Dear Drug Free Communities Grantee:
Mentoring Program

Continuation applications must be submitted by March 14, 2008.

This letter is to provide you with important information and instructions to help you
submit the appropriate materials for the continuation of your Drug Free Communities
(DFC) Mentoring grant. (Reminder note: DFC Mentoring grantee must be a DFC
grantee in FY 2008)

You were awarded a grant for two years through the DFC Mentoring program. In order
to continue grant support for FY2008, ONCP and SAMHSA require that you submit
continuation documentation which includes a budget and work-plan for the coming year.
Although many of the standard forms you will encounter in this process are referred to as
“application” materials, we remind you that this is not a competitive grant application
process. ONDCP and SAMHSA do, however, need this vital information in order to
continue your DFC Mentoring grant funding.

You may submit your 2008 continuation package through grants.gov or regular mail. FY
2008 Continuation forms can be obtained either through grants.gov (www.grants.gov) or
at www.samhsa.gov.

CONTINUATION PROCESS
Complete Form PHS 5161-1. Please prepare your continuation paperwork carefully in

accordance with the Supplementary Instructions (attached). You need to complete
and submit:

SF-424 (Version 02)- face page

SF-424A - budget page

Assurance and Certifications —(See supplemental instructions)

Project/Program narrative outlining the progress and accomplishments resulting
from the past year of support. Instructions are provided in the Supplementary
Instructions.

A work-plan for the coming year

6. Resumes and job descriptions for any key staff changes. Please list the date that
changes go into effect.
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http://www.grants.gov/
http://www.samhsa.gov/grants06/continuation.aspx
http://www.samhsa.gov/grants06/downloads/supplement_instructions.pdf

7. Include your grant number (SP#) as reflected on page 1 “Grant Number” on your
last Notice of Award (NoA) — on item 5b (Federal Identifier) of SF 424

8. In addition to the required detailed budget and narrative justification for the
continuation period, submit an explanation/justification including supporting
documentation, if necessary, for any changes from the current budget period.
Grantees should identify Federal and non-federal dollars used to support or
provide program or direct services in the attached budget narrative and
justification.

9. PHS 5161-1 Checklist

SUBMITTING YOUR APPLICATION

ELECTRONIC SUBMISSION THROUGH GRANTS.GOV

To submit your package electronically at www.grants.gov apply site you need to:
At least 10 days before you submit an application through grants.gov you may need to
complete and/or renew your organization’s registration with that system. Steps for

completing the registration can be found at www.grants.gov under “For Applicants — Get
Registered”.

To submit an application follow the instruction under www.grants.gov “For Applicants —
Apply for Grants”. You may access the application with either the CFDA no.: 93.276 or
the funding opportunity number: SAMHSACONTO08-04.

It is strongly recommended that you submit your grant application using Microsoft Office
products (e.g., Microsoft Word, Microsoft Excel, etc.). If you do not have access to
Microsoft Office products, you may submit a PDF file. Directions for creating PDF files
can be found on the Grants.gov Web site. Use of file formats other than Microsoft Office
or PDF may result in your file being unreadable by our staff.

SAMHSA requires original signatures on certain application documents. Therefore, you
must submit a signed paper original of the face page (SF 424) and a hard copy of any
other required documentation that cannot be submitted electronically. You must reference
the Grants.gov tracking number from your application, on these documents with original
signatures. The documents must be received, at the SAMHSA Grants Management
Office, 1 Choke Cherry Rd. — Room 7-1091, Rockville, MD 20857 (USPS) or 20850
(overnight carrier), within 5 business days of your electronic submission.

After you electronically submit your application, you will receive an automatic
acknowledgement from Grants.gov that contains a Grants.gov tracking number. It is
important that you retain this number. Include the Grants.gov tracking number in the top
right corner of the face page for any paper submission.
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For assistance with the grants.gov contact:

Email: support@grants.gov

Telephone: 1-800-518-4726. The Grants.gov Contact Center hours of operation
are Monday-Friday, 7 a.m. to 9 p.m., Eastern Standard Time (except legal
holidays).

