424, Application for Federal Assistance
These are the cover pages of your proposal.  Be sure to use the current version
of the form, which has been revised to 3 pages and includes space for the D-U-
N-S number!
¥ Item 1:  Check ÒApplication Ò
¥ Item 2:  Check ÒNewÓ as this is a new competition even for current grantees
¥ Item 3:  Leave blank
¥ Item 4: Leave blank
¥ Item 5a:  Leave blank; 5b: Leave blank
¥ Item 6:  Leave blank
¥ Item 7: Leave blank or submit number if given to you by your State
¥ Item 8:  Applicant Information:

8a:  Legal Name
8b: Employer Taxpayer Number
8c: DUNS number
8d: Address
8e: Organizational Unit if applicable
8f: Contact information for responsible staff member

¥ Item 9:  Type of Application:  ÒMÓ if your organization is a 501(3)C non-profit
or other type that is indicated on the list.

¥ Item 10:  Department of Health and Human Services, ACY, ACYF, Family
and Youth Services Bureau

¥ Item 11:  Catalog of Domestic Assistance Number is 93.550
CFDA Title:  Transitional Living Program or Maternity Group Home
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¥ Item 12:  Funding Opportunity Number:  HHS-2009-ACF-CX-0064
¥ Item 13:  Competition Number:  NA
¥ Item 14:  Areas affected:  List counties, cities, or other areas affected by

project
¥ Item 15:  Title of Project or description of project, i.e. ÒTransitional Living

Program for Homeless Youth of XYZ CountyÉÓ
¥ Item 16:  This should be the applicantÕs district (a) and other district(s)

affected by the project if different (b), check:  www.house.gov/writerep Select
your state, enter zip code (including extension), and click Òcontact my
representative.Ó

¥ Item 17:  Start date should be no earlier than October 1, 2008 with an ending
date September 30, 2013.  A start date of January 1, 2009 with an end date
of December 31, 2013 may be more realistic.

¥ Item 18:  Funding should reflect a 12-month budget period.  REMEMBER:  If
this amount shows up as greater than $200,000 your proposal will be
immediately eliminated (so donÕt make the mistake of asking for a multiple
year budget!) Grant funds are shown in the first line; the subsequent lines are
to be used to show match funds only, and should be consistent with amounts
shown for match on 424A pages, and Budget Detail, and Budget Justification.
(Assume that grant funding will be consistent for the four continuation years).

¥ Item 19:  This list has gotten smaller; but if your state participates, remember
to contact your State Single Point of Contact (SPOC) as soon as possible for
instructions; you may have to submit materials to them.  Indicate the date you
submitted information to them on 19a.  If your state does not participate,
check the box (19c) indicating that the program is not covered by E.O 12372.
For a listing of SPOCÕs and contact information check
http://www.whitehouse.gov/omb/grants/spoc.html

¥ Item 20 If your organization is delinquent on a federal debt, you will have to fill
out page 4 of this 424 form.  If not, disregard page 4.

¥ Item 21:  Check ÒI agreeÓ and then fill out the bottom of the form with the
information about the authorized representative of the agency.  The
application must be signed by the authorized individual when submitting the
proposal. If more than one agency is involved, one organization must be
identified as the legal applicant organization.  Please sign in black ink.

Standard Form 424 A, Budget Information   (two pages)
TLP and MGH grants are approved for a  5-year period subject to appropriations.
The budget provided with your proposal should be for a 12-month period; expect
the continuation years to be at the same funding level.
¥ Item 1:  Column (a) Ð ÒTransitional Living ProgramÓ or ÒMaternity Group

HomeÓ; Column (b) 93.550; Column (e) federal funding being sought; Column
(f) Matching funds; and Column (g) the total budget for the TLP or MGH.  The
other columns show $0.

¥ ÒNon-Federal ResourcesÓ refers to the Match you will provide, which must
equal at least 10% of the total PROJECT funds  (see details on pg. 6 of this
guide).

¥ Items 2-4 are generally $0; Item 5 carries your totals.
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¥ Item 6 breaks out your budget; use column (3 for grant funds, and (4) for
match funds; column (5) for the total.

¥ Item 7 Ð list any income generated by the program
¥ Second Page ÐSection C, Item 8: List ÒTransitional Living ProgramÓ or

ÒMaternity Group HomeÓ in column (a); and break out match sources in
columns (b) through (d), totals in (e).  Lines 9-11 are $0.

