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The Fundamentals of Writing a Responsive Application

“How the Pieces Fit”

Technical Assistance Outreach Workgroup
OFFICE of FEDERAL ASSISTANCE MANAGEMENT

Critical Pieces

Responsive Applications

-Needs Assessment
-Organizational Information

-Evaluation and Technical Support
-Resolution of Challenges

- Work Plan
-Methodology 

The Basics

Budget Abstract

Attachments Narrative

Review

Criteria

Your
Application
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Integral Piece:  FOA

FOA

3

Components of an FOA:

1.  Executive Summary      7.  Application Review

2.  Table of Contents 8.  Award Administration

3.  Description 9.  Agency Contacts

4   Award Information 10.  Other

5.  Eligibility                        11.  Tips/SF-424 
6. Application & Application Guide

Submission

4
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An Example of an FOA
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Executive Summary

Integral Piece: FOA
• This serves as a summary to potential applicants about the funding 

opportunity.  It usually comprises the following:
– Name of Program/Title
– Synopsis of Purpose
– Funding Opportunity Number
– Due Dates
– Available Funding
– Number of Awards/Type of Award
– Cost Sharing/Match Requirement
– Project Period
– Project Start Date
– Eligible Applicants  for Funding
– Link to SF-424 Application Guide (See Glossary of Terms)

•

6
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An Example of an Executive Summary 
(FOA)
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Table of Contents

Integral Piece: FOA

• This is a list of the parts of the FOA and is 
organized in the order in which the parts appear.

• It serves as a “checklist” for you as an applicant and 
reminds you to answer and to be responsive to all
parts of the FOA.

8
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An Example of a Table of Contents (FOA) 
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Description

Integral Piece: FOA

• This section contains the full programmatic 
description of the funding opportunity. It usually 
contains the following:

– Purpose

– Background

10
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An Example of a Description (FOA)
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Award Information

Integral Piece: FOA
• 2 Parts:

– Type of Award

– Summary of Funding

• The type of award is usually a grant or cooperative 
agreement.

• The summary of funding provides sufficient 
information to help an applicant make an informed 
decision as to whether or not to submit a proposal

12
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An Example of Award Information (FOA)
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Eligibility Information

Integral Piece: FOA

• This section addresses considerations or factors that make 
an applicant or application eligible or ineligible for 
consideration.  This includes the eligibility of particular 
types of applicant organizations, any factors affecting the 
eligibility of the principal investigator or project director, 
and any criteria that make particular projects ineligible. 

– Major Components:

 Eligible Applicants

 Cost Sharing/Matching Requirement

 Other (e.g. Items that deem an application

non-responsive to FOA)

14
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An Example of Eligibility Information 
(FOA)

15

Application & Submission Information

Integral Piece: FOA

Application/Submission Components:

1. Grants.gov (Help Desk available)

2. SF-424 Application Guide

3. Special Instructions 

4. Instructions Budget, Budget Justification, Staffing Plan, 
Personnel Requirements, Assurances, Certifications 
and Abstract (Application Guide)

5. Application Page Limit

16
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Application & Submission Information cont.

Integral Piece: FOA

Application Components:

6. Abstract

7. Narrative

8. FOA Cross walk

9. Budget and Budget Narrative (In Addition to 
Application Guide Instructions)

10. Program-Specific Forms

11. Attachments

17

Application & Submission Information cont.

Integral Piece: FOA

Submission Components:

1.   Dates and Times

2.   Intergovernmental Review

3.   Funding Restrictions

18
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An Example of Application/Submission 
Information (FOA)
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Application Review 

Integral Piece:  FOA

• This section addresses the criteria that HRSA will use to 
evaluate applications.  This includes the merit and other 
review criteria that evaluators will use to judge 
applications, including any statutory, regulatory, or other 
preferences (e.g., minority status or Native American tribal 
preferences) that will be applied in the review process. 

20
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Application Review 
Integral Piece:  FOA

21

Application Review cont.

Review and Selection Process

• This section indicates who is responsible for 
evaluation against the merit criteria (e.g., peers 
external to HRSA or Federal agency personnel) and 
who makes the final selections for award.  

22
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Application Review cont.

*Funding Factors (Preferences, Priorities, Special Considerations)

• This section indicates who is responsible for evaluation 
against the merit criteria (e.g., peers external to HRSA or 
Federal agency personnel) and who makes the final 
selections for award.  

*Included only if specified in program legislation or regulation

23

Application Review cont.

Funding Priorities
• A funding priority is defined as the favorable adjustment 

of combined review scores of individually approved 
applications when applications meet specified criteria.  
An adjustment is made by a set, pre-determined number 
of points.

Funding Preferences
• A funding preference is defined as the funding of a 

specific category or group of approved applications 
ahead of other categories or groups of applications.  
Applicants receiving the preference will be placed in a 
more competitive position among applications that can 
be funded.  Applications that do not receive a funding 
preference will be given full and equitable consideration 
during the review process. 

24
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Application Review cont.

Funding Special Considerations 

• A special consideration is defined as the 
enhancement of priority scores by peer reviewers 
based on the extent to which the application 
addresses areas of concern in a discretionary 
program. 

25

Award Administration

Integral Piece: FOA

• This section addresses what a successful applicant can 
expect to receive following selection.  This section indicates 
that the notice of award signed by the grants officer (or 
equivalent) is the authorizing document.

