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[bookmark: _Toc369158412]Point of Contact
Send any questions on this guidance by email to the Chief, Financial Assistance Policy and Oversight (FAPO) Branch, Wildlife and Sport Fish Restoration Program (WSFR), Division of Administration and Information Management (AIM).  See the FAPO About/Contact Us Intranet page at https://inside.fws.gov/index.cfm/go/post/FAPO-About for contact information.

[bookmark: _Toc369158413]Document Change Log	
FAPO will update this document over time to incorporate changes resulting from any new government-wide regulations, Department of the Interior (DOI) or U.S. Fish and Wildlife Service (Service) policy, or new/changed Financial and Business Management System (FBMS) functionality.  We will post updated versions of this document on the Intranet at https://inside.fws.gov/go/post/FAPO-NewAwards and will document updates to this guidance in the following table:
	Date Changed
	Changed By
	Description of Change Made
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	Reference
	Location

	This guidance and all attachments
	https://inside.fws.gov/go/post/FAPO-NewAwards 

	Department Manual, Series 29: Federal Assistance Programs (Parts 505-507)
	http://elips.doi.gov/elips/browse.aspx  

	DOI Office of Acquisition and Property Management (PAM) Financial Assistance website
	http://www.doi.gov/pam/programs/financial_assistance/index.cfm 
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[bookmark: _Toc369158416]Purpose
The purpose of this guidance is to: 1) provide step-by-step guidance and instructions for issuing new grant and cooperative agreement awards, 2) provide standardized templates and forms for the new award process, 3) detail all required pre-award documentation, and 4) deliver Service-specific standard financial assistance award terms and conditions. 

[bookmark: _Toc369158417]Scope
This guidance applies to all employees who issue, administer, and manage grant and cooperative agreement awards.

[bookmark: _Toc369158418]Instructions
Employees with the FMBS Agreements Officer role are responsible for making sure that all applicable steps of this guidance are completed, including compiling all required pre-award documentation, BEFORE releasing a new award in the FBMS FA/Contract Management System (PRISM).   The Agreements Officer must also make sure the notice of award document is signed by the authorized Service employee (see Service policy 516 FW 3, Signature Authority for Grant and Cooperative Agreement Awards) BEFORE releasing the award in PRISM and obligating funds.

This guidance is a model and is not intended to dictate who will complete each step (e.g., program office staff versus award servicing office staff) or in what order the steps must be completed.  Programs and their servicing offices are responsible for determining which office has primary responsibility for completing each step of this guidance.  Programs and their servicing offices can use the Financial Assistance Business Process Tasks List Template (Attachment 1) as a starting point for developing a program-specific responsibility matrix.  Revise the template as needed to reflect the region- or program-specific tasks and process.  Contact your program leadership or award servicing office for program-specific standard operating procedures.

[bookmark: _Toc369158419]Prerequisite: Develop full text of the program or project announcement
We must develop the full text of our program or project announcement, i.e., develop a Notice of Funding Availability (NOFA) document, before we can post Funding Opportunities on Grants.gov and/or issue awards.  A NOFA is required for mandatory and discretionary competitive programs, and for single source awards over $25,000 (see Service policy 516 FW X, Issuing Discretionary Grant and Cooperative Agreement Awards without Competition (Single Source Awards)).  For the purposes of this section, the following definitions apply:
· Mandatory program: A program with an authorizing statute that requires the government to make an award to each eligible entity under the conditions and in the amount (or based on the formula) specified in the statute.  Under mandatory programs, no competition for funds among eligible entities is required.  The following table lists the Service’s mandatory programs by Catalog of Federal Domestic Assistance (CFDA) number:   
	CFDA
	Program Title
	Program Type

	15.605
	Sport Fish Restoration Program
	Formula Grants

	15.611
	Wildlife Restoration and Basic Hunter Education
	Formula Grants

	15.625
	Wildlife Conservation and Restoration 
	Formula Grants

	15.626
	Enhanced Hunter Education and Safety Program
	Formula Grants

	15.634
	State Wildlife Grants (Non-competitive)
	Formula Grants

	15.659
	National Wildlife Refuge Fund (Refuge Revenue Sharing)
	Direct Payments with Unrestricted Use

	15.663
	National Fish and Wildlife Foundation
	Project Grants (Mandatory)

	15.668
	Coastal Impact Assistance Program
	Formula Grants


· Discretionary program: A program with an authorizing statute that allows the government to exercise judgment in selecting the project, recipient, and/or the amount of the award through a competitive process.  In general, we must provide the public, when meeting applicable eligibility requirements, the opportunity to compete for discretionary awards. 
 
Discretionary programs, in accordance with their authorizing statue, must establish a competitive review process, including the merit and other review criteria that evaluators will use to judge applications.  Discretionary programs must also determine how the review process will work, who is responsible for evaluating applications, how evaluators are selected, the minimum number of evaluators required for a review, who will make the final project selections, how potential conflicts of interest will be avoided, and any other factors outside of the established merit and review criteria that might be used to make final project selections.      
· Single source awards: An award made with discretionary funds outside of a competitive process.  Single source awards must be used sparingly and only when they meet the criteria detailed in Service policy 516 FW X, Issuing Discretionary Grant and Cooperative Agreement Awards without Competition (Single Source Awards).

All NOFAs must follow the standard format prescribed by the Office of Management and Budget (OMB)’s Policy Directive on Financial Assistance Program Announcements (Vol. 68, No. 120, Monday, June 23, 2003) posted at http://www.whitehouse.gov/sites/default/files/omb/assets/omb/fedreg/062303policy_directive.pdf.  At a minimum, all NOFAs must require applicants to submit the appropriate SF 424, Application for Federal Assistance (i.e., SF 424, SF 424-Mandatory, or SF 424-Individual) form.  The only exception to the SF 424 requirement is if the program has OMB approval to use an alternative application form.

Use the Notice of Funding Availability Template (Attachment 2) as a starting point for developing a program- or award-specific NOFA.  Programs that already have a NOFA in place must compare that document to this template at least annually to make sure it contains all required elements and content.  FAPO will update this template over time to incorporate changes resulting from any new government-wide regulations, Department of the Interior or Service policy, or new/changed Financial and Business Management System (FBMS) functionality.  