¥ Section D, items 13-15, break out your grant and match funds into how much
cash you estimate youÕll need each quarter.   If you need approximately the
same amount each quarter, just divide by four; if you need start up costs or
know your needs will vary, you can show that. It is just an estimate.

¥ Section E, line 16, list ÒTransitional Living ProgramÓ or ÒMaternity Group
HomeÓ; then in columns (b) and (c) list your federal funds request for years
two, three, four and five of your project, which should be the same level of
funding as your request for year one.

Standard Form 424 B, Assurances Ð Non-construction Programs
This form must simply be signed in black ink and included.

Certification Regarding Lobbying  or Disclosure of Lobbying

One or the other must be submitted, as applicable, if applying for more than
$100,000.  If the applicant pays or intends to pay someone to conduct lobbying
activities, the Disclosure of Lobbying Activities form must be used; otherwise the
Certification form is appropriate.  Applicants are expected to submit this form
along with their proposal even though the checklist stipulates that it is due Òby
date of awardÓ.

B. Table of Contents
While we have always recommended having one, a Table of Contents is now a
requirement.  It should provide an outline for the order you are presenting your
proposal, and should provide page numbers for each section.  The initial outline
provided in this guide can be used as a table of contents, just remember to add
page numbers at the right hand margin, and reduce to one page by omitting or
consolidating the breakdown of each section into sub-sections.

C. Project Abstract  (1 page limit)
Clearly mark this page with the applicant name as shown on the SF 424, and
service area in which you are competing.  Also include applicantÕs telephone
number and email address (required). Specific detail is requested this year; see
pages 24 (TLP) and 54 (MGH) of the funding announcement for a list of
everything to be included in the abstract.  The description is to be no more than
one page, and, since the Abstract is not part of the Òproject descriptionÓ it may be
single-spaced.  Please note that the RFP description of the Project Abstract that
appears on page 54 misstates the project period at 36 months.  The project
period is 60 months.
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D. PROJECT DESCRIPTION Ð EVALUATION CRITERIA (in order proposal
should be submitted as per instructions on Pages 12 (TLP) and page 54
(MGH))

¥ TIP:  It is essential to address each point covered under the evaluation
criteria starting on page 33 for TLP and page 74 for MGH in the
announcement.

 I.  OBJECTIVES AND NEED FOR ASSISTANCE (15 points) (pg. 33 
(TLP), 75 (MGH))

  1.   Project Objectives in Relation to Legislative purpose and FYSB 
program requirements
Specify the goals and objectives for your project, and how implementing
the project will fulfill the purposes of the legislation, and the scope of
services described in the legislation.  The purposes of the legislation and
scope of services are described on pages 2- 4 for TLP and 44-46 for MGH
in the announcement.
TIP:  The announcement no longer states a specific set of goals for the
program, and doesnÕt define Ògoals and objectives.Ó This section though
does ask for objectives and they should relate directly to the stated goals
of the Transitional Living Program or Maternity Group Home priority;
should be quantifiable (to reduce, increase, strengthen, demonstrate,
maintain, etc); should relate to outcomes; and should be realistic and
capable of being accomplished.  (Example:  To increase the capacity of
young parents to provide developmentally appropriate care for their
children.)   It is also important for your goals/objectives to reflect that the
project will be based on a youth development philosophy.  See pages 4 or
46 of the RFP for the key elements of positive youth development.

A reader should be able to follow your program objectives through the rest
of the proposalÑlinking them to your stated needs, approach, evaluation
staff, budget, etc.

2.   Need for Assistance
Describe the need for assistance by describing the general conditions of
the youth and their families in your area.  Provide estimates on the
number of homeless youth or homeless young parents using data from
basic centers, police reports, street-outreach programs, services for
homeless adults, state or national hotline data, teen pregnancy rates, etc.;
describe the characteristics of homeless youth (statistical histories of
abuse, general demographics, poverty rates, educational attainment) and
if possible characteristics of their families (poverty, incarceration,
substance abuse, mental health issues).  Community data that result in
youth homelessness should be addressed to the extent possible: family
functioning, and the health, education, employment and social conditions
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of the youth, including risk conditions or behaviors such as drug use,
school failure, and delinquency rates.
TIP:  Introductory sections of the announcement provide some idea of
some of the types of issues you might include.  Discussion of the need for
services should move from the general needs of the runaway and
homeless youth population, to specific data on the numbers and needs of
these youth in your community.  National data may be used to show your
understanding of the issues, but the primary focus should be on state and
local level data.  Incorporate local demographic data, such as results of
planning studies, and participant statistics, data from your own program,
including results of youth needs surveys and information from youth focus
groups, can be helpful.  Document your sources, briefly.

