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1. INTRODUCTION

The Grant Management System (GMS) is a web-based application designed to offer a
comprehensive solution for managing and tracking Grants issued annually by Prince George’s
County to entities within its jurisdiction. This application enables County personnel to effectively
oversee the entire grant process, encompassing the issuance of Grant notifications, receipt of
Grant applications, multiple rounds of Application evaluations, and the ultimate Awarding of the
Grant to selected Applicants. In addition to simplifying the entire grant process, the GMS
application also allows County personnel to archive historical information about all processed
Grants and the associated Applications received for each grant.

2. SCOPE

This user manual aims to train Organizations on efficiently using the GMS application for
managing Special Appropriation Grants (SAG), Domestic Violence Grants (DVG), and Non-
Departmental Grants (NDG). It provides comprehensive guidance on all grant-related activities
within the portal.
3. USER ROLES

The GMS supports two primary user roles:
 Organizational Director

o Serves as the primary administrator for the organization's GMS account
o Has full access to all organizational functions
o Can manage other users and submit final applications

 Applicant (Staff Member)
o Can initiate and develop grant applications
o Works under the oversight of the Organizational Director
o Has limited administrative access

4. PUBLIC PAGE

The GMS public page serves as the main entry point to the portal, providing:
 An overview of available grant programs
 Links to detailed program information
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 Access to the login system

4.1. Public Page - Dashboard Module

The public homepage dashboard contains the following navigationmenu items as shown below:

Home: Returns users to the main public page from any location within the system.
About – Provides an overview of the GMS web application and its purposes
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Programs—This section displays a comprehensive list of all available grant programs. Click the
'More Details' link for specific program information.

The following page is displayed:
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 Click on the arrow Icon to “Submit a question” related to any queries you have about
the Program.

 Click the Eye icon to “View Q& ANs” related to the Program.
The top menu bar also has links to the following information pages:

How to Apply – Gives Information on how to log in/Register and ApplyPublic FAQs – Here, the Organization can find the list of Frequently Asked QuestionsHelp – This opens the User GuideContact Us – Contact Details of the Prince George’s County
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5. ORGANIZATION REGISTRATION

Overview:
To register an Organization, Applicants must provide essential details such as legal name, taxidentification, nonprofit status, and contact information. Supporting documents, includingfinancial statements, IRS forms, and evidence of nonprofit status, are required. Once submitted,users can add additional members and proceed to the financial information section for grantapplications. Completing the form initiates review by county staff, and a confirmation emailis sent upon successful registration. The detailed steps are given below.

5.1. Step 1: Organizational Information

To begin registration:
1. Navigate to the GMS public page.
2. Click on the Organizational Portal Login link shown below

3. This opens the Organizational Portal login page as shown below:
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4. Click on the Register button to open and access the Registration form shown below:

Complete the following Organization Information fields. Fields marked with a red asterisk (*)
are required fields and cannot be left un-filled:

 *Is this Organization a Non-Profit (501c3) (Compulsory) – Yes/No Option
o Select Yes or No
o If Yes: Enter your “Non-profit Organization Number.”
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 *Nature of Organization:
o Private non-profit human services
o Promotional
o Advocacy
o Municipal government

 *Legal Name of Organization (As it appears on your IRS Tax Determination Letter)
 *Briefly State Mission/Purpose of Organization
 *Nature of Affiliation (This field typically refers to your organizational affiliations, suchas being part of a larger umbrella organization, having partnerships with other entities,or being affiliated with national or regional networks. If your organization is linked withany broader entities or networks, it should be specified here.)
 *MD Charity Identification Number (MD CID)
 *Federal Tax ID# *Maryland State Department of Assessments ID (State Tax ID#) *Year Incorporated *Tax Exempt (Yes/No) Website
 *Physical Address (Note: Physical address cannot have a PO Box Number.) Is the physical address the same as the mailing address?
 *Mailing Address
 *Primary Contact Details

o *First Name
o *Last Name
o *Email
o *Office Phone Number
o *Personal Phone Number

 *User Details
o Username
o Password
o Confirm Password
o Organization Role (Default Role: Director)

 *Captcha Code (as it appears in the field)
Click on the Submit button to Submit the form.

5.2. Step 2: Contact Information
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The Contact Information form will display your Organization Director's information in an
'Inactive' status. Agency Staff will review and activate this account after verification. The Status
can be viewed as shown below:

While waiting for account activation, the Organization Director can add staff members by
selecting 'Add New Contact Information' as shown below:
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The following page opens up:

The following fields are mandatory
 *First Name
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 *Last Name
 *Email
 *Office Phone Number
 *Username
 *Password (Password must contain 8 characters,1 number, one lowercase character (a-

z), one uppercase character (A-Z), at least one special character (@#$%&))
 *Confirm Password
 *Organizational Role from the drop-down shown below:

Click on Submit. This information now gets reflected in the Contact Information page as shown
below:

Note: The Prince George’s County will review and send an email once the Organization is
activated.

 Any attempt to log in without the Agency Staff Activating the Organization Director
would result in the following error:
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6. ORGANIZATION LOGIN PAGE

After receiving the account activation email, the Organization Director can access the system
through these steps:
1. Navigate to the Public Page
2. Click the 'Organizational Portal Login' link as shown below:

3. Enter your credentials (Username, Password) in the fields below:
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4.

 Enter the Username and the Password in the fields provided.
 Click on the Login button to sign into the GMS portal.

6.1. Dashboard Page

Upon successful login, the Organization Director's dashboard displays the following menu page:

Use the 'Forgot Password' link if you need to reset your credentials.Note
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The Top Header Menu bar on top contains links to the following:
o Dashboard
o Programs
o Grants Management
o Administration
o Letter of Consideration

6.1.1. Overview:
Upon activation, the Organization Director is taken to this page, where they can view and
manage grant applications.

o The page is divided into two primary sections:
 Search Criteria: Allows users to filter applications based on specific

parameters.
 Applications Table: Displays the filtered or unfiltered list of

applications.
When the Organization Director lands on this page, they are greeted with tools to manage and
track their Grant Applications. The Search Criteria section provides filters to locate specific
applications based on the program, grant, and submission date. Initially, the table will appear
empty since no applications have been submitted yet. Over time, as the user applies for various
grants, this section will populate with application details, making it easier to monitor statuses
and progress.
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6.1.2. Using the Search Criteria

 Programs Dropdown: The user can select from available programs, such as:
o FY-25 - NDG Program (Non-Departmental Grants)
o FY-25 - DVG Program (Domestic Violence Grants Program)
o FY-25 - SAG Program (Special Appropriation Grants Program)

 Grants Dropdown: Once a program is selected, the user can further refine their search
by choosing from grants associated with that program, such as:

o FY-25-Non-Departmental Council Funded Grant
o FY-25-Non-Departmental Stadium Impact Grant

 Date Range: Users can filter applications by time periods like “Today,” “Last 7 Days,” or
custom ranges to see submissions from specific dates.

