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General Format

• 8½” x 11” document

• 1” margin in all directions

• Times New Roman or Arial

• 11 point or larger

• PDF Document
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Proposal Sections

• Project Summary or Abstract

• Project Description or Project Narrative

• References or Biography

• Budget

• Budget Justification or Budget Narrative

• Certifications and Assurances
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Project Summary or Abstract

• Usually one page

• Summarizes the proposal in such a way that readers can 
rapidly become acquainted with a large body of material 
without having to read it all.
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Project Narrative

• The Project Description should outline the general plan of work, 
including the broad design of activities to be undertaken. 

• Proposers should address what they want to do, why they want to 
do it, how they plan to do it, how they will know if they succeed, 
and what benefits could accrue if the project is successful. 

• A clear statement of the work to be undertaken 

• Must include the objectives for the period of the proposed work 
and expected significance

• The relationship of this work to the present state of knowledge in 
the field, as well as to work in progress by the director of the 
project under other support.
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Budget

• A budget is a financial plan for the future concerning the costs of a 
task.

• A categorical list of anticipated project costs that represent the 
proposer’s best estimate of the funds needed to support the work 
described in a proposal. 

• Consists of all direct costs, facilities and administrative costs, and 
cost sharing commitments proposed.
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Budget Narrative

• Clearly identifies and justifies how funds in each line item of the 
budget will be used to support the proposed project. 

• Should specifically address each budget line item (including both 
the Federal Share and matching Non-Federal Share) and the 
narrative total should match the total project costs listed in both 
the SF-424 and the budget form (“Total Project Costs”). 

• Should include itemized valuations of any in-kind matching funds. 

• Sometimes Sponsor limit the amount of pages of the budget 
narrative.
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Certification & Assurances

• By signing and submitting a proposal, the recipient provides the 
required assurances and certifications in compliance with the 
Agency such as:
• Certifications Regarding Federal Felony and Federal Criminal Tax 

Convictions, Unpaid Federal Tax assessment and Delinquent Federal Tax 
Returns

• Assurances for Constructions Programs (SF-424D) or Non-constructions 
Programs (SF-424B)

• Certification Regarding Lobbying and/or Disclosure of Lobbying Activities 
(SF-LLL).
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Grants.Gov Forms (Most Used)

• SF 424 or SF 424 (R&R) – Application for Federal Assistance

• Research and Related (R&R) Budget

• SF 424 A – Budget for Non Construction Programs

• SF 424 C – Budget for Construction Programs

• R&R Related Personal Data

• R&R Other Project Information

• R&R Senior/Key Person Profile

• Attachments
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Completing Workspace Application
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Narrow 

Results
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Synopsis Tab
• Posted Date

• Closing Date

• Total Program 

Funding

• Expected 

Awards

• Eligibility

Version 

History Tab
• Changes made 

to the Forecast 

or Synopsis 

Tab

Related 

Documents 

Tab
• Files Provided 

by the Grantor 

Agency

• Usually the RFP 

or NOFO

Package Tab
•To preview 

and or create 

a Workspace
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Select the 

appropriate funding 

opportunity package 

to apply!
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Complete Forms

• Webform
• Online with a browser (Chrome is not the preferred browser)

• Autosaved every five minutes

• Required fields to complete are marked with an asterisk *

• PDF Forms
• Download and complete offline

• After completed, must be uploaded.

• Required fields to complete are marked yellow

• Reuse Forms from another workspace application
• Search for the desired workspace and select the form to reuse

• Form must have same title and version number
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Benefits of Workspace

• Multiple users can concurrently complete the application form.

• Reuse/Copy existing Workspace forms.

• Validations allows applicant to correct application errors prior 
to submission.

• Collaborate with users external to your organization.

• Sponsor changes to forms are immediate reflected in 
Workspace.
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SF 424 – Application 
for Federal Assistance

23



24



25



26



27



28



29

PR-098
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SF 424 – Application 
for Federal Assistance
Download Form
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Cover page of the 
Downloaded
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• Complete the form
• Check for Errors 
• SAVE
• Upload to the Workspace



R&R Other Project 
Info
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Attachments
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ED-900P
EDA Proposal Form
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Read this note!!
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Other Forms
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SF 424A – Budget 
Information for Non-
Constructions Programs
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R&R Budget
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SF 424C – Budget 
Information for 
Constructions Programs
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After Competing 
the Forms…
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View Application Tab

• Generate complete Application Forms and attachments 71
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Attachment Tab

• See all the attachment



Participant Tab

• Add/Remove Participants
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Activity Tab

• Activity Tracking to Monitor Changes to Application Forms 74



Complete all Workspace Forms – Reminders

• Preview individual forms by clicking the form name

• Preview the complete application including the attachments in the 
VIEW APPLICATION tab.

• Required forms with no editable fields still need to be downloaded, 
viewed as a webform or previewed to acknowledge that the form 
has been read

• Always click the “Check for Errors” and “Save” buttons

• Ensure you have a compatible version of Adobe Reader

• Watch the Grants.gov Workspace training videos

75



Submit your Application

• When the application is completed, all the forms uploaded or 
completed in the webform, and free from errors (Form status: 
Passed) then the application is ready to submit

• Always check your attached files to make sure you have the last 
version

• The Complete and Notify AOR button should be active

• If the “Complete and Notify AOR” button is not active, look for alert 
messages highlighting a submission issue.
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Submit Application – AOR Role
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Tracking Number

Status BAR 
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Details Tab

• Status Information. It will not indicate if the proposal was approved.



Need more help? Ways to learn Federal Grants

• Grants.gov Online User Guide

• Grants.gov You Tube Channel

• Grants Learning Center
• In the Grants.gov webpage

• Grants.gov Community Blog
• Follow blog and receive notifications of new post

• Follow on Twitter

• @grantsdotgov

• #LEARNGRANTS

• https://www.grants.gov/web/grants/applicants/workspace-
overview/workspace-process.html
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Lets Practice!!!
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Reference

• https://www.grants.gov/forms.html
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https://www.grants.gov/forms.html
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For further questions and 
individual assistance:

cnde@uprm.edu