It is important to look at needs from a youth development perspective.
Also, consider including youth input when identifying needs

3.   Accessibility of Services to RHY
Discuss the geographic location of the TLP or MGH.  Discuss why this
location was chosen and how the location enhances the program.

The applicant should describe how services will be located in an area of
the community that is easily accessible by homeless youth.  You can
discuss young people using bus routes or other forms of public
transportation if that is available in your community. You may want to
discuss how the location will foster independence (learning to use public
transportation for example or perhaps the program includes driver
education because public transportation is not available).  Remember this
is not a crisis program so young people will not be walking in at all hours
of the night, therefore the location of the program needs to meet goals for
self-sufficiency. (Example:  TLP apartments are near bus routes to allow
youth to get to school and work and provide an opportunity for youth to
learn how to negotiate transportation around the county).

Provide a geographical description of where the services are located.
Attaching a map to the application is further documentation of
accessibility.

4. Documentation of Numbers of Youth in Area To be Served
                The applicant should provide documentation on the number of homeless

youth in the area to be served. If there is a basic center in the area you
should be able to get data on how many of the youth served are homeless
and in need of transitional services.  If such data does not exist, the
applicant should state this fact and provide an estimate on the number of
RHY in the area using community data that is available.  Existing grantees
should be able to use RHYMIS data or other specific program data to
demonstrate the numbers of youth in the local area.  Past experience is a
good predictor of future need.  MGH applicants must discuss the numbers
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of pregnant and parenting teens to be served and the number of
dependent children.  Documentation of the incidence of teen pregnancy in
their communities must be provided (or discuss why it the date is
unavailable).

II.   RESULTS OR BENEFITS EXPECTED  (15 points) (pg.34(TLP), 75 (MGH))
1.  Numbers of Youth to be Served/Types of Services
This section should describe the numbers of youth to be served
residentially, non-residentially, and through outreach or educational
efforts.  Any other statistics around the numbers of youth to be reached
should also be in this section. Projections are to be made for an annual
and total project periods. The applicant also needs to indicate the number
of beds that will be available for the TLP or MGH program.  A grantee
using a group home / shelter model must have a minimum of 4 beds
available for these youth and be in a facility that holds no more than 20
youth unless local licensing requires a different number.  In that case,
please include that information.  If using an apartment setting, please
indicate the number of beds that will be available in the apartments.  Make
sure that there are at least 4 beds available in total. Allowable residential
options for TLP/MGH youth include:  shelters, host homes, supervised
apartments.  The RFP (pg. 3 (TLP), 44 (MGH) defines the types of
residential services allowable.
Note:  The definitions for Supportive and Scatter Site housing are very
narrow and not generally accepted.  If your agency uses a different
housing model than in the definition, just provide a description and explain
why that is the best model for your community and youth.

2.  Identify Quantitative Outcomes
Outcomes should be measurable, and should tie to your goals and
objectives.  The applicant should identify the proposed outcomes for the
project.  The project should address each of the mandated services
including shelter, individualized assessments, independent living skills,
counseling, education etc.  The RFP states that a logic model should be
used.  (A logic model links a program element to an outcome.  For
example, all youth will be enrolled in a GED, vocational or other
educational program and 95% of youth who successfully complete the
program will be employed when they graduate from residential services.
TIP:   For more information on Logic Models visit: http://www.wkkf.org and
look for ÒknowledgebaseÓ on the top left.  Once in ÒknowledgebaseÓ follow
the evaluation link.  The formal Logic Model is only one of many examples
of how to show the relationship between services offered and outcomes
and while it works for some programs it is not a good fit for all.
Note:  Quantitative Outcomes
The applicant should present quantitative outcomes for the project year
and over the course of the project in this section.  These outcomes should
be expected changes that will reasonably occur amongst youth, families,
and communities based on the program activities.  For example, one such
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outcome could be ÒUpon discharge X% of youth will be either employed or
enrolled in an educational or vocation program.Ó
TIP:    Develop your objectives based on the goals set out in the
legislation and/or Program Requirements (pg. 3-4 (TLP), 44-46(MGH)).
You can consolidate these and/or add your program specific objectives as
well.
TIP:   Although not listed specifically, FYSB is very interested in providing
youth at TLP/MGH programs with the opportunity to participate in
community service learning (CSL).  CSL can be one time (i.e. youth assist
at food drive for poor families) or longer term (i.e. X% of youth volunteer at
ÉÉ.Ó).
TIP:  You may want to cross reference your evaluation section and make
sure your objectives relate to your evaluation plan (see #3 and #4. below).

