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ELECTRONIC APPLICATION THROUGH WWW.GRANTS.GOV 

 
• HUD uses Grants.gov to electronically receive 

applications. 
 

• Grants.gov uses an Adobe Forms Application 
package. 
 

• Applicants must download Adobe Reader 9.4 or 
the newest reader available via Grants.gov 

 
 

 



Five requirements for electronic filing 
registration: 

 
•  Must have a DUN and Bradstreet Data Universal 

Identifying Numbering System (DUNS) number. 
 

• Must have an valid registration in the Central 
Contractor Registration (CCR) 

ELECTRONIC APPLICATION THROUGH WWW.GRANTS.GOV 



ELECTRONIC APPLICATION THROUGH WWW.GRANTS.GOV 

 
• Must have a User ID and Password registered at 

Grants.gov as an Authorized Organization 
Representative (AOR) 

 
• As an AOR the eBusiness Point of Contact must 

grant per mission for you to be the AOR, in the 
Grants.gov system 



STEP 1 

 A  DUNS Number can  be obtain for organizations doing 

business with the Federal Government by calling 866-705-

5711  Opt. 4 

 

 When obtaining a DUNS number be sure to provide 

information consistent with what you have reported to the 

IRS. 



DON’T KNOW IF YOU HAVE A DUNS NUMBER-  
SEARCH D&B AT HTTP://WWW.DNB.COM/US/ 



GET NEW DUNS BY PHONE: 866-705-5711  OPT. 4 



OR GO TO WWW.CCR.GOV AND SEARCH CCR 





STEP 2- REGISTER WITH CCR 

If you are not already registered with the Central 

Contractor Registration, you will need to do so. 

Registration requires a DUNS Number as well as 

financial and management information about your 

organization. 

 

Data entered in CCR IDs checked against IRS Tax 

Records  



CCR HOME PAGE 





STEP 3 FOR APPLICANTS APPLYING THROUGH GRANTS.GOV 











STEP 4- AOR AUTHORIZATION TO SUBMIT ON BEHALF OF THE 
ORGANIZATION 

 The eBusiness Point of Contact must authorize the 

person submitting the application to submit on their 

behalf. 

 

 The eBusiness Point of Contact providing the 

authorization must be from the organization that is 

to receive the award of funds. 



 Failure to authorize the submitter, will result in 

the application being rejected by Grants.gov 

with the error message of “not authorized”. 

 

 A grant writer will have to be authorized by each 

organization’s Business POC for every 

application that is submitted for that 

organization. 

STEP 4- AOR AUTHORIZATION TO SUBMIT ON BEHALF OF THE 
ORGANIZATION 















WHO ARE YOU GOING TO CALL? 

Dun & Bradstreet 866-705-5711 opt.4 

 

CCR Help 866-606-8220 or 334-206-7828 

8am - 8pm Eastern Time 

 

Grants.gov  800-518-4726 

24 hours a day, 7 days a week except  

federal holidays 



ELECTRONIC APPLICATION THROUGH WWW.GRANTS.GOV 

• If applicants do not have the correct Adobe Reader 
installed, they will have difficulty uploading their 
application. 
 

• Applicants using Adobe Professional or another 
version of Adobe Reader must set their default 
setting to Adobe Reader 9.4 or the version 
compatible to Grants.gov 
 



ELECTRONIC APPLICATION THROUGH WWW.GRANTS.GOV 

• All persons working on the Adobe Forms 
Application package need to download Adobe 
Reader 9.4.  Failure to do so may result in 
corrupting the files. 
 

• Grants.gov has posted instructions in Frequently 
Asked Questions at 
http://grants.gov/applicants/applicant_faqs.jsp 
 
 

http://grants.gov/applicants/applicant_faqs.jsp


ELECTRONIC APPLICATION THROUGH WWW.GRANTS.GOV 

 
• Applicants must be authorized to submit the application 

by the eBusiness POC for the organization listed in box 8a 
of the SF-424, Application for Federal Assistance. 
 

• Many grant writers use their organization DUNS number 
rather than the DUNS for the organization they are 
submitting on behalf of.  The application must reflect the 
legal name of the applicant receiving the funding. 



APPLYING THROUGH GRANTS.GOV 



DOWNLOADING GRANTS APPLICATION & INSTRUCTIONS 



Insert CFDA 

number only. 