6.1.3. Tracking Applications:
This section is designed to help users track their applications and statuses effectively. The search
tool ensures that users can quickly locate their submitted applications. While the table may be
empty initially, it will grow as the user engages with the system and applies for grants, making
this a central hub for monitoring and managing their submissions.

Section Details:
1. Search Criteria:



Grants Management System International Software Systems Inc.GMS Applicant User Manual ISSI-GMS-APPLICANT-UM|v.1.5|01/21/2025

Page 21 of 90

 Programs: A dropdown menu where users can select a specific program to filter
applications.

 Grants: A dropdown menu for selecting a particular grant.
 Date Range: A field to input or select a range of dates to narrow the application

results.
 Buttons:

o Search (Green): Executes the search based on the selected criteria.
o Reset (Red): Clears all search criteria and reloads the default view.

2. Applications Table:
 Columns for viewing key application details:

o Application No.: Unique identifier for the application.
o Application: Name or description of the application.
o Program: The program under which the application falls.
o Grant: The specific grant associated with the application.
o Organization: The name of the applying organization.
o Review Status: The current status of the review process.
o Grant Status: The status of the grant (e.g., approved, rejected,

pending).
 Pagination controls at the bottom to navigate through multiple pages of

application records.
6.2. Programs

Click on the Programs to see the List of Programs Available:

 ND – Non-Departmental Programs
 DV – Domestic Violence Program
 SAG – Special Appropriation Grants Program
6.3. Grants Management

The Grants Management can be accessed from the Top Menu by clicking the GrantsManagement link as shown below:
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This displays information about all the grants available for your organization (an example is
displayed below).

6.4. Administration Page
The Administration Menu allows the Organizational Director to view, activate, and deactivate
the organization's users using the GMS Portal.

6.4.1. Organization Users
Click on the Administration link in the topmenu, then select OrganizationUsers as shown below:

The Process to Apply for Grants is discussed in Section 7 of this UserManual.Note
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This will open a list of organization users, displayed as shown below:

Under the Action Column, there is a link to Activate or Deactivate the particular user, as shown
above. The organization director can add new users discussed in 6.4.4 e

6.4.2. Active Staff
Click on the Administration link from the Top Menu and Click on the Active Staff link as shown below:

This opens the list of Active Staff accessing the Organization Portal as shown below:

There is a provision to Deactivate the staff by Clicking on the Deactivate link. They will then
appear on the Inactive Staff page.

6.4.3. InActive Staff
Click on the Administration link from the Top Menu and Click on the Inactive Staff link as shown below to
view the Inactive Staff of the Organization using the GMS Portal:
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This opens the list of Inactive Staff accessing the Organization Portal and the option to “Activate”
them:

Note:
√ For procedures related to the Grant Application process please follow the instructions in

Section 7 of this manual.

6.4.4. Adding New Staff (Applicants)
1. From the Main Dashboard Page, click on “Organizational Users” as shown below:
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2. This will open the Organization Users page as shown below:

3. Click on the Pencil (Edit Icon) as shown above this will open the Organization
Registration Page as shown below

4. Click on the Contact Information as shown above. This will open the list of
Contacts/Users in the Organization:

5. To complete the process, go to Section 5: Step 2 and follow the remaining steps to add
the new contact.
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6.5. Letter of Consideration
This page shows any Letters of Consideration that the Organization has submitted to Prince George’s
County. The Letter of Consideration applies to Non-Departmental Grant (NDG) Programs. The Steps to fill
in the Letter of Consideration are discussed later in Section 9 of this User Manual.

7. GRANT APPLICATION PROCESS - SAG

The Special AppropriationGrants (SAG) application process involves several steps, from initiating
the application to final submission. This section will guide you through each stage, ensuring you
provide all the necessary information for a complete application. For all Grant Applications, the
Applicant must initiate the grant application process. Only the Organization Director can make
the Final Submission.
*It is advisable to create an Applicant/User as detailed in the earlier 6.4.4 (Adding New Staff
Applicant)

o Applicant Roles and Responsibilities:
 Initiate new applications
 Complete application forms
 Upload required documents
 Prepare for Submission

o Organization Directors Roles and Responsibilities:
 Review completed applications of Applicants
 Verify all information
 Submit final applications to the County

To Activate and De-activate Applicants follow the steps given in 6.5.2 and6.5.3Note
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The steps described below, and the screenshots apply to Special Appropriation Grants (SAG). For
the variations related to the application process for Non-Departmental Grants (NDG) and
Domestic Violence Grants(DVG), please refer to the following Sections:
- Refer Section 8 for Application Process for DVG
- Refer Section 9 for Application Process for NDG
To start a new grant application:

1. Click on the Grants Link from the Grants Management dropdown on the Dashboard Page,
as shown below.

2. This will open the list of Grants available to your Organization.

3. Depending on the type of Program, each Grant has a different process that applies to it.
The following are Action iconswhich can be clicked and are described in the legends table below:
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Click this icon to start the Application process.

Click this icon to fill out the Letter of
Consideration (LOC) form(applies to all Non-
Departmental Grant(NDG) Programs. See
Section 9 for details
The black application icon indicates that the
application option is disabled until the LOC is
filled for that particular Grant. Once the LOC
is submitted, the icon turns blue, allowing the
applicant to begin the application process.

NOTE
The NDG (Non-Departmental Grants) program involves submitting a Letter of Consideration
(LOC) before getting permission to apply for a Grant. Please follow the Steps given in Section
9 for applying for the Letter of Consideration.
Note: For security reasons, always log outwhen you're finished using the GMS portal, especially
when using a shared computer.

7.1. Step 1: Create a New Application

After logging in as an Applicant follow these steps to Create a New Application:
1. Click on the Grants link from the Grants Managementmenu dropdown as shown below:



Grants Management System International Software Systems Inc.GMS Applicant User Manual ISSI-GMS-APPLICANT-UM|v.1.5|01/21/2025

Page 29 of 90

2. This opens the Grants page with the list of available Grants as shown below :

3. Under the Actions Column, choose the Blue dollar $ Icon as shown above.
4. This opens the Add Application Page as shown below:
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5. Click on the + icon to expand the Accordions
6. Click on the SAG Application Filling Instructions (if present) to download the instructions as

shown below.