Programmatic NOFAs must include the valid CFDA number for the program being announced.  Some NOFAs may be assigned multiple CFDAs, depending on how the programs are administered.  The CFDA(s) assigned to a NOFA determines the CFDA to be assigned to the award in FBMS (see Step 7).  For discretionary single source NOFAs, the CFDA number assigned must be valid for the project being announced.  We should not assign the CFDA for a discretionary program with an established competitive process to a single source award.  Instead, we should assign one of the Service’s general CFDA numbers to single source awards, as appropriate to the type of project to be awarded.  The Service’s general CFDA programs are: 
· 15.649 for training and technical assistance projects 
· 15.650 for research projects 
· 15.664 for Congressionally mandated or directed (earmarked) awards

For questions on assigning a CFDA to a NOFA, contact the Service’s CFDA Coordinator (contact information posted on the Intranet at https://inside.fws.gov/go/post/CFDA).  For more information on the CFDA, see the CFDA Frequently Asked Questions document posted on the Intranet at https://inside.fws.gov/go/post/CFDA. 

NOTE: 5 CFR 1320, Controlling Paperwork Burdens on the Public, requires financial assistance programs to submit to the White House Office of Management and Budget (OMB) for review and clearance the collection of the following types of information from applicants and recipients.  This requirement does not apply to single source awards:
· Application project and budget narratives and any other required documentation other than that found on OMB approved Government-wide application forms (Standard Form (SF) 424 “Family”); 
· Program-specific application forms;
· Recipient technical/progress/performance reporting; 
· Any other program or project-specific reporting required other than the information requested on OMB approved Government-wide recipient forms such as the SF 425 (Federal Financial Report), SF 270 (Request for Advance or Reimbursement), SF 271 (Outlay Report and Request for Reimbursement for Construction Programs) and SF 429 (Real Property Status Report); and
· Written requests for changes to project and budget narratives required prior to award amendment other than the information requested on OMB approved Government-wide application forms (SF 424 Family).

The Paperwork Reduction Act requires that when a Federal agency collects information from the public, those collections must minimize duplication and burden on the public, have practical utility, and support the proper performance of the agency's mission.  For more information and a listing of Service programs with OMB clearance, see the Service’s financial assistance information collection clearance page on the Intranet at https://inside.fws.gov/go/post/OMB-ICC.

[bookmark: _Toc369158420]Step 1: Determine appropriate funding instrument
Refer to the Selection of Funding Instrument Decision Diagram (Attachment 3) to assist you in determining the appropriate funding instrument.

A. Evaluate funding tool: In accordance with 505 DM 2, Section 2.9, the program office must evaluate if the activity to be funded is an acquisition/contract, an interagency agreement, or financial assistance award.  The principal purpose of financial assistance is to transfer funds, services, or property from the Service to an eligible, non-Federal recipient to carry out a public purpose of support or stimulation as authorized by a law of the United States.  An agency may provide financial assistance through various types of transactions including grants, cooperative agreements, loans, loan guarantees, interest subsidies, insurance, food commodities, direct appropriations, and transfers of property in place of money.  Financial assistance does not include obtaining goods or services for the Service.  If financial assistance is not the appropriate funding tool for the award being considered, STOP HERE and contact your contracting office.

	Documentation Required: Document the determination of financial assistance as the appropriate funding tool under Item 1 on the Checklist for a New Financial Assistance Award (Attachment 4).  NOTE: Completing Item 1 on the Checklist covers the determination requirement.



B. Determine award instrument: The program office must determine if the financial assistance award should be issued as a GRANT or a COOPERATIVE AGREEMENT.  In terms of award administration, grants and cooperative agreements are subject to the same government-wide regulatory and policy framework.  For both types of awards, we are responsible for monitoring recipient performance to ensure that the objectives are accomplished in accordance with the award terms and conditions.  The only difference between a grant and a cooperative agreement is that in a cooperative agreement the federal government, in addition to performing the routine administrative and monitoring activities expected for all financial assistance awards, is substantially involved in the project.  The following table details the types of substantial activities that would qualify the award as a cooperative agreement and compares them to the routine activities to be performed for all awards:

	Substantially involved
	NOT substantially involved

	According to 505 DM 2, Section 2.9 the Service is substantially involved in a project when our staff:  
· Participates and collaborates jointly with the recipient partner, volunteer, scientist, technician or other personnel, in carrying out the scope of work, including training recipient personnel or detailing Federal personnel to work on the project effort; 
· Reviews and approves one stage of work before the next stage can begin; 
· Reviews and approves, prior to recipient action, proposed modifications or sub-awards; 
· Helps select project staff or trainees; 
· Directs or redirects the work because of interrelationships with other projects; 
· Has power to immediately halt an activity if detailed performance specifications are not met; and 
· Limits recipient discretion with respect to scope of work, organizational structure, staffing, mode of operations and other management processes, coupled with close monitoring or operational involvement during performance under the award.
	The following routine federal administrative and monitoring activities to be performed by Service staff in fulfillment of their Federal oversight responsibilities do not qualify as substantial involvement and should not be included in any substantial involvement justification, funding opportunity description, or notice of award document:
· Providing Federal funds;
· Assigning a project officer;
· Approving recipient plans prior to award; 
· Fulfilling the normal and expected Federal stewardship responsibilities during the performance period such as setting reporting schedules, conducting desk audits or site visits, reviewing and approving financial and performance reports, providing general technical assistance as requested by the recipient, and other coordination or monitoring activities undertaken to ensure that the objectives are accomplished in accordance with the award terms and conditions; 
· Correcting unanticipated deficiencies in project or financial performance from the terms of the award; 
· Setting general statutory requirements understood in advance of the award such as civil rights, environmental protection, and provisions for the handicapped; 
· Implementing general administrative requirements understood in advance and included in the award terms and conditions such as OMB Circulars A-21, A-87, A-102, A-110, A-133, and other applicable regulations; and
· Assessing recipient performance after completion of the funded activity.



