5/14/2002

INSTRUCTIONS FOR TRANSMITTAL OF APPLICATIONS:


Note:  Some of the procedures in these instructions for transmitting applications differ from those in the Education Department General Administrative Regulations (EDGAR) (34 CFR 75.102).  Under the Administrative Procedure Act (5 U.S.C. 553) the Department generally offers interested parties the opportunity to comment on proposed regulations.  However, these amendments make procedural changes only and do not establish new substantive policy.  Therefore, under 5 U.S.C. 553(b)(A), the Secretary has determined that proposed rulemaking is not required.

Pilot Project for Electronic Submission of Applications


In Fiscal Year 2002, the U.S. Department of Education is continuing to expand its pilot project of electronic submission of applications to include additional formula grant programs and additional discretionary grant competitions.  The Parental Assistance Program – CFDA 84.310A is one of the programs included in the pilot project.  If you are an applicant under the Parental Assistance Program, you may submit your application to us in either electronic or paper format.


The pilot project involves the use of the Electronic Grant Application System (e-APPLICATION, formerly e-GAPS) portion of the Grant Administration and Payment System (GAPS).  We request your participation in this pilot project.  We shall continue to evaluate its success and solicit suggestions for improvement.  


If you participate in this e-APPLICATION pilot, please note the following:

· Your participation is voluntary.

· You will not receive any additional point value or penalty because you submit a grant application in electronic or paper format.

· You can submit all documents electronically, including the Application for Federal Assistance (ED 424), Budget Information--Non-Construction Programs (ED 524), and all necessary assurances and certifications.

· Within three working days of submitting your electronic application fax a signed copy of the Application for Federal Assistance (ED 424) to the Application Control Center after following these steps:

1.  Print ED 424 from the e-APPLICATION system.

2. Make sure that the institution’s Authorizing Representative signs this form.

3. Before faxing this form, submit your electronic application via the e-APPLICATION system.  You will receive an automatic acknowledgement, which will include a PR/Award number (an identifying number unique to your application).

4. Place the PR/Award number in the upper right hand corner of ED 424.

5. Fax ED 424 to the Application Control Center at (202) 260-1349.  
· We may request that you give us original signatures on all other forms at a later date.


You may access the electronic grant application for the Parental Assistance Program at:

http://e-grants.ed.gov


We have included additional information about the e-APPLICATION pilot project (see Parity Guidelines between Paper and Electronic Applications) in the application package.  

If you want to apply for a grant and be considered for funding, you must meet the following deadline requirements:

(A)  If You Send Your Application by Mail:

You must mail the original and three copies of the application on or before the deadline date. [[Optional] To help expedite our review of your application, we would appreciate your voluntarily including an additional two copies of your application.]  Mail your application to:

U.S. Department of Education

Application Control Center

Attention:  CFDA # 84.310A
7th & D Streets,  SW,  Room 3671

Regional Office Building 3

Washington, DC 20202-4725


You must show one of the following as proof of mailing:

(1) A legibly dated U.S. Postal Service postmark.

(2) A legible mail receipt with the date of mailing stamped by the U.S. Postal Service.

(3) A dated shipping label, invoice, or receipt from a commercial carrier.

    
(4) Any other proof of mailing acceptable to the Secretary.


If you mail an application through the U.S. Postal Service, we do not accept either of the following as proof of mailing:

(1) A private metered postmark.

(2) A mail receipt that is not dated by the U.S. Postal Service.

(B)   If You Deliver Your Application by Hand:

You or your courier must hand deliver the original and two copies of the application by 4:30 p.m. (Washington, DC time) on or before the deadline date. [[Optional] To help expedite our review of your application, we would appreciate your voluntarily including an additional three copies of your application.]  Deliver your application to:

U.S. Department of Education

Application Control Center

Attention:  CFDA # 84.310A

7th & D Streets, SW, Room 3633

Regional Office Building 3

Washington, DC  20202-4725


The Application Control Center accepts application deliveries daily between 8:00 a.m. and 4:30 p.m. (Washington, DC time), except Saturdays, Sundays, and Federal holidays.  The Center accepts application deliveries through the D Street entrance only.  A person delivering an application must show identification to enter the building.

(C)   If You Submit Your Application Electronically:

You must submit your grant application through the Internet using the software provided on the e-Grants Web site (http://e-grants.ed.gov) by 4:30 p.m. (Washington, DC time) on the deadline date.


The regular hours of operation of the e-Grants Web site are 6:00 a.m. until 12:00 midnight (Washington, DC time) Monday - Friday and 6:00 a.m. Until 7:00 p.m. Saturdays.  The system is unavailable on the second Saturday of every month, Sundays, and Federal holidays.  Please note that on Wednesdays the Web site is closed for maintenance at 7:00 p.m. (Washington, DC time).

Notes:

(1) The U.S. Postal Service does not uniformly provide a dated postmark.  Before relying on this method, you should check with your local post office.

(2) If you send your application by mail or if you or your courier deliver it by hand, the Application Control Center will mail a Grant Application Receipt Acknowledgment to you.  If you do not receive the notification of application receipt within 15 days from the date of mailing the application, you should call the U.S. Department of Education Application Control Center at (202) 708-9493.

(3) If your application is late, we will notify you that we will not consider the application.

(4) You must indicate on the envelope and--if not provided by the Department--in Item 4 of the Application for Federal Education Assistance (ED 424 (exp. 11/30/2004)) the CFDA number--and suffix letter, if any -- of the competition under which you are submitting your application.

(5) If you submit your application through the Internet via the e-Grants Web site, you will receive an automatic acknowledgment when we receive your application. 
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