7. Click on the + icon to expand the Application Basic Information form fields as shown
below:

8. Complete the following Special Appropriation Grants (SAG) basic information form given
below:
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The following form fields need to be filled up:
1. Application Name (Create a descriptive title for your project)
2. Requested Amount (Enter total funding needed in USD)
3. Organization Owner (Select from authorized personnel list)
4. Council Office Selection:

o Indicate if applying to multiple Council offices
o Specify if requesting same amount from each office
o Select target Council offices

5. Choose Yes - To Apply for Multiple Council Offices
6. To request the same amount from all district Council Offices – Choose “Yes”

otherwise, “No”
7. If you Choose “Yes” in Step 5 above, please fill in the Amount Requested and

select the County Offices to which you wish to apply.
8. Click the "Save Draft" button. A pop-up message, "Record Saved Successfully,"

will appear, and the full form will become available for further input, as shown
below.

9. Click on Save Draft to go to the next step of filling up the complete application.
This Draft information can be viewed under the Applications page as shown below:
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Click on the pencil Edit icon to proceed.
7.2. Step 2: Application Page

The following is the Application page, which needs to be filled out; this can be later modified and
updated with your application details before submitting this information.

The Application page consists of the following sections:
 Organization Information
 Application Basic Information
 Contact Information
 Financial Information
 Organization Service Category
 Service Area and Target Population
 Previous County Government Grants & Contracts
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 Organization Income & Expenses
 Supporting Documents
 Assurances
 Certification

7.2.1. Application Basic Information

Application Basic Information page is where the Applicant view the Application filing instructions
and enters fundamental details about the application, including the title and description of the
proposed project.
Click on the Application Basic Information as shown above to fill the Application Basic information as
shown below
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 Application Filing Instructions Click on the Application Filing Instructions as shown below
to download any Filing Instructions document(PDF format) if present as shown below :

 Application Basic Information
Provide the Application's Basic Information with related information is shown below :

It consists of the following form fields, which were filled earlier and edited by the Applicant:
o Application Number (generated by the system cannot be changed, only forreference)
o Application Name
o Grant
o Applicant Type
o Organization
o Amount Requested ($)
o Amount Allocation ($)
o Application/Organization Owner
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o Applied By
o Option to Apply for multiple council offices.
o Option to apply same amounts for all the district council offices.
o Council Offices to apply for
o Amount Requested ($)
o Amount Approved ($)

 Project Details/Proposal: Provide the Project Title/Name, Proposed Start Date and End
Date as shown below:

 Application Narrative: Provide Details of the project's rationale, relevance, and how it
aligns with the grant objectives.

 Provide A Brief Description Of The Proposed Use Of The Requested Grant Funds:
Describe the project in depth, including the strategies, target audience, and
implementation approach.

 Organization’s History, Mission/Purpose & Goals: Clearly outline the history, mission,
purpose and specific goals

 Proposed Use of Requested Grant Funds
 Monitoring and Evaluation Plan: Explain how you will assess the project's progress and

measure its success against defined objectives.
 Influence and Impact: Discuss the project's anticipated effects on the community and

how it aligns with broader social goals.
 Sustainability Plan: Describe how the project will be sustained beyond the grant funding

period, including potential funding sources and partnerships.
 Terms and Conditions: Review and acknowledge the terms and conditions associated

with the grant application and funding.
Click on the Save Draft button before proceeding to the Next Section.

7.2.2. Contact Information

Provide any additional Contact information if needed from the link provided below:
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1. Click on Add New Contact Information

2. Choose Name from the drop down.
3. Click on Submit
4. Click on Next

7.2.3. Financial Information

Please submit the following supporting documents to complete your application. These
materials will help verify your organization's mission, financial status, and previous grant
activities.
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The following information needs to be filled :
 Current Organizational Budget ($)
 Year Organization Incorporated (from dropdown)
 Proposed Grant Program Budget ($)
 Accounting System Utilized: (The accounting system currently utilized to account for all

revenue received and expenses incurred.)

7.2.4. Organization Service Category

Please select the service categories that best describe your organization’s activities from the list
below. This will help us understand your organization's primary areas of operation and the
services you provide to the community.
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1. Choose one or more from the list of service categories that applies to your organization:
 Advocacy/Legal Services Arts/Humanities Care Coordination Children's Services Community Development Community Outreach Counselling/Mental Health Services Crisis/Emergency Response Disability Services Economic Development Education/Training Environmental Education Family Services Food Pantry Health/Mental Health Services Housing/Housing Related Intellectual Developmental Legal/Mediation Mentoring Public Safety Recreation/Leisure Safety Net Transportation Services Workforce Development Youth Development Services2. Click on Save Draft
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3. Click on Next

7.2.5. Service Area and Target Population

The Service Area and Target Population requires users to provide details about their program's
geographical scope and target audience as shown below:

Field 1: Describe where the service will be provided or whether the programs will be conducted
in Prince George's County.
Field 2: Select the specific target population from the dropdown menu.
Users can save their progress as a draft, navigate back, proceed to the next section, or cancel
their input using the buttons provided.

7.2.6. Previous County Government Grants & Contracts

Please List all grants and contracts the Organization currently has or has previously received
from the Executive Branch of the Prince George’s County Government over the past 5 years
(NOT COUNTY COUNCIL).
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1. Click on “Add New Previous Grant information” link as shown above
2. This will open the following pop-up window:

3. Fill in the above information fields and click on Submit
4. And Click on Save Draft
5. Click on Next

7.2.7. Organization Income & Expenses
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This section, titled Organization Income and Expenses, requires users to provide detailed
financial information for organizations with total revenue of less than $10,000.

 Organization Income: Users must enter the committed amounts and percentages for
various income sources, such as Corporations, County Grants, Federal Grants,
Fundraising Events, and more.

 Organization Expenses: Users must specify the amounts spent on items like Salaries &
Wages, Rent, Supplies, Utilities, and other categories.

At the bottom, the system calculates the Difference of Income and Expenses. Users can save
their progress as a draft, reset the form, navigate back, proceed to the next section, or cancel
their input using the buttons.

1. Choose Applicable Financial Year from the dropdown menu
2. Fill in all the applicable fields
3. And Click on Save Draft
4. Click on Next

7.2.8. Supporting Documents

This section outlines the required documents to be uploaded as part of the application process.
Failure to upload these documents will result in an incomplete application, which cannot be
processed for funding.
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The form fields:
o Attachment A: Organizations with total annual revenue of less than $10,000 must

upload financial details supporting this claim (if applicable).
o Attachment B: Upload a document explaining the mission or purpose of your

organization.
o Attachment C: Provide a detailed narrative describing:

 The proposed use of requested grant funds.
 Needs/problems addressed by the grant.
 Implementation plans, measurable objectives, and success metrics.
 Number of clients served and how the program will sustain itself.

o Attachment D: If your organization has received grants from the County Council in the
past five years, provide:

 Year of the grant.
 Total amount awarded.
 Achievements, results, and lessons learned.

o Attachment E: Describe grants your organization has received from Prince George’s
County Government over the last five years.