To submit your paper application through a common carrier you need to:

1. Obtain the forms from the SAMHSA website (www.samhsa.gov ) — grants —
applying for a continuation SAMHSA grant

2. Complete the forms and other documents. Be sure to include your grant number
on all paperwork.

3. Send the original and two copies to this mailing address:

Division of Grants Management

1 Choke Cherry Rd. — Room 7-1091

Rockville, MD 20857 (USPS) or 20850 (overnight carrier)
If you require a phone number for delivery, you may use (240) 276-1417.

PLEASE DO NOT e-mail applications to your Grants Management Specialist or Project
Officer.

For SAMHSA related questions, please contact the Grants Management Contact
listed on your Notice of Grant Award Letter.

Applications must be submitted by March 14, 2008.

Sincerely,

Kathleen Sample

Acting Grants Management Officer
Division of Grant Management
Office of Program Services

Page 3


mailto:support@grants.gov?subject=Support
http://www.samhsa.gov/

SUBSTANCE ABUSE AND MENTAL HEALTH SERVICES ADMINISTRATION
(SAMHSA)

SUPPLEMENTARY INSTRUCTIONS FOR COMPLETING PHS 5161-1
GRANT APPLICATION FOR NON-COMPETING CONTINUATION
FOR NON-COMPETING DRUG FREE COMMUNITIES (DFC)
CONTINUATION GRANTEES - Mentoring

General information and instructions for completing and submitting a non-competing
continuation application may be found in the Application Form PHS 5161-1. The
following information is specifically directed at SAMHSA programs and is intended to
supplement, clarify, or, where necessary, replace those within the application form.

USEFUL INFORMATION FOR COMPLETING PHS 5161-1
(complete all sections applicable to your grant)

I. Face Page — SF 424 (Version 02)
Item 5b — Federal Identifier: For a continuation or revision to an existing award, enter

the previously assigned Federal award identifier number - on page 1 “Grant Number” on
the Notice of Award (NoA).

Item 8f - Name and contact information of person to be contacted on matters involving
this application: enter the name and telephone number of the current Program Director.

Item 11 - Catalog of Federal Domestic Assistance Number: 93.276

Item 12 - Funding Opportunity Number: SAMHSACONTO08-04

Item 18 - Estimated Funding: Enter the amount of Federal funds (TOTAL COSTS:
Direct and Indirect Costs) being requested from SAMHSA for this continuation grant
application. This total should correspond with the figures on the 424A. NOTE: Page 2
“Summary Totals for all Years”on your current NOA shows the maximum allowable
amount of Federal dollars (contingent on availability of funds) for which you may apply
this continuation year.

Program income is defined as income earned by a grantee from activities part or all of the
cost of which is borne as a direct cost by a grant or income that would not have occurred
except for the existence of the grant-supported project.

Item 19 - Executive Order 12372: Refer to listing of SPOC. If your State is not listed, it
does not participate in the requirements.
(http://www.samhsa.gov/grants/continuation.aspx)

Item 21 — Assurances and Certificates: Check “I agree” and have authorizing official
sign —a copy of the certifications and assurances, for your records, is found at
http://www.samhsa.gov/grants/apply.aspx.
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Il. SF 424A - Budget Information — Non-Construction Programs
Section B - Budget Categories

Line 6 Column (1) Enter the Federal dollars being requested for each object class
category. The total of Column () should equal the amount reflected in
Section A Column (e) — this amount should be no more than what was
approved for future funding years (Page 2 of NoA -“Summary Totals for
all Years”).

Line 6 Column (2) Enter the total non-Federal funds (match) for each object
class category. The total of Column (2) should equal the amount reflected
in Section A Column (f).

If indirect costs are requested, enter the amount on line 6j, Column (1). To
substantiate the request, a copy of the applicant organization's most current
negotiated indirect cost rate agreement established must be submitted with the
application. Failure to submit a copy of this established rate may result in delay of the
award.