3.  Relationship Between Activities and Outcomes
The applicant should discuss how program activities and service provision
will lead to positive outcomes for youth, families, and communities.

4.  Tracking Program Performance
Discuss the criteria to be used to do an internal evaluation of the
programÕs progress towards meeting its goals.  Discuss the frequency of
the review, who will participate and what the process will be for deciding if
changes need to be made and what those changes might be.
Demonstrate how your programÕs statistics will be used as one of the
basis for these discussions.
TIP:  Considering the NEW emphasis on outcomes related to safe exits
and aftercare services make sure to address these elements.
TIP:  You have an opportunity with this section to also address your plans
(and/or current practices) in addressing continuous quality assurance and
improvement within your program.  You also have an opportunity to
demonstrate how your evaluation measures progress toward youth
development, and do not just reduce problems; and how youth are
involved in the evaluation process.

III.   APPROACH (30 points) (pg. 34 (TLP), 76 (MGH))

1.   Relationship of Services and Legislation
Look at Mandatory Services required by the Transitional Living Program
(pg. 3-4) and/or the Maternity Group Home (pg. 44-46) and identify which
of those services you intend to offer and which will be referred out.  Relate
this discussion to the intent of the RHY legislation.

2.   Service Provision
Describe how project services will be delivered for each of the mandatory
services: shelter, independent living/life skills, counseling, education etc. It
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may be helpful to refer to other pieces of the Approach that will be
discussed later rather than repeating yourself in this section.
TIP:  Describe the philosophical underpinnings of your program and how
those translate to your services.  For example, how a youth development
philosophy results in the participation of youth in all aspects of the
program.
TIP: Provide the reader with the flow of your program, beginning with how
a hypothetical youth comes to you through their successful discharge and
aftercare by walking the reader through your array of services.  Refer to
other parts of your proposal if something is discussed in greater depth
there.
TIP:  You might want to include a work chart that lists activities/services
offered.

3.    Discussion of sub-grantee if applicable
If the applicant intends to sub-grant out some of the services, this is the
section to describe the overall administrative role the applicant will have in
supervising these services.  If this is not applicable to our proposal, put #3
Discussion of Sub-Grantee Relationships:  Not applicable.  It is better to
put this in than to leave it out.  That way the reviewers know that you paid
attention to each part of the proposal.

4.    Outreach Plan  
Describe how you will attract youth who are eligible for services including
how you will use your community linkages with local basic centers, street-
outreach services, etc. as part of your outreach plan.  Use this space to
discuss both your written and in-person outreach and education efforts. If
you are planning a Maternity Group Home program, discuss how you will
outreach to pregnant and parenting youth (will you provide information at
Women, Infant and Children nutritional centers (WIC) for example).  If you
plan to serve a special population such as gay/lesbian youth, girls only,
etc. this is the place to discuss the need for services for that population,
the outreach to that population, and how referrals will be made to serve
other young people who do not fall into the specific population.

Be sure to include a discussion of referrals for all youth you are unable to
serve (even if you are not planning to serve a discreet population)
including reference to any community linkages you have and what follow-
up you do after the youth has been referred.
TIP:   If youth are involved in your outreach efforts make sure to discuss
that feature of your program.  Youth may design posters/flyers/brochures
or make presentations at community forums.
TIP:  You might also include here a description of your outreach program
in a more general way; how do you address outreach to homeless and
street youth?  How do you focus outreach efforts on youth who are not
under the care of foster care or juvenile justice systems?  It is also
appropriate to address how you will encourage sensitivity to and outreach
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to gay and lesbian youth or other specific populations at high risk of
homelessness.

5.        Outreach Plan for Minority Communities
Outreach efforts in diverse communities should relate back to your
community demographics.  For example if you described your community
as having a population from particular racial, ethnic or cultural groups you
should use this section to describe your outreach efforts in those areas.
Also discuss the strategies for encouraging awareness and sensitivity to
diversity among runaway and homeless youth from different racial or
ethnic backgrounds, or with low English-speaking proficiency.