	Documentation Required:  Document which award instrument will be used under Item 2 on the Checklist for a New Financial Assistance Award.  Note: For cooperative agreements, the program must include in the Grants.gov funding opportunity (see Step 3) a detailed description of the Service’s expected substantial involvement and in the notice of award a detailed and project-specific description of the substantial activities to be carried out by Service staff (see Step 9).
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This step is not applicable to awards issued under the Service’s mandatory programs (see Prerequisite section).  For all other programs, see Service policy 516 FW X, Issuing Discretionary Grant and Cooperative Agreement Awards without Competition (Single Source Awards).  In general when meeting applicable eligibility requirements, we must provide the public the opportunity to compete for discretionary awards.  We must issue single source awards sparingly and only when the criteria detailed in 516 FW X is met.

	Documentation Required: Indicate under Item 3 on the Checklist for a New Financial Assistance Award if the award qualifies as a single source award.  

For every single source award, regardless of dollar amount, complete Service form FWS 3-2452, Determination for Issuing a Single Source Financial Assistance Award  in accordance with 516 FW X.  Completed form must be maintained in the official award file.  

For single source awards for $25,000 or more, the program office must also post a funding opportunity on Grants.gov (see Step 3).
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Mandatory programs are not required to post funding opportunities on Grants.gov.  For discretionary single source awards and competitive financial assistance programs we must either post a complete funding opportunity on Grants.gov or justify not posting a funding opportunity based on criteria provided in 505 DM 2.  

A. Justify not posting a Funding Opportunity on Grants.gov:  505 DM 2 provides the following justifications for not posting a funding opportunity on Grants.gov:
1. The funding opportunity is for a program that only publishes funding opportunities in the CFDA.  Publishing funding opportunities only in the CFDA is not common and is not applicable to Service programs;
2. The funding opportunity is for a mandatory program (see Prerequisite section);
3. The funding opportunity is for discretionary award(s) less than $25,000 for which 100 percent of eligible applicants live outside of the United States;
4. The funding opportunity is for a discretionary single source award for less than $25,000 (see Step 2);
5. The funding opportunity is for an award made under the Indian Self-Determination and Education Assistance Act (P.L. 93-638, 88 Stat. 2204); and	
6. Because of a compelling and unusual urgency, or substantial danger to health or safety, there is not enough time to follow adequate competitive procedures.  Lack of planning or processing delays do not constitute unusual urgency.
 
	Documentation Required: Check NO for Item 4, A. on the Checklist for a New Financial Assistance Award and select the applicable 505 DM 2 justification for not posting to Grants.gov under Item 4, B.  





B. Post a discretionary Funding Opportunity on Grants.gov
We must post a complete Funding Opportunity on Grants.gov for all discretionary competitive programs not exempted from the Grants.gov posting requirement (see Step 3, A.) AND all single source awards for $25,000 or more.  All discretionary programs must post a new Funding Opportunity each Fiscal Year (FY).  Programs that have multiple application due dates within the FY can modify their annual posting as needed throughout the year, but must create a new Funding Opportunity at the start of the next FY.  Single source Funding Opportunities must be posted publicly for at least five business days prior to award.  To meet the Office of Management and Budget’s focus on transparency, discretionary programs make their Funding Opportunities available to the public for application for not less than 30 calendar days prior to the start of the award selection process.

The steps of the Grants.gov Funding Opportunity posting process are detailed in this diagram:  
[image: ]








To be complete, a Funding Opportunity must include: 
1. A Synopsis (created in and posted to Grants.gov from PRISM),
2. A NOFA (see Prerequisite section), uploaded as an attachment to the Synopsis (will appear for the public under the Full Announcement screen); and 
3. An Application Package (will appear for the public under the Application screen).  

Posting a complete Funding Opportunity does not mean the applicant must apply through Grants.gov.  Program-specific instructions for how to apply must be provided in the NOFA (see Prerequisite section).  

All Funding Opportunities require the assignment of a valid and appropriate CFDA number.  The CFDA number(s) assigned to a Funding Opportunity must match the CFDA number(s) in the program NOFA (see Prerequisite section).  For more information on the CFDA, see the CFDA Frequently Asked Questions document posted on the Intranet at https://inside.fws.gov/go/post/CFDA.

For Funding Opportunities that will result in the funding of one or more cooperative agreements, the Synopsis “Description” field must include a description of the expected substantial Service involvement in the project as follows: “Substantial involvement on the part of the USFWS is anticipated for the successful completion of the activities to be funded.  In particular, the USFWS will be/expects to be responsible for the following: [list the specific project-related activities to be performed by Service staff].”  

For more information on Grants.gov, see the Service’s Grants.gov Information page on the Intranet at https://inside.fws.gov/index.cfm/go/post/grants.gov.   

	
	Documentation Required: On the Checklist for a New Financial Assistance Award, enter the Funding Opportunity Number in the corresponding header field and select YES under Item 4, A.  

Go to the publicly-posted Funding Opportunity Grants.gov and print (Ctrl+P) from within the browser window the following: 
1) Synopsis screen; 
2) Full Announcement screen; and the
3) Application screen.  

If you are unsure as to what screens must be printed, see the attached Sample Grants.gov Print Screens (Attachment 5).  Using the Ctrl+P function inserts the date on the bottom of the printed page.  The dated Grants.gov print screens must be maintained in either the official award file (this is the required method for single source awards) or a centralized subject-matter file (acceptable when multiple awards are made under a single funding opportunity).
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For all awards, we must review and approve the proposed project objectives, scope of work and project costs.  The approved application is the road map for project implementation.  Approved applications should clearly describe the: project goals, objectives, activities, methods, timetable, resources and staff needed to accomplish goals, project monitoring and evaluation plan, and expected outputs/outcomes of the project.  The Notice of Funding Availability Template (see Prerequisite section) provides sample text for requesting these key elements from applicants.

All awards must be based on applications that match the award to be made in regards to funding amount and project scope.  Following review, we may need to ask the applicant to revise their proposed scope of work, project narrative, budget and/or timeline to reflect the Service’s final funding decision.  