INSTRUCTIONS FOR COMPLETING THE PROGRAM NARRATIVE:

These instructions for completing the program narrative portion of a noncompetitive
continuation application replace those found in the PHS 5161-1. NOTE: A complete
resubmission of the material contained in the initially approved application is not
required. The program narrative for a noncompetitive continuation application consists
of:

- Report of Progress of the Project
- Work-plan for the Coming Year

Some of the information in the program narrative outline may be difficult to answer. This
may be particularly true if there have been delays in starting up portions of your program.
When information is not available, indicate so.

Project Progress Report:
l. Provide an overall summary of progress (up to 3 pages) toward achieving the
goals and objectives of the DFC Mentoring program as outlined in your FY07
Mentoring application.

Il. Provide a description and explanation of changes, if any, made during this
budget period affecting:
a. goals and objectives;
b. project location;
c. projected time line for project implementation;
d. organizational structure and/or staff alignment and responsibilities; and,
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e. approach and strategies proposed in the initially approved and funded
application;
f. Mentor/mentee relationship and/or formal agreement(s).

I1. Description of activities and accomplishments related to the goals and
objectives

IV.  Description of difficulties/problems encountered in achieving planned goals
and objectives addressing:
a. Barriers to accomplishment
b. Actions to overcome difficulties

V. Description of evaluation activities including plans, progress, major findings
and problems encountered.

Work-plan for the Coming Year:

A work-plan for the 12-month proposed continuation year (September 30, 2008-
September 29, 2009) is to be submitted. Use the below guidance and outline for your
work-plan.

e Provide a realistic time line for the project (chart or graph) showing goals,
objectives, key activities, milestones and responsible staff. Include a detailed time
line for the project, focusing on major milestones/activities.

e Provide a list of individuals (staff and coalition members/volunteers) from the
mentor coalition who will participate in the project, showing the role of each and
their level of effort and qualifications. Include the project director and other key
personnel.

e Provide a list of individuals (staff and coalition members/volunteers) from the
mentee coalition who will participate in the project, showing the role of each,
their level of effort and their qualifications. Include the project director and other
key personnel.

e Describe the work activities and process(es) that the mentor grantee will use to
implement the Strategic Prevention Framework (SPF) with the mentee
organization. This includes:

a. Community Assessment Activities: Analyzing information about the
problems, resources, goals, and factors affecting the community.

b. Capacity Activities: Defining organizational structure and operating
mechanisms
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c. Planning Activities: Developing a framework for change incorporating
problem statements and logic models.

d. Evaluation Activities: Documenting progress, collecting core measures,
and using feedback to improve.

e Describe how the responsibility for implementing the strategic plan and related
work activities will be diffused among mentor coalition members and/or other
community partners.

e Describe how the responsibility for implementing the strategic plan will be
diffused among mentee coalition members and/or other community partners.

e Describe how you will monitor the implementation of your strategic plan as
things change. For example, note specific milestones or key events will the
leaders of the coalition use to monitor the success of the implementation of the
plan.

I11. PHS 5161-1

Part A - Item 4: List the date the HHS 690 was submitted

Part B - Item 1: Public Health System Impact Statement for the program should have
been completed and distributed with the first year of the award.

Part C - The "administrative official to be notified..." should be either the authorizing
official identified in Item 21a on SF 424 or the designated business official of the
applicant organization.

The individual "designated to direct the proposed project or program™ must be the
same individual (Program Director) identified on SF 424 — Item 8f .

Part D: If non-profit status was previously filed complete bottom portion. If this is a
new non-profit designation submit at least one of the required documents with the
application.

SF LLL — Disclosure of Lobbying Activities

Forms regarding disclosure of Lobbying activities should not be completed unless there

is/was actual lobbying activities during the current funded budget period. Indicate “Not
Applicable” if there is no lobbying activity.
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