TIP: If your community does not reflect a lot of diversity, it is important to
still talk about the demographics and your attempts to attract people from
different minority groups and those with low-English speaking ability.  It is
not worth losing points over failing to address this issue.  Just relate it to
the demographics of your community even if the numbers are small.

6.         Educational Access
The applicant should briefly discuss the education law in their state as
pertains to enrollment. For example many states provide free public
education to all youth up to age 21 or until they receive a high school
diploma (whichever comes first.) This may apply even if the youth had
dropped out or obtained a GED.  Once the state law is outlined, explain
how McKinney-Vento will be used to insure those educational rights
including your policy for contacting the State Coordinator and/or homeless
liaison for the school district(s) in your area if there is a problem with
enrollment or transportation for those youth with a goal of completing high
school. To find your State Coordinator, visit:
www.serve.org/nche/downloads/sccontact.pdf . You will also want to
address how you will assist youth in your programs to stay current with
their school work either while waiting for enrollment/transportation to be
finalized or while they are in school.  MGH applicants should address this
separately for the school age children of the young parents in their
program.
TIP:  Use the words ÒMcKinney-Vento ActÓ and ÒMcKinney-Vento School
District LiaisonÓ in describing your procedure for insuring educational
access for homeless youth.  The evaluation criteria uses those terms and
even if you fully describe a process which complies with the letter of the
law, the reader will not necessary understand that your description is
actually McKinney-Vento.

7.  Community Linkages
The applicant should provide a discussion around the coordination with
other local agencies for referrals and to insure continuum of services for
RHY including those not served by this project.  Such agencies may
include basic center or crisis program; social services, day care
(especially for MGH applicants), law enforcement, educational, housing,
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vocational, welfare, legal, drug treatment, AA, NA, healthcare, etc.
TIP:  Describe what your referral process is and how you stay current with
referral agencies.  Referral discussion should include how youth are
referred in to your services and out to other services.  This is a good place
to describe community task forces, planning groups, advisory groups or
other groups you are part of that foster linkages.  For MGH applicants,
make sure you discuss child care, pediatric services, and other services
specific to young children.
TIP:  If you have formal agreements for referrals make sure you get letters
of agreement and submit them with the application. (space permitting).

8. Confidentiality of Records
Describe procedures for confidentiality of records, ensuring that no
information is disclosed without prior written consent of the youth and
where needed the parent and/or guardian.  Disclosures without consent
may be made to another agency for compilation of statistics if identities
are not revealed; or to a government agency for the purposes of
monitoring program compliance or where there is a court order to produce
records.  Disclosures must be consistent with state, local or federal laws.
You should also discuss how records are stored to insure confidentiality
and what policies are in place regarding access to those files.  

9. Individualized Transitional Living Plans  
Describe the procedure used for determining individual long and short
term goals for youth in your program.  Summarize the elements of your
assessment tool and either include the tool here or as an attachment if
space allows.   MGH applicants may also want to develop a procedure for
developing goals for the young children in your program.  Describe any
tools used and attach the entire tool if space permits.  Discuss the review
procedure for goals and who makes the determination to alter goals.  Be
sure to incorporate a discussion of how youth are involved in this process.
TIP:  this is a good place to re-emphasize your commitment to youth
development and exemplify how the philosophy translates into program
activities.

ADDITIONAL REQUIREMENTS FOR MGH APPLICANTS

10. Safety Plan for Dependent Children
Describe what measures your program will take to insure that the
dependents of the youth you work with, both residentially and non-
residentially, are safe.

11. Parenting Skills Classes
Discuss your approach to providing parenting education including a
discussion of the curriculum you will be using and how that curriculum
meets the needs of the pregnant/parenting youth in the MGH program.
Discuss the process for choosing that curriculum and how you will
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measure progress to insure the curriculum is meeting the goals (you may
refer to the tracking program performance section rather than reiterate the
methodology here.)

12. Child Care Arrangements
One of the requirements is to talk about the provision of child care
arrangements for working mothers or mothers who have returned to
school.  Describe your plans to arrange for child care services.

ADDITIONAL CONSIDERATIONS FOR TLP AND MGH PROGRAMS Be  sure
to include the following in the appropriate section of your approach:

Youth Development Approach you may want to start with an overview of
youth development and why your program uses this approach to services.
You should also weave a discussion of youth development throughout the
application.

Unusual Project Features:  Describe any unusual features of the project,
such as extraordinary social and community involvement, special
scholarship funds available to your young people; peer mentoring, etc.  