Additional Required Documents:
o Letter of Good Standing: For organizations under larger umbrella entities.
o MD Charity Certificate of Registration: Must be dated within the last 30 days.
o Fiscal/Calendar Year Budget: Include all requested grant funds.
o Independent Audit/Review: Mandatory for organizations with total revenue exceeding

$300,000.
o IRS Forms: - IRS Form 990 or 990-EZ (for applicable organizations). - IRS Form W-9 (dated

within 1 year of grant application).
o IRS Tax-Exempt Determination Letter: Confirms the organization’s tax-exempt status.
o Line-Item Budget: Details the intended use of grant funds.
o Articles of Incorporation: Upload the organization’s foundational documents.
o By-Laws: Include signed and approved organizational by-laws.
o EFT Authorization Form: Prince George’s County EFT Form must be signed within 1 year.
o Roster of Board of Directors & Staff Members: Current list of key personnel.
o Statement of Financial Position: Also known as a balance sheet.
o Statement of Need/Problem: A concise two-page explanation of the organization’s

needs.
o Statement of Revenue and Expenses: Also known as a profit & loss statement or income

statement.
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Steps to Upload the documents:
1. Click on the Upload Documents to open the Add New Documents window as shown

below:

2. Choose a file Name and Click on Choose Files to browse to file location and choose the
file.

3. Click on Attach. The File shows up as shown below.

4. You can attach more files by repeating the above steps.
5. Once done, click on Cancel to close the window. (The Attached files will remain and not

get removed.)



Grants Management System International Software Systems Inc.GMS Applicant User Manual ISSI-GMS-APPLICANT-UM|v.1.5|01/21/2025

Page 45 of 90

6. Click on Save Draft7. Click on Next

7.2.9. Assurances

Please review the following assurances to confirm your organization’s commitment toresponsible use of grant funds if awarded. By agreeing to these terms, your organizationcommits to adhering to the intended purposes of the grant, complying with all relevant laws andcivil rights regulations, and maintaining accountability through accurate record-keeping andfinancial reporting. Additionally, your organization agrees to submit regular progress reportsbased on the awarded amount detailing financial usage, service impacts, and project outcomes.These assurances ensure transparency, compliance, and effective use of the funds provided.

7.2.10. Certification

Please review the certification statement below and complete the required fields. This confirms
your authority to apply on behalf of the organization and ensures that all information provided
is accurate to the best of your knowledge.
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Follow these steps to complete the Certification process:
1. Select your Title and Enter your Name.
2. Upload your Scanned signature by clicking on “Choose File”
3. Provide the current Date, Your Email, and Phone Number to finalize the

certification.
4. Click on Save Draft.
5. You can return to edit any of the steps provided before. You can always log in on

a later day to do the same.
Final Submission

1. Click on Final Submit only once you do not wish to make any more changes to your
application.

6. Click on Yes to confirm.
7. The following pop-up confirms that you have Submitted Successfully.
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8. Once the Application is processed, you will receive an email confirming the same.
You can view the status of your Application on your Dashboard page as shown below :

7.2.11. How to Provide Missing Information

In Case any missing information needs to be provided, you will be intimated by email to
provide the same.
To Provide the Missing information, please carry out the following steps:

1. Click on Applications from the Grants Management Menu
2. Navigate to your application which has the Status “Missing Information”.
3. Open the Application by clicking on the Eye icon to open the Application

Information page as shown below:
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4. Click on the Add Review Icon to open the following pop-up window as shown
below:

Add ReviewReview



Grants Management System International Software Systems Inc.GMS Applicant User Manual ISSI-GMS-APPLICANT-UM|v.1.5|01/21/2025

Page 49 of 90

5. Based on the missing information requested you can Click on the Documents tab
and attach the relevant documents.6. From the Perform Task Drop down, select “Missing Information Submitted”
option.

7. Provide any relevant notes in the Notes field.
8. Click on Submit.

7.2.12. Grant Award

Once the Grant has been awarded, you will be notified by email, and the Status of your
application will change to “Payment Processed by Senior Finance Assistant”

8. Application Process – Domestic Violence Grants (DVG)

Due to the sensitive nature of domestic violence prevention and intervention programs, DVG
applications require additional, specialized information.

8.1. Step 1: Create a New Application

After logging in as an Applicant follow these steps to Create a New Application:
1. Click on the Grants link from the Grants Managementmenu dropdown as shown below:
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2. This opens the Grants page with the list of available Grants as shown below :

3. Under the Actions Column, choose the Blue dollar $ Icon as shown above.
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4. This opens the Add Application Page as shown below:

5. Click on the + icon to expand the Accordions
6. Click on the DVG Application Filling Instructions (if present) to download the instructions.
7. Click on the + icon to expand the Application Basic Information form fields as shown

below:

8. Complete the following Domestic Violence Grants (DVG) basic information form given
below:
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The following form fields need to be filled up:
1. Application Name (Create a descriptive title for your project)
2. Requested Amount (Enter total funding needed in USD)
3. Organization Owner (Select from authorized personnel list)
4. Click on Save Draft to go to the next step of filling up the complete application.

This Draft information can be viewed under the Applications page as shown below:

Click on the pencil Edit icon to proceed.
8.2. Step 2: Application Basic Information

The application process requires the completion of several sections to ensure that all necessary
information is collected for evaluation. Each section is organized into expandable accordions for
ease of navigation. Applicants must expand each accordion, review the required fields, and
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provide accurate and detailed responses. Below is the list of accordions that need to be filled
out:

List of Accordions
1. Application Filing Instructions (if present)

This section provides guidelines on how to complete and submit the application. Please
ensure you read and understand the instructions before proceeding.

2. Application Basic Information
Collects essential details about the applicant and the proposed project.

3. Project Details/Proposal
Requires detailed information about the project, including objectives, timeline, and
scope.

4. Application Narrative
A space to provide a comprehensive narrative about the project's goals, expected
outcomes, and alignment with funding priorities.

5. Provide A Brief Description of The Proposed Use Of The Requested Grant Funds
Specify how the grant funds will be utilized to achieve the project objectives.

6. Organization's History, Mission/Purpose & Goals
Describe your organization’s background, mission, and how its goals align with the
proposed project.

7. Proposed Use of Requested Grant Funds
Detail a clear plan for how the funds will be allocated and utilized effectively.
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8. Monitoring And Evaluation Plan
Outline how the project will be monitored and evaluated to ensure successful
implementation and achievement of objectives.