Click 

download 



View opportunity 

information to ensure 

you have the correct 

application 

To be notified of any 

changes to posting input 

your email address 













TRACK STATUS OF YOUR APPLICATION 



Once you have submitted 

you will receive a notification 

containing GRANT number, 

input number here 

TRACK STATUS OF YOUR APPLICATION 



TRACK STATUS OF YOUR APPLICATION 



TRACK STATUS OF YOUR APPLICATION 



 HUD will not accept an entire application by 

Facsimile. 

 

 Faxes will not be matched to the application of the 

Facsimile transmittal form is NOT the cover page. 

 

 Faxes must be received by the deadline 

 

 If resubmitting an application, faxes must also be 

resubmitted.  

TRACK STATUS OF YOUR APPLICATION 



FAXING PORTIONS OF APPLICATION 

• Form HUD96011 (the facsimile transmittal cover 
page is a mandatory form.  If you are not faxing 
anything, enter the number “1” and in  the space at 
the top to name the document you are faxing enter 
“No faxes to send” 
 

• Read the directions for faxing materials.  
 
• If your fax machine automatically creates a cover 

page, turn off this feature. 





FAX  NUMBERS 

• HUD fax numbers for FY2012: 
   
  800-HUD-1010 (toll-free) 
 
  215-825-8798  (toll charge)  
 



COMMON ERRORS 

• Attachment files names were over 50 characters in 
length and/or contained  special characters or 
spaces, resulting in a “VirusDetect” error message. 
 

• JAVA reads these files as containing a virus and 
therefore applicants with attachment files with 
these errors received a “VirusDetect” error message 
and their package was rejected by the Grants.gov 
system. 



ELECTRONIC APPLICATION THROUGH WWW.GRANTS.GOV 

 
• For 2012 HUD retained 1-day grace period to 

allow applicants to cure errors. 
 

• Applications must be received by Grants.gov 
by the deadline date to be eligible for the 
grace period. 
 

 



GRACE PERIOD POLICY 

 
• Applicants that have successfully uploaded their 

application to Grants.gov prior to the deadline, 
and subsequently receive a rejection notice from 
Grants.gov have a grace period of one day 
beyond the deadline date and time published in 
the program NOFA to submit a corrected 
application that is received and validated by 
Grants.gov.   
 



GRACE PERIOD POLICY 

• Applicants can upload the application as many 
times as needed to cure noted deficiencies 
within the one-day grace period.   
 

• Applicants that do not understand the error 
messages received in the rejection notice 
should immediately contact the Grants.gov Help 
Desk so they can get assistance in clearing the 
problem.   



GRACE PERIOD POLICY 

• Applications uploaded and received by 
Grants.gov after the deadline date and time 
for which there is no prior rejection notice in 
the Grants.gov system logs will be considered 
late and will not be rated and ranked or 
receive funding consideration.  Failure to 
successfully upload the application to 
Grants.gov by the deadline date and time does 
not qualify for the grace period as described 
above.  



GRACE PERIOD POLICY 

• Applications receiving a rejection notice due to 
the funding opportunity being closed will not 
be provided the one day grace period to 
correct  the “opportunity closed” deficiency or 
any other basis for rejection because the 
applicant missed the deadline date and time 
and therefore does not qualify for the grace 
period as described above.  



GRACE PERIOD POLICY 

 
• If an application is uploaded during the grace period 

and is subsequently rejected after the grace period 
ends, the applicant will not be afforded additional 
time to correct the deficiency(ies) noted in the 
rejection notice.  



ELECTRONIC APPLICATION THROUGH WWW.GRANTS.GOV 

• Applications received by Grants.gov, 
including those received during the grace 
period, must be validated by Grants.gov to 
be rated or ranked or receive funding 
consideration by HUD.  HUD will use the 
date and time stamp on the Grants.gov 
system to determine dates when the grace 
period begins and ends.   