Organizations, Cooperating Entities and Consultants.  This information
can be covered in Approach or it may be more logical to discuss
organizations and cooperating entities under ÔOrganizational StructureÕ;
and consultants under ÔKey StaffÕ Ð and reference those sections.

IV.  STAFF & POSITION DATA (15 points)  (pg. 36 (TLP), 78 (MGH))

1.  Organizational Structure for Project Positions
The applicant must create an organizational chart for the project and
identify all key staff, consultants, sub-contractors and sub-grantees that
will work on the TLP/MGH project.  The chart must list the name of each
person working on the project.  Any vacant positions for the RHY project
should be listed as vacant.  A Point of Contact for this grant must be
identified on the chart and their telephone number and email address
provided.  If the telephone number or e-mail is not available, state that and
write an assurance that the information will be provided to the project
officer if the project is funded.

2. Staffing Plan for Project
Describe the staffing plan for the project.  If you have already covered the
overall plan in the Approach section, reference that section rather than
rewriting the plan.

 Summarize the skills, knowledge and experience of the project director
and key project staff in relation to working with runaway and homeless
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youth. Provide biographical sketches and position descriptions for each
key staff person. The biographical sketches (brief resumes) should state
what position the person will fill. Include any key vacant positions,
describing the qualities you will seek in the person to fill those positions.
Job descriptions should relate to the proposed project, rather than
extraneous responsibilities, and positions should be consistent with the
information presented in the Budget Justification.
TIP:  You will need to demonstrate that staff is qualified for the positions
funded under this award. Proposed managers should have management
experience, proposed direct service staff should have RHY/direct service
experience.  Resumes and job descriptions can be brief, and can even be
done in chart form.  Consider including this information in the Project
Description itself, rather than making reviewers find it in the attachments.
If you have included any consultant resources in your budget, a
description of use of consultants should be addressed in the narrative as
well.
TIP:  The reader should be able to find all key staff discussed in your
staffing plan on the organizational chart.  Review the two together to make
sure they match.

3.  Staff to Youth Ratio
Give the expected or estimated ratio of staff to youth; discuss how 
it will be sufficient to ensure adequate supervision. For scattered site 
apartments, discuss how often staff will visit and what the policy is for 
unannounced visits. Also discuss other supervision if not in person (i.e. 
will a staff person make phone contact with each youth 
every day).  MGH applicants should pay special attention to how young 
children will be included in the supervision plan.

Justify why this staffing plan is programmatically and developmentally 
appropriate for youth in TLP/MGHs.

Discuss your stateÕs minimum staffing requirements for group homes and
how you meet or exceed those requirements.  If your state does not have
minimum standards, let the reader know that.   If your apartment setting is
licensed by the State, please do the same in terms of discussing the
staffing requirements.  If you are not required to be licensed or your state
does not issue licenses for TLPÕs using apartments, state this in this
section.

TIP:  State licensure is covered under Organizational Profile (Section V.) 
so you may want to refer the reader there.

  4.  Background Checks on Staff
  The applicant needs to discuss the extent to which they conduct criminal
history and child  abuse registry checks on staff who come into contact
with children and youth served by the agency.    It would also be a good
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idea to include volunteers as well as paid staff in this section.   Describe
how your policies meet or exceed state requirements for background
checks.

  You may also want to discuss agency policies regarding new hires,  for
example, limits placed on new staff/volunteers while background checks
are being processed. Or the process by which a decision is made to hire
staff who may have imperfect backgrounds.

5.  Staff Training
Discuss plan for training of staff, as well as staff of cooperating
organizations. At a minimum it should include organizational policies and
procedures, job responsibilities, and issues relating to runaway, homeless
and at risk youth; including youth development.  The discussion should
address how said training helps staff meet the needs of homeless youth
including assisting youth with independent living/life skills.  For MGH
applications, make sure you address training on child development.
TIP:  Note participation in regional or other training events for youth and
youth workers.
TIP:  It might be appropriate here to also discuss case supervision.

 
V.   ORGANIZATIONAL PROFILE (20 points)  (pg. 36 (TLP), 77 (MGH))

1. OrganizationÕs Experience with Federal Grants
This discussion should include the organizationÕs ability to manage federal
grants by providing information on the fiscal controls and policies and the
organizational governance. The discussion of fiscal controls should
explain the internal financial management system of the organization as
well compliance with outside audit requirements.  Discuss the BoardÕs role
in fiscal and program oversight.  The applicant should also include the
organizationÕs annual operating budget and a list of existing funding
sources that support or will support this program.  For programs with a
history of managing federal grants, discuss that as well.