9. Influence And Impact
Describe the anticipated impact of the project on the target population or community.

10. Sustainability Plan
Provide details on how the project will remain sustainable after the grant period.

11. Terms and Conditions
Review and accept the terms and conditions to proceed with the application.

Next Steps:
Expand each accordion by clicking the "+" icon, complete the required fields, and save your
progress as you move through the sections. Use the "Save Draft" option frequently to avoid
losing data.

 Project Details/Proposal The "Project Details/Proposal" form collects comprehensive
information about your proposed project to ensure its alignment with program goals and
funding requirements. The form includes key sections to capture the project’s objectives,
implementation timeline, service scope, and evidence-based practices. Please provide
accurate and detailed information to support your proposal, as this will be critical in
evaluating its potential impact and effectiveness.



Grants Management System International Software Systems Inc.GMS Applicant User Manual ISSI-GMS-APPLICANT-UM|v.1.5|01/21/2025

Page 55 of 90

Instructions for Filling Out the "Project Details/Proposal" Form:
 Project Title/Name: Enter the name of your project in the text box provided. Proposed Start Date:

o Enter the expected start date of the project in the provided field. Proposed End Date:
o Enter the expected completion date of the project in the respective field. Service Category Section:
o Click on the "Add New Service Category" button to add a row to the table.
o Service Category: Choose or type the category of services your project willprovide.
o Goals and Objectives: Clearly state the objectives and intended outcomes of theproject.
o No. of Benefited Households/Individuals: Provide the number of households orindividuals who will benefit from the project.
o City: Enter the city where the service will be provided.If multiple rows are added, navigate using the pagination options (First, Previous, Next, Last). Evidence-Based Practice (EBP):
o Does this program utilize specific techniques/models based on EBP?

 Select "Yes" or "No" by clicking the corresponding radio button.
o Providing Evidence of Effectiveness:

 If the program provides evidence of effectiveness:
 Select "Yes."
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 Provide a detailed explanation in the text box below.
 If not, select "No." Document Upload:

o Attach supporting documents as requested in the "Supporting Documents" tab.Notes:
 Ensure all sections are completed accurately before submission.
 Save your work frequently to avoid losing any information.

 Application Narrative: Provide Details of the project's rationale, relevance, and how it
aligns with the grant objectives.

 Provide A Brief Description Of The Proposed Use Of The Requested Grant Funds:
Describe the project in depth, including the strategies, target audience, and
implementation approach.

 Organization’s History, Mission/Purpose & Goals: Clearly outline the history, mission,
purpose and specific goals

 Proposed Use of the Requested Grant Funds: Address the needs/problems the grant will
solve, the implementation plan, how the funds will support the organization's goals, and
the number of beneficiaries (if applicable). Write clearly and concisely, ensuring your
response demonstrates measurable outcomes. Save your progress using the "Save Draft"
button and review your entry for accuracy before moving to the next section.

 Monitoring and Evaluation Plan: Explain how you will assess the project's progress and
measure its success against defined objectives.

 Influence and Impact: Discuss the project's anticipated effects on the community and
how it aligns with broader social goals.

 Sustainability Plan: Describe how the project will be sustained beyond the grant funding
period, including potential funding sources and partnerships.

 Terms and Conditions: Review and acknowledge the terms and conditions associated
with the grant application and funding.

8.3. Step 3 Contact Information

Add any new Contact information by Clicking on the “Add New Contact Information”
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8.4. Step 4 : Service Area and Target Population

This section gathers details about the geographic location and the specific population your
program will serve. Please provide accurate and concise information to ensure proper
evaluation.

Instructions:
1. Where will the service be provided?

o In the text box, describe the locations or areas in Prince George’s County where
the program will be conducted.

2. Identify the Target Population:
o Use the dropdown menu to select the group of individuals your program intends

to serve.
Click "Save Draft" to save your input or "Next" to proceed.
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8.5. Step 5: Organization Collaboration

Please provide information about any plans to collaborate with other nonprofit
organizations or coordinate with County programs for this project. If applicable, include
details of your partners, their contributions, and any collaboration agreements in the form
below:

The following information needs to be provided:
 Are there plans to enter into a partnership with any other nonprofit organization(s) to

undertake this project? - If "Yes", list the organization(s) and their contribution(s). If"No", explain why not in the comments field.
 Is this proposed project coordinated with or part of any ongoing County program(s) or

activity(ies)? If "Yes", explain how.
 Will the services of the project be coordinated with other services in the community? If"Yes", briefly describe your nonprofit's collaboration on this project.
 Please describe your nonprofit organization's collaboration partners.
 Please provide a collaboration/partnership agreement with the entity or entities you will

collaborate with on this project that outlines their respective roles and financial
commitments.

Click "Save Draft" to save your input or "Next" to proceed.
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8.6. Step 6: Organization Experience and Capacity

Please provide detailed information on your organization's staffing, fiscal management,
and project funding. This includes current and planned staff, use of consultants, financial
practices, and sustainability plans. Additionally, outline how your organization intends to
enhance collaboration and communication between departments to ensure the success
of the project, as shown below:

Please fill in the following fields:
 Number of current paid full-time staff in your organization
 Number of current paid part-time staff in your organization
 Number of paid full-time staff currently with your organization who will work on

the project:
 Number of paid part-time staff currently with your organization who will work on

the project:
 Number of new full-time staff that will be hired to work on the project if funded
 Number of new part-time staff that will be hired to work on the project if funded
 Provide a brief narrative on a separate page (500 words maximum) detailing the

types of activities undertaken by your organization
 Will a consultant(s) or contract staff be hired to help implement the project? If

“yes,” please explain the services the consultant or contract staff will offer and
identify the sources of funds.

 Describe your organization’s fiscal management disbursement methods, financial
reporting, recordkeeping, and accounting procedures. Indicate whether the
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organization has adequate insurance. Insurance coverage for General Liability,
Automobile Liability, Workman’s Compensation, and Fire insurance is required.

 Describe plans to use other funds on the program. This section only describes
funds that are secured. Provide the source of funds amounts, period covered and
how these funds will be used. Intent to apply for matching funds does not
constitute a match. Attach commitment letters from other funding sources

 Project Budget/Post Grant Funding/Sustainability (1 Page): Clearly detail and
describe why your organization cannot address the identified need without
outside financial assistance and how the funds requested will support your
intended strategies. Clearly detail how your proposed project will achieve self-
sufficiency after your performance period and County funding assistance has
ended. Describe plans to seek new funding to supplement Council funding.

 What strategies can our organization implement to enhance department
collaboration and communication?

Notes:
√ Priority will be given to activities with a clear plan of action consistent with the budget

demonstrates the applicant's capacity to implement the proposed plan and is consistent
with County goals.

√ New groups are encouraged to partner with more experienced groups and/or obtain
qualified consultants to help implement the project.