ELECTRONIC APPLICATION THROUGH WWW.GRANTS.GOV 

• Neither HUD nor Grants.gov will be 
responsible if email messages are not 
received at the address listed in the 
registration process.  Applicants must also 
ensure that their email systems will accept 
messages from Grants.gov.  Applicants are 
responsible for monitoring their email 
messages.  Messages from Grants.gov 
come from Support@Grants.gov 
 



ELECTRONIC APPLICATION THROUGH WWW.GRANTS.GOV 

• Applicants can monitor the processing of their application.  
Just log on to Grants.gov using your ID and password.  You 
will be able to see the grant numbers you have submitted, 
their status and the manifest of what was submitted.  
 

• If you do not see your application it was not successfully 
submitted. 



ELECTRONIC APPLICATION THROUGH WWW.GRANTS.GOV 

 
• If you have received a confirmation number for a successful 

submission and do not see it when you log onto the 
Grants.gov site, immediately contact the Grants.gov help 
desk.  



TIPS FOR A SUCCESSFUL SUBMISSION 

• Grants.gov help desk open 24/7 except 
federal holidays. 
 

• If having issues submitting call the help desk 
and get a ticket number before you call HUD.   
 

• Read the General Section carefully to avoid 
errors that are within your control. 



TIPS FOR A SUCCESSFUL SUBMISSION 

• Submit the application at least 24-48 hours in 
advance of the deadline.   
 

• Almost all the QAR requests came from 
applicants that started submission late in the 
day on the due date and faced busy servers, 
password/ID issues or upload issues due to 
their system anti-virus or fire-wall software or 
internet service provider file size limits.   



TIPS FOR A SUCCESSFUL SUBMISSION 

• Do not assume that once you have a confirmation that your 
application has been accepted by Grants.gov.  
 

• Do not go home after you have submitted the application.  Track 
the application status!  

 
• If the application is rejected, fix the problem and resubmit. 



TIPS FOR A SUCCESSFUL SUBMISSION 

• Make sure your CCR and Grants.gov registrations are valid 
and up-to-date right now before you start to work on your 
application. 

 
• Updating a registration can take 2-4 weeks depending upon 

validation checks with IRS and Cage Code requirements. 



TIPS FOR A SUCCESSFUL SUBMISSION 

• Check that your computer and systems will allow you to send 
data to Grants.gov and receive email messages from 
Grants.gov 

 
• Due to rapid sequential messages from the grants.gov site, 

systems may think the messages are spam.  Place Grants.gov 
and Support@grants.gov on your save senders list. 

mailto:Support@grants.gov


TIPS FOR A SUCCESSFUL SUBMISSION 

• Make sure your system has sufficient memory to process the size 
file that your are submitting. 

 
• If you are a grant writer and have successfully submitted several 

large files, take off the successfully validated applications from 
your computer to allow you to continue to have sufficient 
processing capability to submit the additional applications.  



TIPS FOR A SUCCESSFUL SUBMISSION 

• Make sure that your internet service level will allow you to send 
files the size that your are submitting.   

 
• If you are on a local network, check with your IT department to 

make sure that you can send the size file of your application.  They 
may need to expand your system memory and also expand the 
size files that you can launch t the internet. 



TIPS FOR A SUCCESSFUL SUBMISSION 

 
• DO NOT WAIT UNTIL 11:58 P.M  
on the deadline date to start submitting your application!!! 
 
• DO NOT GO HOME and forget to track your application!! 



TIPS FOR A SUCCESSFUL SUBMISSION 

• Download the Instructions Download from Grants.gov 
along with the Application Download.  

 
• READ the instructions and follow them!! 
 
• Carefully enter your DUNS number and ID and Password.  

More errors occur from typos and using wrong passwords  
or IDs.   



TIPS FOR A SUCCESSFUL SUBMISSION 

• The SF424 form requires a 9 digit zip code 
 

 
 



TIPS FOR A SUCCESSFUL SUBMISSION 

• The SF424 form box 16 b:  Program/Project 
 

 



TIPS FOR A SUCCESSFUL SUBMISSION 

• Applicants are advised to open all documents and 
attachment files to make sure the files are the final 
versions of the application and complete.   
 

 Click “view 

attachment to 

ensure correct 

file is attached. 



TIPS FOR A SUCCESSFUL SUBMISSION 

 
• Remember to have your eBiz Point of Contact go into the 

Grants.gov site to authorize you to submit on behalf of the 
organization.   

 
• Submit your application EARLY to provide time to solve 

problems and correct . 
 



GOOD LUCK! 

Questions??? 