2. Process for Sub-Contracts /Sub-Contracts if applicable
                      The applicant needs to discuss how sub-grants will be monitored and

supervised to meet the overall project goals and objectives.  If this is not
applicable to your application, please indicate that under this section.

3. State Licensing and Requirements
                     The applicant should discuss the state or local requirements for licensing

and how they meet or comply with these requirements (even if you are not
required to be licensed).  If your state does not have licensing
requirements be sure to discuss that also discuss the relationship you
have with the state even if no license is required (if applicable).
MGH applicants should make sure to discuss any special state
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requirements for housing infants or toddlers.
                     TIP:  You may want to attach a copy of your agencyÕs license to further

support compliance with these requirements.

4. Experience with RHY
Start with a general (but brief) overview of the organization.  Describe the
organizationÕs experience in working with runaway, homeless and street
youth through a FYSB grant or otherwise.  Past experience means that a
major activity of the agency has been the provision of shelter, counseling,
and referral services to runaway or homeless youth and their families,
either directly or through linkages with other community agencies.  This is
your chance to STRESS EXPERIENCE WITH RHY, and history as an
RHY GRANTEE.  Specifically, you must tell the services you have
provided for this population and the length of time you have provided
those services. This is an opportunity to talk about your track record. You
can discuss your accomplishments under previous RHY grants if
applicable.  MGH applicants should also discuss their prior experience
with pregnant and parenting youth and their children.

5. ACF Fund Integration
This is an opportunity for agencies to discuss other ACF funding that
supports runaway or homeless youth programs and how that funding and
those services will be integrated with the Transitional Living Program or
Maternity Group Home.  If this is not applicable indicate that in your
proposal.
TIP:  You may want to discuss how these funds will augment and add
value to existing services. For example, if you are receiving ACF funds for
basic center or street outreach services discuss how youth from those
services will be provided additional and enhanced services through the
TLP/MGH.

E.   BUDGET AND BUDGET JUSTIFICATION  (5 points)  (pg. 38(TLP), 79 (MGH))

1.  Detailed Budget (columnar format and narrative justification )
Provide a detailed line-item budget, organizing the line items 
according to the budget categories listed:  personnel, fringe benefits, 
travel, equipment, supplies, contractual, other (and indirect charges  - if 
applicable). The non-federal share (match) budget must be shown using 
the same categories.  The detailed budget should be in columnar format.  
Use a one-page chart showing your full budget for the program, with 
expenditures by line item. Column 1- name of budget line item; Column 
2- RHY grant funds budgeted per item; Column 3- non-grant or match 
funds budgeted per item; Column 4 - total.

Format alternative:  If your program is being supported by funds in 
addition to those you have committed to the match, you may want to add a
5th and 6th column.  If you decide to show your entire budget use the 
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5th column for Òother program fundsÓ and the 6th for Òtotal program budget.Ó
If you use this alternative format, use bold type for the 4th column ÒTotal 
Project BudgetÓ so reviewers can easily see how this aligns with the 
budget information on the 424 forms.

TIP:  If you discussed your total program budget in the Organizational 
Profile section, refer the reader back to that section.

NOTE:  Specific salary rates or amounts paid to individuals may be 
omitted in the two application copies, but must be included in the original.  
Applicants are encouraged to use job titles and not specific names in 
developing the budget. Your budget should include costs for computer 
equipment if needed to operate RHYMIS (or if you have the necessary 
equipment, say so in your budget justification).

The detailed budget should also break out the funding sources identified in
block 15 of the 424 forms.

      Note restrictions on these funds; summarized on page 6 of this guide.

      TIP:  You may want you identify costs per youth served, or costs for 
      various services.  If you do so, be sure the numbers you use for services
      are consistent with the numbers you give in your narrative; you may need
      to show how you arrived at that cost so the reviewer can follow your logic.

Budget Justification (narrative format)
The Budget Justification should be in narrative form and should show how 
you arrived at costs; include estimation methods, quantities, unit costs, 
and enough detail for calculations to be duplicated by a reviewer.  For 
example, travel costs should be broken down into hotel costs, per diem 
rates, airfare, etc.