8.7. Step 7: Funding History Information

This section collects details about your organization’s revenue for the past three years, the
current year, and the projected budget for the upcoming year. Accurate financial data is
critical for evaluating your organization’s funding history and capacity.
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Instructions
1. Select the Financial Year:

o Use the dropdown menu to choose the financial year you want to report on.
2. Enter Revenue Data:

o For each year (2023, 2024, 2025, 2026), fill in the revenue amounts for the listed
funding sources (e.g., City, County, Donations, Federal, etc.).

o Ensure all amounts are reported in the correct category and year.
3. Verify Total Revenue:

o Check that the Total Revenue field calculates accurately for each year.
4. Supporting Documentation:

o If your organization received County Council Grant funds in the previous fiscal
year, attach the previous year’s Financial Report detailing the funding received
and its utilization.

o Use the provided link to download a sample financial report for reference and
ensure your report matches the required format. Upload the report in the
Attachments tab.

5. Save and Review:
o Click "Save Draft" to save your work, or use "Next" to proceed.
o Review the data carefully before submission to ensure accuracy.

8.8. Step 8: Organizational Financial Information

This section captures detailed financial information about your organization, including its
overall revenue and expenses and the proposed program/project-specific budget.
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Completing both accordions accurately is essential for evaluating your organization’s
financial health and the feasibility of the proposed program.

1. Organization Revenue and Expenses
o Fill in the current year’s total revenue by source and expenses by category.
o Ensure the percentages and totals align accurately.

2. Proposed Program/Project Revenue and Expenses
o Provide detailed revenue commitments and pending amounts for the proposed

program.
o Include a breakdown of projected expenses by category.

Save your work frequently using the "Save Draft" button and double-check totals for
accuracy before Clicking on “Next”.

8.9. Step 9: Periodic Reporting Requirement

The grant recipients are informed of the periodic reporting requirements associated with
receiving the award. Please read the details carefully and ensure compliance before
proceeding.

As a condition of receipt of the award, grant recipients must agree to:
 Submit (4) quarterly reports detailing how grant funds were utilized for each quarter of

the program year.
 The quarterly reports are due within 10 days of the end of the quarter.
 A final report is due within thirty (30) days after the conclusion of the grant period.
Click on “Next” to proceed.



Grants Management System International Software Systems Inc.GMS Applicant User Manual ISSI-GMS-APPLICANT-UM|v.1.5|01/21/2025

Page 63 of 90

8.10. Step 10: Financial Report

The "Financial Reports" section captures detailed information about your organization’s
financial activities, including grant funds received and their uses. Ensure all fields are
completed accurately and supporting details are provided where applicable.

Instructions for Financial Reports
1. Preliminary Fields

o Financial Year: Select the relevant financial year from the dropdown menu.
o From and To Dates: Enter the reporting period dates in the respective fields.
o Organization Name: Confirm or enter your organization’s name.
o Total Amount Received: Specify the total grant amount received during the

selected financial year.
o Click on "Save Draft" button to avoid data loss.

2. County Council Grants Received Accordion
o Expand the "County Council Grants Received From" accordion.
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o Current Year Organization Revenue:
o Fill in the Grant Amount Received for each listed source (e.g., SAG

Program Grant, DVG Program Grant, etc.).
o Add any relevant comments in the Additional Comments field.

o Verify the Total Amount of Council Grants Received is accurate.
o Click on "Save Draft" button to avoid data loss.

3. List of Uses of Council Grant Funds Accordion
o Expand the "List Uses of Council Grant Funds (as applicable)" accordion.
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o Operating Expenses:
o Enter the Amount Received for each revenue source (e.g., Corporations,

County Contracts).
o Provide additional details in the Additional Comments field, if needed.

o Program Expenses:
o Detail expenses by category (e.g., Depreciation, Salaries & Wages).
o Ensure the totals for both operating and program expenses are calculated

accurately.
o Click on "Save Draft" button to avoid data loss.Final Notes

 Use the "Save Draft" button frequently to avoid data loss.
 Review all inputs for accuracy before clicking "Next" to proceed.
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8.11. Step 11: Method of Payment

This section outlines the method of payment for grant disbursements. The County requires
all payments to be processed electronically to ensure efficiency and security.

The County requires the use of electronic deposits via the Automated Clearing House (ACH)
system. Instructions and an Electronic Funds Transfer (EFT) enrolment form are included on
the Council’s website at https://pgccouncil.us/320/Grants.

8.12. Step 12: Supporting Documents

This section ensures that all required supporting documents are submitted as part of the
application process. Failure to upload the necessary documents will result in an incomplete
application that will not be processed for funding. Review the checklist carefully and upload
the requested documents.

Instructions for Filling the Supporting Documents Section
1. Review the Checklist:

o The checklist outlines the required documents, including:
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1. Electronic Funds Transfer (EFT) Payment Enrolment Form.
2. Certification of participation in the Prince George's County Council's SOAR

Program.
3. Organization’s Articles of Incorporation.
4. Project Budget/Post Grant Funding/Sustainability Plan.
5. Project Description (4 Pages).
6. Proof of Additional Financial Resources.
7. Roster of the Organization's Board of Directors and Staff Members.

2. Upload the Documents:
o For each item in the checklist, click the "Upload Documents" button.
o Select the appropriate file from your device and ensure it is correctly uploaded.

3. Check Document Status:
o Confirm the status under "Document Upload" is marked as uploaded or accepted.
o Refer to the indicators:

 ✅ All Documents Accepted.
 ❌ Documents Rejected.
 NDA: No Documents Available (upload required).

4. Save and Proceed:
o After uploading all required documents, click "Save Draft" to save your progress.
o Once confirmed, click "Next" to proceed to the next section.

Notes
 Ensure the documents meet the specified format and requirements.
 Double-check for completeness and accuracy to avoid delays in processing.

8.13. Step 13: Certification

The certification form is the final step to validate and authorize your application. By
completing this section, you affirm that the information provided is accurate and that your
organization agrees to the outlined terms and conditions.
Instructions for Completing the Certification Form
1. Organization Name:

o Ensure the pre-filled organization name is correct.
2. Terms and Conditions:

o Read the terms and conditions thoroughly.
o Check the box to affirm your agreement and acceptance of the terms.

3. Title and Name:
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o Select the appropriate title (e.g., President, Director) from the dropdown menu.
o Enter the name of the individual completing the form.

4. Signature and Date:
o Upload a scanned copy of the signatory's signature using the "Choose File"

button.
o Enter the date of submission in the respective field.