All applicants must submit a complete and signed SF 424, Application for Federal Assistance (SF 424, SF 424-Individual or SF 424-Mandatory) form.  The only exception to the SF 424 requirement is if the program has OMB approval to use an alternative application form (see Prerequisite section).  NOTE: The SF 424-Mandatory form is for applicants to mandatory programs only (see Table 3).  Service employees MUST NOT sign the required SF 424, Application for Federal Assistance for the applicant.  The Service is responsible for signing the official notice of award, not the application document.  

	Documentation Required:  On the Checklist for a New Financial Assistance Award:

Complete the Recipient Name, Type of Recipient, and Project Title header fields. 

Confirm under Item 5 that the award is made based on an approved application submitted by the applicant that matches the award to be made in regards to funding amount and project scope, and for applicants includes a complete and signed SF 424, Application for Federal Assistance form.  The application on which the award is based must be maintained in the official award file.






When reviewing an application we must consider the following, among other considerations: 
   
A. Budget analysis: We must conduct a review of the proposed budget following Department of the Interior guidance release DIG 2013-06, Financial Assistance Cost Review Guidance.  We must consider the following when reviewing a proposed budget: 
	
1. Cost principles: Financial assistance recipients are subject to the following Federal cost principles:
· 2 CFR Part 220, Cost Principles for Educational Institutions 
· 2 CFR Part 225, Cost Principles for State, Local and Indian Tribal Governments 
· 2 CFR Part 230, Cost Principles for Non-Profit Organizations (except those listed in Attachment C of OMB Circular A-122)
· 48 CFR Part 31.2, Cost Principles for for-profit/commercial organizations and non-profits listed in Attachment C of OMB Circular A-122)
· 45 CFR part 74, Appendix E, Principles for Determining Costs Applicable to Research and Development Under Grants and Contracts with Hospitals

Allowable costs are determined in accordance with the cost principles applicable to the organization incurring the cost.  Employees must be familiar with and consider the cost principles when reviewing applications and monitoring awards.

2. Indirect costs: A recipient receiving an award as an individual separate from a business or non-profit organization he/she may operate is not eligible to charge indirect costs to an award.  Any other recipient must either show that the indirect amount it seeks to charge is proper by establishing a Negotiated Indirect Cost Rate Agreements (NICRA) with the Federal government, or accept as a condition of the award a flat 10% indirect cost rate to be charged to the modified total direct costs for the life of the award.  See the Indirect Costs and Negotiated Indirect Cost Rate Agreements (Attachment 6) guidance document for more information on indirect costs and NICRAs.  

Applicants must provide in their budget justification narrative one of the statements provided in the Budget Justification section of the Notice of Funding Availability Template, and attach all required documentation.

	Documentation Required:  On the Checklist for a New Financial Assistance Award:

If the applicant is an individual, check YES for Item 6, A.  

For all other applicants, check YES next to ONE of the statements under 6B to indicate which of the required indirect cost rate statements/documentation the organization provided in their application.



3. Pre-award costs: Pre-award costs are any award-associated costs incurred prior to the award project period start date.  See the Setting Project Period Dates for Grant and Cooperative Agreement Awards (Attachment 7) guidance document for more information on setting appropriate project period dates on an award including approved pre-award costs.

Programs not otherwise restricted or prohibited from funding pre-award costs must inform applicants in the NOFA that until pre-award costs are authorized under an approved award, the applicant has no assurance that the Service will reimburse these costs.  The Notice of Funding Availability Template includes standardized text for this required notice. To qualify for pre-award cost reimbursement, an applicant must demonstrate in the application that some pre-award activities were necessary and reasonable for accomplishing the overall program objectives and would have been approved had they occurred within the project period.

An entire project must never be funded retroactively as pre-award costs, i.e. obligating funds after the project period has ended.  We must fund eligible grants and cooperative agreements prospectively for activities to be initiated after the project period start date.  

	Documentation Required:  Indicate under Item 7 on the Checklist for a New Financial Assistance Award if pre-award costs are approved under the award.  All correspondence/documentation resulting from the approval process must be maintained in the official award file.



B. Compliance reviews: Programs are responsible for making sure all legally required compliance reviews are completed BEFORE the recipient starts any potentially impactful activities funded under a grant or cooperative agreement.  In the event an award is released in PRISM and funds are obligated in FBMS before all compliance reviews are complete, the project period (performance period) MUST be set to start on a date in the future and include the following condition in the notice of award (see Step 8):
The project period start date of this award was set to a date in the future to allow time for all legally required site-specific compliance reviews to be completed.  If these compliance reviews are not completed by the stated project period start date, the USFWS will revise the start date and send you a revised notice of award.  Do not begin work on this project until the USFWS has notified you in writing that work can begin.  Recipients of Federal grants and cooperative agreement awards are responsible for ensuring that all project activities comply with the requirements of the National Environmental Policy Act (NEPA), Section 7 of Endangered Species Act (ESA), and Section 106 of the National Historic Preservation Act (NHPA).

The future project period start date must allow enough time for the completion of all required compliance reviews before any potentially impactful activities are started.  The required compliance reviews are:
1. National Environmental Policy Act (NEPA) Compliance: Programs must conduct a NEPA review for all projects with activities to be conducted in the United States, includes U.S. embassies and military installations in foreign countries.  A NEPA review requires an evaluation of the project scope, the potential for significant impact on the human environment, e.g. the natural and physical environment and the relationship of people to that environment, and the level of public interest and/or controversy generated by the proposed project.
  
An Environmental Assessment (EA) and/or an Environmental Impact Statement (EIS) and related documentation is required BEFORE any potentially impactful activities are started if the project:
· Is not completely covered by a Categorical Exclusion under 516 DM 2, Appendix 1 or 516 DM 8.5; 
· Does not meet the criteria for any Categorical Exclusion under 516 DM 2, Appendix 1 or 516 DM 8.5; OR 
· Is considered an Extraordinary Circumstance under 516 DM 2, Appendix 2.

The Division of Habitat and Resource Conservation, Branch of Conservation Planning Assistance is responsible for coordination of Service NEPA responsibilities and activities.  For more information, see the Service's NEPA Reference Handbook on the Internet at http://www.fws.gov/r9esnepa/index.html.