Discuss also how the proposed costs are necessary and reasonable, and 
how you intend to allocate costs.  It should provide a rationale for the 
items requested, and how these items relate to the overall success of the
project.  Reference other materials.

The RFP includes detailed guidance on what to include and how to justify 
each budget category.  (See pg. 30-32(TLP), 71-74MGH)).  Reference 
(and summarize if appropriate) materials relevant to the budget found in 
other areas of the proposal such as financial agreements, match 
documentation, etc.

2.   Scope of Services in Relation to Budget
The applicant should demonstrate how the funds requested are essential 
to accomplish the scope of services as required by the RHY legislation 
and program requirements.  
TIP:  Reference your sections on Objectives and Approach and tie the 
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budget into the services needed to accomplish those goals and tasks.

F. THIRD PARTY AGREEMENTS (if applicable)

If you plan to have sub-grants or subcontract agreements, these must be
summarized.  These should describe the project services to be completed via
sub-grant or subcontract, using federal grant funds.  These refer to specific
agreements (money changes hands) to provide services that support or
complement the provision of mandated services to runaway and homeless youth.
In the event of developing sub-contracts with other agencies, letters of
agreement between both parties should be included in this section.

G. LETTERS OF AGREEMENT

These are required if the project you are proposing involves a non-monetary
agreement with another agency.    The letter of agreement must enumerate the
project services that will be completed under the agreement.
TIP:  If you have a specific referral agreement with another agency, it would
probably fall in this category.

H. PROOF OF NONPROFIT STATUS

Proof of non-profit status (required  for all nonprofits; examples of possible
documents you can use to prove nonprofit status are found in RFP pages 15 and
56.

I APPENDIX

Brief staff resumes & project job descriptions for key personnel (required
information , may go in body of proposal or this section)

Organizational chart; list of agencyÕs multiple sites and contact info may go in the
body of the proposal or this section (Organizational Chart for the Project is
Required )

Additional information you may want to include if space permits:

_Map, showing relevant information.  While not required, it may be a useful tool
in meeting the requirement to discuss accessibility of the project; also to show
the whole service area and its geography Ð especially if it helps to illustrate why
you are structuring the program in a particular way, or spending funds in a
particular way.  A map that illustrates a large geographic area in contrast to
others, for example (such as a large county in comparison to a whole small
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state), can be helpful if you are requesting extra travel or mileage funds, or need
to serve large geographic areas.  A street map can be used to illustrate how the
program is easy access for youth.  Several maps can be provided (or
superimposed) on a single page.

_Executive summary of agency audit (submitting the full audit is unnecessary
and takes up far too many pages

_Client record form

_Agency Literature supporting organizational capacity

_List of Board of Directors or Advisory Board (optional)

_Evidence of license (more important this year)  or certification

_Results of community needs assessment documenting needs

TIP:  Past instructions have said to include only photocopies of material, not
original brochures, and to make sure the entire packet is readily copied in an
auto-feed copier. While the instruction is not given this year, it may still be
helpful.
This is a list of suggested items to consider; some are required.  Remember that
you have the option to incorporate some of this information within the Project
Description, if you think doing so will aid in the flow of that section (and make the
reviewerÕs work easier)!  Material that is more supportive in nature Ð
supplemental to the narrative Ð should go in this section.   Always reference
these documents, by page number, at the appropriate point in the narrative.

GOOD LUCK!



Page 28

ADDENDUM TO TLP/MGH GUIDE
August 7, 2008

As you prepare your TLP/MGH proposals,  please note the following:

There are some important differences between the information provided in the GENERAL EXPECTATIONS AND
INSTRUCTIONS section (beginning on page 26 for TLP and 67 for MGH) and the EVALUATION CRITERIA
section (pg. 33, 74) and although the last sentence of the INTRODUCTION to the GENERAL EXPECTATIONS
AND INSTRUCTIONS section states “evaluation criteria identify the measures that will be used to evaluate
applications”  it may be wise to address each of the areas listed below anyway.

¥ Approach: (pg 27, 69) – “cite factors that might accelerate or decelerate the work and state your
reason for taking the proposed approach rather than others.”

¥ Plan for Project Continuance: (pg 29, 71) – “provide a plan for securing resources and continuing
project activities after federal assistance has ended.”

¥ Non-Federal Resources: (pg 33, 74) – “The firm commitment of these resources must be
documented and submitted with the application so that the applicant is given credit in the review
process.  A detailed budget must be prepared for each funding source.”