5. Contact Information:
o Provide the signatory’s valid email address and phone number for

correspondence.
6. Submission:

o Save your progress using "Save Draft" if necessary.
o Once all fields are completed, click "Final Submit" to submit the application.
o Use "Back" to review previous sections or "Cancel" to exit without saving.Notes

 Ensure all information is accurate and that the signatory is an authorized organization
representative.

 Double-check uploaded files and email addresses for correctness before submitting.
9. Application Process - NDG

The Non-Departmental Grants (NDG) program requires a Letter of Consideration (LOC) prior to
the full application as a preliminary screening measure. This step allows the County to efficiently
assess the alignment of proposed projects with NDG program goals, evaluate the potential
impact of initiatives, and manage the volume of full applications. The LOC provides a brief
overview of your organization and project, enabling the County to determine which proposals
should proceed to the comprehensive application stage. This process helps streamline the
overall grant review procedure, ensuring applicants and County resources are focused on the
most promising and relevant projects for the NDG program.
The Application Procedures for Applying for a Non-Departmental Grant (NDG) are described
below.

9.1. Submitting Letter of Consideration
1. Click on the Grants link from the Grants Managementmenu dropdown, as shown below



Grants Management System International Software Systems Inc.GMS Applicant User Manual ISSI-GMS-APPLICANT-UM|v.1.5|01/21/2025

Page 69 of 90

2. This opens the Grants page with the list of available Grants.
3. Under the Actions Column, click on the Blue mailbox icon for the NDG Grant for

which you wish to apply, as shown below :

4. This opens the New Letter of Consideration Page as shown below:
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Instructions for Filling the Form Fields:
1. Program and Grant:

o Select the relevant program and grant type from the dropdown menu.
2. Organization Information:

o Fill in your organization's name, address, city, state, and ZIP code accurately.
3. Contact Information:

o Provide the contact name, role, and salutation of the responsible person. Include
their telephone number and email address.

4. Grant Amount Requested Information:
o Enter the total grant amount requested.
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o Select the demographic(s) your project will serve from the dropdown list.
o Briefly summarize the proposed use of the grant funds in the provided text box.

5. Email Confirmation:
o Indicate whether the letter was also sent to a Councilmanic District by selecting

"Yes" or "No."
6. Award Sent Information:

o If the contact information for the award sent differs from the primary contact,
provide the alternate details.

7. Documents:
o Select the "Letter of Consideration" document type, attach the file, and provide a

description of the document.
8. Submit:

o Once all fields are complete and accurate, click "Submit" to finalize your
application. Use "Cancel" if you need to exit without saving changes.

9.2. Checking the Status of Letter of Consideration (LOC)

The Status of the Letter of Consideration can be seen from the Letter of Consideration menu
page. It appears as a “Letter of Consideration (LOC) Submitted as shown below:
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9.3. Grant Application Process (NDG)

Once the county completes verification and approves the Letter of Consideration, the status
updates to “Tentative Awardees Notified” as shown below:

You will also find the particular Grant for which you applied which previously had a black
$ symbol now changes to a blue dollar symbol as shown below
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You can now proceed to applying for a Grant by clicking on the blue dollar symbol as shownabove and follow the instructions provided in Section 7: Grant Application Process of this usermanual.
9.3.1. Step 1: Add Application

The form is organized into two expandable sections ("accordions")—each containing specific fields to fill
out. Follow the steps below to ensure accurate and complete submission as shown and explained below:

Application Filing Instructions Section
 Click the "+" icon to expand the accordion and review the details.
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 Ensure you read and understand all instructions (if present) before proceeding to the next
section.

2. Application Basic Information Section
This section captures detailed information about your application. Expand the accordion and complete
the following fields shown below:

1. Grant: Select the applicable grant from the dropdown menu.
2. Program: Choose the program associated with your grant.
3. Application Name: Enter a unique name for your application.
4. Applicant Type: Select your applicant type (e.g., Firm, Individual, etc.).
5. Organization: Specify the name of your organization.
6. Amount Requested ($): Enter the requested funding amount.
7. Amount Allocation ($): (If applicable) input the allocation details.
8. Application/Organization Owner: Select the appropriate owner from the dropdown.
9. Applied By: The system auto-fills this field with the logged-in user's name.

Saving or Cancelling the Application
 Click Save Draft to save your work without submitting it.
 Always verify the entered information before saving or proceeding.
 Once Verified, Click on Submit.

This will then open the next window, showing the remaining part application forms to be filled.
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9.3.2. Step 2: Add Application

Application Basic Information page is where the Applicant view the Application filing instructions
and enters fundamental details about the application, including the title and description of the
proposed project.
Click on the Application Basic Information as shown above to fill the Application Basic information as
shown below

 Application Filing Instructions Click on the Application Filing Instructions as shown below
to download any Filing Instructions document (PDF format) if present as shown below :

 Application Basic Information
Provide the Application's Basic Information with related information is shown below:
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It consists of the following form fields, which were filled earlier and edited by the Applicant:
o Application Number (generated by the system cannot be changed, only forreference)
o Application Name
o Grant
o Applicant Type
o Organization
o Amount Requested ($)
o Amount Allocation ($)
o Application/Organization Owner
o Applied By
o Option to Apply for multiple council offices.
o Option to apply same amounts for all the district council offices.
o Council Offices to apply for
o Amount Requested ($)
o Amount Approved ($)

 Project Details/Proposal: Provide the Project Title/Name, Proposed Start Date and End
Date as shown below:
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 Application Narrative: Provide Details of the project's rationale, relevance, and how it
aligns with the grant objectives.

 Provide A Brief Description Of The Proposed Use Of The Requested Grant Funds:
Describe the project in depth, including the strategies, target audience, and
implementation approach.

 Organization’s History, Mission/Purpose & Goals: Clearly outline the history, mission,
purpose and specific goals

 Proposed Use of Requested Grant Funds
 Monitoring and Evaluation Plan: Explain how you will assess the project's progress and

measure its success against defined objectives.
 Influence and Impact: Discuss the project's anticipated effects on the community and

how it aligns with broader social goals.
 Sustainability Plan: Describe how the project will be sustained beyond the grant funding

period, including potential funding sources and partnerships.
 Terms and Conditions: Review and acknowledge the terms and conditions associated

with the grant application and funding.
Click on the Save Draft button before proceeding to the Next Section.

9.3.3. Step 2: Contact Information

Provide any additional Contact information if needed from the link provided below:



Grants Management System International Software Systems Inc.GMS Applicant User Manual ISSI-GMS-APPLICANT-UM|v.1.5|01/21/2025

Page 78 of 90

5. Click on Add New Contact Information

6. Choose Name from the drop down.
7. Click on Submit
8. Click on Next

9.3.4. Step 4: Financial Information

Please submit the following supporting documents to complete your application. These
materials will help verify your organization's mission, financial status, and previous grant
activities.
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The following information needs to be filled:
 Current Organizational Budget ($)
 Year Organization Incorporated (from dropdown)
 Proposed Grant Program Budget ($)
 Accounting System Utilized: (The accounting system currently utilized to account for all

revenue received and expenses incurred.)