	Documentation Required: On the Checklist for a New Financial Assistance Award:

Check YES under Item 8, A. if all of the project activities will be conducted outside the United States (no further documentation is required), or 

Check YES under Item 8, B. if project activities will be conducted in the United States but all activities are covered by a Categorical Exclusion and no Extraordinary Circumstance applies to the project (no further documentation is required), or 

Check YES under Item 8, C. if any of the conditions requiring additional NEPA documentation apply to the project.  All related documentation must be maintained in the official award file or centralized subject-matter file.



2. Section 7 of the Endangered Species Act (ESA) Compliance: Section 7(a)(2) of the ESA directs all Federal agencies to make sure that any action they authorize, fund, or carry-out does not jeopardize the continued existence of an listed, proposed or candidate endangered or threatened species or a designated or proposed critical habitat. Under the implementing regulations (50 CFR 402), Federal agencies must review financial assistance applications for all actions to be conducted within the United States, including U.S. embassies and military installations in foreign countries, and on the high seas to determine whether the actions proposed may affect Federally listed and proposed species or proposed or designated critical habitat.  The high sea is the sea or ocean beyond the three-mile limit or territorial waters of a country.

No further review is required if: 
· All project activities will occur outside of the United States and the high seas; 
· No listed, proposed or candidate endangered or threatened species or designated or proposed critical habitat exists in the project area; or 
· The project has NO potential to affect species or their designated critical habitats.

The program must determine if further review is required when any project activities are to be conducted in the U.S. or on the high seas and any listed, proposed or candidate endangered or threatened species or designated or proposed critical habitat exists in the project area.  If the project may have an effect, the program must follow the appropriate concurrence/consultation procedures for determining either a not likely to adversely affect (NLAA) or likely to adversely affect (LAA) finding.  The procedures will vary by region, and may vary by program.  The concurrence/consultation process must be completed BEFORE any potentially impactful activities are started.  For more information, contact your regional Endangered Species office.

	Documentation Required:  On the Checklist for a New Financial Assistance Award: 
 
Check YES under Item 9, A. if no further review is required because: all project activities will occur outside of the United States and the high seas; no listed, proposed or candidate endangered or threatened species or designated or proposed critical habitat exists in the project area; or the project has NO potential to affect species or their designated critical habitats, or

Check YES under Item 9, B. if project activities are to be conducted in the U.S. or on the high seas AND any listed, proposed or candidate endangered or threatened species or designated or proposed critical habitat exists in the project area AND the program has made a determination that the proposed project activities will have NO EFFECT, or

Check YES under Item 9, C. if the program has followed the appropriate procedures for either a determination/finding of NLAA or a finding of LAA for a formal consultation through the intra-Service consultation process.  All resulting documentation must be maintained in the official award file or centralized subject-matter file.



3. Section 106 of the National Historic Preservation Act (NHPA) Compliance: Any project with the potential to cause effects on historic properties must be accounted for under the Section 106 consultation process.  For ALL projects with activities being conducted within the United States, including U.S. embassies and military installations in foreign countries, contact your Headquarters/Regional Historic Preservation Officer (HPO) for guidance on which projects require additional documentation and review.  See the list of HPOs on the Internet at http://www.fws.gov/historicPreservation/contactUs.html.  

	Documentation Required:  On the Checklist for a New Financial Assistance Award: 

Check YES under Item 10, A. if all of the project activities will be conducted outside the United States (no further documentation is required), or 

Check YES under Item 10, B. to indicate compliance with Section 106 of the NHPA.  All related documentation must be maintained in the official award file or centralized subject-matter file.  



C. Federally-purchased equipment: Applicants cannot use equipment paid for by the U.S. Federal Government under another award as matching or in-kind contributions.  Programs must request from applicants a separate list/accounting of any equipment paid for by the U.S. Federal Government that will be used for the project, including the name of the Federal agency that paid for the equipment.  The Notice of Funding Availability Template includes this requirement.

D. Legal review: See 505 DM 2, Section 2.8 D and E (5) for a description of the legal review responsibilities.  There is no dollar threshold or any other pre-defined criteria requiring a legal review of a grant or cooperative agreement.  For grants and cooperative agreements, a legal review is generally optional.  A legal review is needed only when we determine that the proposed project is of high complexity/novelty, or exhibits intellectual property issues or potential conflicts of interest, or other such concerns. 

	Documentation Required:  Indicate under Item 11 of the Checklist for a New Financial Assistance Award if a legal review was requested.  If legal review from the Office of the Solicitor was requested and a response was received, a copy of the request and the response must be maintained in the official award file.



E. Single audit requirements: All U.S. states, local governments, federally-recognized Indian tribal governments and non-profit organizations that spend $500,000 or more in Federal award funds in a fiscal year (FY) must submit A-133 Single Audit reports to the Federal Audit Clearinghouse.  These entities must submit as part of their application a statement regarding whether they were required to submit an A-133 report for their most recently closed fiscal year and, if required, indicating if that report has been uploaded to the Federal Audit Clearinghouse-Single Audit Database.  NOTE: The Notice of Funding Availability Template includes standardized text for this requirement.
 
For all applicants reporting that they were required to submit an A-133 Single Audit report in their most recently closed fiscal year, the program office must search the Federal Audit Clearinghouse-Single Audit Database on the Internet at http://harvester.census.gov/fac to confirm that the report is available on the site.

	Documentation Required:  On the Checklist for a New Financial Assistance Award: 

Check YES under 12, A. if the applicant is not a state, local or federally-recognized Indian tribal government or non-profit organization and therefore not subject to A-133,

Check YES under Item 12, B. if the applicant is a state, local or federally-recognized Indian tribal government or non-profit organization that reported in their application that they were NOT required to submit an A-133 Single Audit Report for their most recently closed fiscal year, or 

Check YES under Item 11, C. if the applicant reported in their application that they WERE required to submit an A-133 Single Audit Report for their most recently closed fiscal year.  Go to http://harvester.census.gov/sac and search for the entity.  Once the entity’s records are returned, print (Ctrl+P) from within the browser window the “Results from Query of Single Audit Database” screen.  Using the Ctrl+P function inserts the date on the bottom of the printed page.  The dated screen print must be maintained in the official award file or in a centralized subject-matter file.



[bookmark: _Toc369158424]Step 5: Verify intended recipient eligibility 	
The program or servicing office must verify the intended recipient’s eligibility to receive a Federal assistance award.  To do this, the program or servicing office must make sure that the entity has complied with, or is waived from, the System for Award Management (SAM) and Data Universal Numbering System (DUNS) registration requirements and confirm that the entity is not debarred or suspended from receiving federal financial assistance.  See Service policy 516 FW 5, Data Universal Numbering System (DUNS) and System for Award Management (SAM) Registration Requirements for more information on the SAM and DUNS registration requirements.

Some programs may choose to perform this step before conducting their application review and selection process.  However, to make sure selected applicants are eligible at the time the award is issued, perform this step as close to the actual award date as possible.  Applications from debarred or suspended applicants may be reviewed and considered for funding because the applicant’s debarred or suspended status may be resolved or removed by the time the program issues the actual award.  

NOTE: Employees performing this step must create and maintain an Individual User Account on SAM.gov.  When applicants register on SAM.gov, they are given the choice to opt out of the public search function.  Opting out of the public search function means that their SAM.gov record cannot be seen by the casual public user.  To see all records, government employees must register for a SAM.gov Individual User Account with their government email address.  

A. Document automatic SAM registration waiver for individuals
An individual applying for or receiving Federal funds under a grant or cooperative agreement award separate from a business or non-profit organization he/she may operate is automatically waived by OMB regulation.  

	Documentation Required:  If the recipient is an individual, check YES under Item 13, A. on the Checklist for a New Financial Assistance Award.  Go on to Step 5, C.



B. Request a Service waiver from SAM
The Service may only approve a waiver if one of the following criteria is met: 
1. We must protect information about the entity from disclosure to avoid compromising classified information or national security or jeopardizing the personal safety of the entity’s clients, or
2. A foreign entity is applying for or receiving an award for less than $25,000, the project will be conducted outside of the United States, and we find it impractical for the entity to comply with the requirement.

If one of these criteria is met, we can waive the requirement for both the DUNS and SAM registration, or, if the recipient has a DUNS number but cannot register in SAM, we can waive just the SAM registration requirement.  See 516 FW 5, Data Universal Numbering System (DUNS) and System for Award Management (SAM) Registration Requirements for instructions on how to request a waiver.

	Documentation Required:  If the Assistant Director – Wildlife and Sport Fish Restoration Program has approved a SAM waiver for the recipient, check YES under Item 13, B.  The completed and signed Service form FWS 3-2451, Financial Assistance Recipient Data Universal Numbering System (DUNS)/System for Award Management (SAM) Registration Waiver reflecting the approval must be maintained in the award file.  Go on to Step 5, C.



C. For SAM-waived entities, review active Exclusions in SAM
Go to https://www.sam.gov/portal/public/SAM/, log in, and then search for the individual/entity by name or partial name.  If the entity was waived from SAM (see Step 5, B.) but has a DUNS number, search for the entity by DUNS number.  If the entity does not have a DUNS number, search for the entity by name.  Search for individuals by name.  For every Active Exclusion record returned, review the record to determine if the exclusion prohibits the entity from receiving an award from the funding program.  In some cases Exclusions are specific to a particular type of project or activity.

NOTE:  For SAM-waived recipients, we MUST check the SAM Exclusions database prior to every award, even if the program will fund multiple awards to the same recipient in the same fiscal year!  We must also check the SAM Exclusions database prior to every award amendment.  The only exception to this is when doing an amendment to deobligate an unused balance of funds as part of the award closeout process.  

	Documentation Required:    
If no Active Exclusion record is found, check YES under Item 14 on the Checklist for a New Financial Assistance Award.  Print (Ctrl+P) from within the browser window the search result screen(s) showing no Active Exclusion found.  Using the Ctrl+P function inserts the date on the bottom of the printed page.  Dated screen prints reflecting all search results must be maintained in the official award file. Go on to Step 6.  

If an Active Exclusion record is found, review it carefully to see if it prohibits the entity from receiving an award from the funding program.  If it does, STOP HERE.  Do not make an award to a suspended or debarred entity!  If the Active Exclusion does not prohibit the entity from receiving an award from the funding program, check YES under Item 14 on the Checklist for a New Financial Assistance Award.  Print (Ctrl+P) from within the browser window the Active Exclusion Summary screen.  Using the Ctrl+P function inserts the date on the bottom of the printed page.  The dated Active Exclusions Summary screen print must be maintained in the official file. Go on to Step 6.



D. For all entities not waived from SAM, confirm SAM registration and review active Exclusions
To complete this step, go to https://www.sam.gov/portal/public/SAM/, log in and then search for the entity by the DUNS number provided by the applicant on their SF 424, Application for Federal Assistance form.  The search by DUNS must return an Active Entity record for the entity.  If an Active Entity record is not found, we must contact the entity to inform them that they must register in SAM or revalidate their expired SAM registration.  To determine if the entity must either register or revalidate an existing registration, filter your search results to show both Active and Inactive records (the default search is to show only Active records).  Once an Active SAM record is available for the entity, review the following:
· Expiration date, to see if their registration is likely to expire before the award is issued.
· SAM Core Data information, to verify if the entity has one or more DUNS-Plus-4 designations and, if they do, verify if they also have multiple CAGE codes associated with their DUNS number.  If the entity does have multiple CAGE codes associated with their DUNS number, they will also have multiple vendor records in FBMS with the same DUNS number (FBMS vendor records are unique by DUNS and CAGE code combinations).  Contact the entity to find out which CAGE code is appropriate, as this will be important when selecting the correct FBMS vendor record for the award (see Step 6).
· Any Active Exclusion records for the entity.  For every Active Exclusion record returned, review the record to determine if the exclusion prohibits the entity from receiving an award from the funding program.  In some cases Exclusions are specific to a particular type of project or activity.
 