9.3.5. Step 5: Organization Service Category

Please select the service categories that best describe your organization’s activities from the list
below. This will help us understand your organization's primary areas of operation and the
services you provide to the community.
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4. Choose one or more from the list of service categories that applies to your organization:
 Advocacy/Legal Services Arts/Humanities Care Coordination Children's Services Community Development Community Outreach Counselling/Mental Health Services Crisis/Emergency Response Disability Services Economic Development Education/Training Environmental Education Family Services Food Pantry Health/Mental Health Services Housing/Housing Related Intellectual Developmental Legal/Mediation Mentoring Public Safety Recreation/Leisure Safety Net Transportation Services Workforce Development Youth Development Services5. Click on Save Draft
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6. Click on Next

9.3.6. Step 6: Service Area and Target Population

The Service Area and Target Population requires users to provide details about their program's
geographical scope and target audience as shown below:

Field 1: Describe where the service will be provided or whether the programs will be conducted
in Prince George's County.
Field 2: Select the specific target population from the dropdown menu.
Users can save their progress as a draft, navigate back, proceed to the next section, or cancel
their input using the buttons provided.
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9.3.7. Step 7: Previous County Government Grants and
Contracts

Please List all grants and contracts the Organization currently has or has previously received
from the Executive Branch of the Prince George’s County Government over the past 5 years
(NOT COUNTY COUNCIL).

1. Click on “Add New Previous Grant information” link as shown above
2. This will open the following pop-up window:

3. Fill in the above information fields and click on Submit
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4. And Click on Save Draft
5. Click on Next

9.3.8. Step 8: Organization Income & Expenses

This section, titled Organization Income and Expenses, requires users to provide detailed
financial information for organizations with total revenue of less than $10,000.

 Organization Income: Users must enter the committed amounts and percentages for
various income sources, such as Corporations, County Grants, Federal Grants,
Fundraising Events, and more.

 Organization Expenses: Users must specify the amounts spent on items like Salaries &
Wages, Rent, Supplies, Utilities, and other categories.

At the bottom, the system calculates the Difference of Income and Expenses. Users can save
their progress as a draft, reset the form, navigate back, proceed to the next section, or cancel
their input using the buttons.

5. Choose Applicable Financial Year from the dropdown menu
6. Fill in all the applicable fields
7. And Click on Save Draft
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8. Click on Next
9.3.9. Step 9: Supporting Documents

This section outlines the required documents to be uploaded as part of the application process.
Failure to upload these documents will result in an incomplete application, which cannot be
processed for funding.

The form fields:
o Attachment A: Organizations with total annual revenue of less than $10,000 must

upload financial details supporting this claim (if applicable).
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o Attachment B: Upload a document explaining the mission or purpose of your
organization.

o Attachment C: Provide a detailed narrative describing:
 The proposed use of requested grant funds.
 Needs/problems addressed by the grant.
 Implementation plans, measurable objectives, and success metrics.
 Number of clients served and how the program will sustain itself.

o Attachment D: If your organization has received grants from the County Council in the
past five years, provide:

 Year of the grant.
 Total amount awarded.
 Achievements, results, and lessons learned.

o Attachment E: Describe grants your organization has received from Prince George’s
County Government over the last five years.

Additional Required Documents:
o Letter of Good Standing: For organizations under larger umbrella entities.
o MD Charity Certificate of Registration: Must be dated within the last 30 days.
o Fiscal/Calendar Year Budget: Include all requested grant funds.
o Independent Audit/Review: Mandatory for organizations with total revenue exceeding

$300,000.
o IRS Forms: - IRS Form 990 or 990-EZ (for applicable organizations). - IRS Form W-9 (dated

within 1 year of grant application).
o IRS Tax-Exempt Determination Letter: Confirms the organization’s tax-exempt status.
o Line-Item Budget: Details the intended use of grant funds.
o Articles of Incorporation: Upload the organization’s foundational documents.
o By-Laws: Include signed and approved organizational by-laws.
o EFT Authorization Form: Prince George’s County EFT Form must be signed within 1 year.
o Roster of Board of Directors & Staff Members: Current list of key personnel.
o Statement of Financial Position: Also known as a balance sheet.
o Statement of Need/Problem: A concise two-page explanation of the organization’s

needs.
o Statement of Revenue and Expenses: Also known as a profit & loss statement or income

statement.

Steps to Upload the documents:
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8. Click on the Upload Documents to open the Add New Documents window as shown
below:

9. Choose a file Name and Click on Choose Files to browse to file location and choose the
file.

10. Click on Attach. The File shows up as shown below.

11. You can attach more files by repeating the above steps.
12. Once done, click on Cancel to close the window. (The Attached files will remain and not

get removed.)
13. Click on Save Draft
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14. Click on Next

9.3.10. Assurances

Please review the following assurances to confirm your organization’s commitment toresponsible use of grant funds if awarded. By agreeing to these terms, your organizationcommits to adhering to the intended purposes of the grant, complying with all relevant laws andcivil rights regulations, and maintaining accountability through accurate record-keeping andfinancial reporting. Additionally, your organization agrees to submit regular progress reportsbased on the awarded amount detailing financial usage, service impacts, and project outcomes.These assurances ensure transparency, compliance, and effective use of the funds provided.

9.3.11. Certification

Please review the certification statement below and complete the required fields. This confirms
your authority to apply on behalf of the organization and ensures that all information provided
is accurate to the best of your knowledge.
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Follow these steps to complete the Certification process:
9. Select your Title and Enter your Name.
10. Upload your Scanned signature by clicking on “Choose File”
11. Provide the current Date, Your Email, and Phone Number to finalize the

certification.
12. Click on Save Draft.
13. You can return to edit any of the steps provided before. You can always log in on

a later day to do the same.
Final Submission

2. Click on Final Submit only once you do not wish to make any more changes to your
application.

14. Click on Yes to confirm.
15. The following pop-up confirms that you have Submitted Successfully.
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16. Once the Application is processed, you will receive an email confirming the same.
You can view the status of your Application on your Dashboard page as shown below :

9.3.12. How to Provide Missing Information

In Case any missing information needs to be provided, you will be intimated by email to
provide the same. Please refer to Section 7.2.11 for details on how to provide the
missing information.
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9.3.13. Grant Award

Once the Grant has been awarded, you will be notified by email, and the Status of your
application will change to “Payment Processed by Senior Finance Assistant” as show

---------------------------------------END OF MANUAL--------------------------