NOTE: For all recipients not waived from SAM, we MUST check SAM registration status and review the SAM Exclusions database prior to every award, even if the program will fund multiple awards to the same recipient in the same fiscal year!  We must also check SAM registration status and search the SAM Exclusions database prior to every award amendment.  The only exception to this is when doing an amendment to deobligate an unused balance of funds as part of the award closeout process.

	Documentation Required:  
On the Checklist for a New Financial Assistance Award, enter the recipient’s DUNS number in the corresponding header field and then check YES under Item 13, C.

Print (Ctrl+P) from within the browser window the SAM Entity Overview screen showing “Active” in the Registration Status field.  Using the Ctrl+P function inserts the date on the bottom of the printed page.  The dated screen print must be maintained in the official award file.

If no Active Exclusion record is found, check YES under Item 14 on the Checklist for a New Financial Assistance Award.  Print (Ctrl+P) from within the browser window the search result screen(s) showing no Active Exclusion found.  Using the Ctrl+P function inserts the date on the bottom of the printed page.  Dated screen prints reflecting all search results must be maintained in the official award file. Go on to Step 6.  

If an Active Exclusion record is found, review it carefully to see if it prohibits the individual/entity from receiving an award from the funding program.  If it does, STOP HERE.  Do not make an award to a suspended or debarred entity!  If the Active Exclusion does not prohibit the individual/entity from receiving an award from the funding program, check YES under Item 14 on the Checklist for a New Financial Assistance Award.  Print (Ctrl+P) from within the browser window the Active Exclusion Summary screen.  Using the Ctrl+P function inserts the date on the bottom of the printed page.  The dated Active Exclusions Summary screen print must be maintained in the official award file. Go on to Step 6. 



[bookmark: _Toc369158425]Step 6: Identify FBMS vendor and verify payment method is established
We must establish a payment method for the expected recipient BEFORE releasing an award and obligating funds in FBMS to that recipient.  A recipient’s payment method is documented on their vendor record in FBMS.  Releasing an award before the recipient’s payment method is documented on their FBMS vendor record will cause system errors and payment delays!  

To complete this step, follow the Establishing a Recipient’s Payment Method before Obligating Funds for a New Grant or Cooperative Agreement Award in FBMS guidance document posted on the Intranet at https://inside.fws.gov/go/post/Payments-New.  All attachments referenced in the guidance are also posted on the Intranet on the same page.  

	Documentation Required:  Check YES under Item 15 on the Checklist for a New Financial Assistance Award to document that all applicable steps of the Establishing a Recipient’s Payment Method before Obligating Funds for a New Grant or Cooperative Agreement Award in FBMS guidance were completed.



[bookmark: _Toc369158426]Step 7: Identify the CFDA number
All awards must be assigned a single, valid and appropriate CFDA number.  The CFDA number assigned to an award must match at least one of the CFDA number(s) identified in the NOFA (see Prerequisite section) and Grants.gov Funding Opportunity (see Step 3, B.).  For more information on the CFDA, see the see the CFDA Frequently Asked Questions document posted on the Intranet at https://inside.fws.gov/go/post/CFDA.

It is important that you assign the correct CFDA Number to an award!  The assignment of a CFDA number to an award documents the Service’s authority to award the grant or cooperative agreement.  See the Authorization section of the program’s CFDA.gov profile for a list of authorizing legislation.  Service programs, and the Service as a whole, use the CFDA number assigned to their awards as a means to filter or consolidate program data used to respond Congressional and Departmental information requests, produce required Congressional reports, and support annual budget justification exercises, among other reporting needs.  Assigning an invalid CFDA number to an award will impact the accuracy of that program’s reporting.

If you have any questions regarding which CFDA number to assign to an award, contact the Service’s CFDA Coordinator (contact information posted on the Intranet at https://inside.fws.gov/go/post/CFDA). 

	Documentation Required:  Enter the CFDA number and CFDA program title to be assigned to the award in the corresponding header fields on the Checklist for a New Financial Assistance Award.  



[bookmark: _Toc369158427]Step 8: Complete a notice of award
For every award, we must provide a complete notice of award to the recipient.  A notice of award includes the following elements:
A. Award cover page/letter,
B. General terms and conditions, 
C. Any special program or project-specific terms and conditions, and 
D. Any other information required by the program.
The table below provides guidance on each element:
	Element
	Guidance

	Award cover page/letter
	This is a required element.  The Service has two official formats for the award cover page/letter.  Programs may use: 1) the PRISM Grant and Cooperative Agreement Cover Page or 2) a customized notice of award letter that is based on the Notice of Award Letter Template (Attachment 8).  No other formats are authorized for Service use.

Award cover pages/letters must include the award project period start and end dates.  See the Setting Grant and Cooperative Agreement Project and Funding Period Dates document for guidance on setting appropriate project period dates.

Award cover pages/letters must be signed by an authorized Service representative (see Service policy 516 FW 3,).

Programs sending the PRISM Grant and Cooperative Agreement Cover Page to a recipient must modify the form (see Step 10 for instructions) and make sure the recipient also receives:
· Complete Service project officer contact information,
· Detailed payment instructions, and
· Detailed financial and performance reporting requirements, including reporting periods, due dates and submission instructions, as required under Service policies 516 FW 1, Financial Reporting for Grant and Cooperative Agreement Awards and 516 FW 2, Performance Reporting for Grant and Cooperative Agreement Awards.

	General Terms and Conditions

	This is a required element.  A notice of award must include, either by citation or as an attachment, the U.S. Fish and Wildlife Service Financial Assistance Award Terms and Conditions (Attachment 9) posted on the Internet at [URL to be determined].  The Service will no longer reference the DOI award terms and conditions.

	Special Terms and Conditions
	When special terms and conditions are applicable, they must be included in the notice of award.  Do not include special terms/conditions that do not apply to the particular award being issued!  Use the Sample Financial Assistance Award Special Terms and Conditions (Attachment 10) document as a starting point for developing any special terms and conditions for the award.  Not all the suggested special terms and conditions will apply to every award.  

	Additional Information
	Attach any additional information required by the program.  It is not necessary to re-send the recipient their approved application, as all awards will be based on approved applications submitted by the applicant that match the award to be made in regards to funding amount and project scope (see Step 4).



	Documentation Required:  On the Checklist for a New Financial Assistance Award, enter either the (1) actual project period start date or (2) if the project period will start on the date the cover sheet/letter is signed, enter “Signature date”.  Also enter the project period end date in the corresponding header fields.

A copy of the complete notice of award must be maintained in the official award file.


	
[bookmark: _Toc369158428]Step 9: Compile required pre-award documentation
The following pre-award documentation is required, as applicable to the award:
· Completed Checklist for a New Financial Assistance Award
· If a cooperative agreement award, a detailed description of the Service’s expected substantial involvement in the Grants.gov funding opportunity and the notice of award.
· If a single source award, completed FWS 3-2452, Determination for Issuing a Single Source Financial Assistance Award form.
· For discretionary competitive programs not exempted from the Grants.gov posting requirement under 505 DM 2 AND all single source awards for $25,000 or more, evidence that a complete Grants.gov Funding Opportunity was published.  Evidence is dated screen prints of the 1) Synopsis screen; 2) Full Announcement screen; and 3) the Application screen. 
· The recipient’s complete approved application that includes a complete and signed SF 424 form and matches the award to be made in regards to funding amount and project scope. 
· If applicable, a copy of the applicant’s current Negotiated Indirect Cost Rate agreement.  
· Evidence that all legal compliance requirements including National Environmental Policy Act (NEPA), Section 7 of the Endangered Species Act (ESA), and Section 106 of the National Historic Preservation Act (NHPA) were met or notice of award project period was set for a date in the future to give time for these compliance requirements to be completed before award activities begin.
· If legal review from the Office of the Solicitor was requested, documentation of the request and any response received. 
· If the entity is subject to A-133 and reported in their application that they were required to submit an A-133 Single Audit Report for their most recently closed fiscal year, the “Results from Query of Single Audit Database” print screen.
· If the Assistant Director – Wildlife and Sport Fish Restoration Program has approved a DUNS/SAM waiver for the recipient, the documentation required in Service policy 516 FW 5.
· If the entity is required to register in SAM, the SAM.gov print screen showing the entity has an Active registration.
· For all recipients, either the SAM.gov print screen showing the entity has no Active Exclusions or, for every Active Exclusion found, the complete exclusion record showing that the exclusion does not prohibit the recipient from receiving the award.
· A complete notice of award, including an award cover page or letter signed by the authorized Service representative (see Service policy 516 FW 3).

[bookmark: _Toc369158429]Step 10: Complete Grants Purchase Request and PRISM Award processes
Follow your program/servicing office instructions for completing a Grants Purchase Request and a new award in PRISM.  

If you will send the completed PRISM Grant and Cooperative Agreement Cover Page form to the recipient as part of the notice of award (see Step 8), the form must be modified before it is sent to the recipient.  See the Modifying the PRISM Grant and Cooperative Agreement Cover Page (Attachment 11) guidance document for more information.

FBMS Work instructions and the training materials posted on the Intranet at https://inside.fws.gov/go/post/FAS-Branch are your best resources for resolving issues.  Open an FBMS Help Desk ticket when you are unable to resolve the issue from work instructions and training materials.  To open an FBMS Help Desk ticket, send an email to FBMS_helpdesk@nbc.gov with a detailed description of the issue, including screenshot of any system error messages and/or screens relevant to the issue being reported.  

[bookmark: _Toc369158430]Step 11: Send notice of award to the recipient
Whenever possible, send the complete notice of award (see Step 8) to the recipient electronically.  Recipients are not required to co-sign award cover sheets/letters.  Asking a recipient to co-sign the award adds an unnecessary burden and increases the award processing time.  See Service policy 516 FW 3 and the U.S. Fish and Wildlife Service General Terms and Conditions for Financial Assistance Awards for clarification on when a recipient accepts responsibility for the terms and conditions of the award.

[bookmark: _Toc369158431]Step 12: Create a PRISM Milestone Plan
A PRISM Milestone Plan is required for all awards issued after March 18, 2013.  See Service policy 516 FW 2, Performance Reporting for Grant and Cooperative Agreement Awards for more information on the Milestone Plan requirement.  For instructions on creating a Milestone Plan, see the Create a Milestone Plan Tutorial posted on the Intranet at https://inside.fws.gov/index.cfm/go/post/FAS-Tutorials.  

[bookmark: _Toc369158432]Step 13: Establish an official award file
In general, all pre-award documentation unique to an award must be maintained in a single official award file.  When official file documentation must be shared between a program office and a servicing office, the offices are jointly responsible for ensuring that the appropriate servicing office and program office employees have ready access to the official award file documentation.  This means offices must provide each other hard copies of any official file documentation as soon as it becomes available or upload the documents to a shared, electronically accessible space where they can be easily accessed by servicing and program office staff.  

The only exception to the standard of maintaining a single official award file is when the program can eliminate excessive duplication of effort by maintaining some documentation in centralized subject-matter files.  If the program determines that a centralized file is more appropriate for some official award file documentation, the centralized file must be well marked, well maintained, accessible to all appropriate servicing and program office staff, and readily available upon request for reviews or audits.  

The pre-award documentation that programs may choose to maintain in a centralized file includes: 
· For programs that issue multiple awards under the same annual Funding Opportunity, the screen prints of the Grants.gov Funding Opportunity;
· For recipients receiving multiple awards from a single program in the same fiscal year, the recipient’s NICRA(s), annually-signed recipient SF 424 Assurance forms and “Results from Query of Single Audit Database” screen prints; and
· Legal compliance review documentation.  

The pre-award documentation that must always be maintained in the official award file: 
· Completed Checklist for a New Financial Assistance Award; 
· Recipient’s final approved application; 
· For a single source award, the completed FWS 3-2452, Determination for Issuing a Single Source Financial Assistance Award form and, if over $25,000, the screen prints of the Grants.gov Funding Opportunity;
· All SAM registration and Exclusions check screen prints (must be done prior to every award); and
· The signed notice of award cover sheet or letter.
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