Major Components:

 Award Notice

 Administrative and National Policy 
Requirements

 Reporting

26
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An Example of Award Administration 
Information (FOA)
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Other

Integral Piece: FOA

• This section may include any additional information that 
will assist applicants.  For example, technical assistance 
calls; related programs or other upcoming or ongoing HRSA 
funding opportunities; Internet addresses for agency web 
sites that may be useful; or alert applicants to the need to 
identify proprietary information and information on how 
the Program will handle it; etc. 

28
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Agency Contacts

Integral Piece: FOA

• This section provides potential applicants with a point of 
contact for answering questions or helping with problems 
while the funding opportunity is open.  

29

An Example of Agency Contacts (FOA)
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Tips/SF-424 Application Guide

Integral Piece: FOA

SF-424 Application Guide

31
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http://www.hrsa.gov/grants/apply/applicationguide/sf424guide.pdf
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33
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Critical Pieces

Responsive Applications
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-Organizational Information

-Evaluation and Technical Support
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- Work Plan
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The Basics

First Piece:  The Basics

37

Responsive Applications

The Basics

Things to Keep in Mind Before You Start:

1. Grants.gov – Instructions and Due Date  - late 
applications are not considered!

2. SF-424 Application Guide – How to Apply

3. Special Instructions 

4. Instructions for Budget, Budget Justification, Staffing 
Plan, Personnel Requirements, Assurances, 
Certifications and Abstract – Must be compliant

5. Application Page Limit – Applications over limit will be 
deemed non-responsive and will not be considered!

38
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Abstract

Abstract
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Responsive Applications
Abstract

Provide a summary of the application. Because the abstract is often distributed to provide 
information to the public and Congress, please prepare this so that it is clear, accurate, 
concise, and without reference to other parts of the application. It must include a brief 
description of the proposed project including the needs to be addressed, the proposed 
services, and the population group(s) to be served.

Please place the following at the top of the abstract: 
Project Title 

Applicant Organization Name 
Address 

Project Director Name 
Contact Phone Numbers (Voice, Fax) 

E-Mail Address 
Web Site Address, if applicable 

List all grant program funds requested in the application, if applicable 
If requesting a funding preference, priority, or special consideration as outlined in 

Section V. 2. of the program-specific FOA, please indicate here. 

Please consult the program-specific FOA for additional requirements. 

The project abstract must be single-spaced and limited to one page in length. 

40
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Narrative

Narrative
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Responsive Applications

Narrative

The Project Narrative includes:

• Introduction

• Needs Assessment

• Methodology

• Work Plan

• Resolution of Challenges

• Evaluation and Technical Support Capacity

• Organizational Information

42
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Critical Pieces

Recap

-Needs Assessment
-Organizational Information

-Evaluation and Technical Support
-Resolution of Challenges

- Work Plan
-Methodology 

The Basics

Abstract

Narrative
FOA

Review

Criteria

Next Piece:
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Responsive Applications
Review Criteria

1. Need

2. Response

3. Evaluative Measures

4. Impact

5. Resources/Capabilities

6. Support Requested

7. Program - Specific

• Corresponds to Project 
Narrative
•Use FOA Crosswalk to be 

compliant with 
requirements
• Serves as foundation for 

Reviewer Evaluation
•Be thorough                
•Read
Carefully

45

Attachments

Attachments

46
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• Must be included in order to have a responsive 
application.

• Any forms included in the attachments must be 
completed correctly – ask for TA from Program Officer.

Responsive Applications
Attachments

• Label 

•Use a recognizable file 
extensions (see Application 
Guide)

• 15 – max number allowed

• Included

in page

limit

47

Budget

Budget

48
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• Submit line-item budget and budget justification

• *Submit line-item budget for all years of funding request  

• *Submit justification for all

years of funding request

* May vary according to

specific FOA

Responsive Applications
Budget

• Follow instructions – see 
Application Guide

• See FOA for specific instructions

• Included in page limit

• Complete forms correctly

• Seek TA

49

Critical Pieces

Recap

-Needs Assessment
-Organizational Information

-Evaluation and Technical Support
-Resolution of Challenges

- Work Plan
-Methodology 

The Basics

Budget Abstract

Attachments Narrative

Review
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Your
Application
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A Good Proposal versus A Funded 
Proposal 

Good
Explains problem

Has a lot of information, but isn’t 
organized

Not enough information on 
collaborations, staff, or objective

Gaps in response to the review 
criteria

Final review by creator

Funded
Explains problem and what the 
organization plans on doing to fix it
Has a lot of information, but the 
proposal flows and is easy to read 
and understand
Describes current/planned 
collaborations, provides information 
on staff needed, clearly defines 
objective

Responds to all the review criteria

Reviewed by several people

51

Top 5 Mistakes When Applying for a Grant

• Time: Application is rejected for “fixable” errors, but the 
applicant didn’t leave enough time to correct before the 
deadline

• Applicant does not address the Need in the FOA

• Responds with a list of activities, but does not tie these 
activities to the overall application

• Data – applicant leaves areas of the application blank, 
incomplete, or is using outdated data

• Attachments – missing or incomplete attachments

52
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Technical Assistance Resources

Web Links and Webcasts

• How to Apply For A Grant: 
http://www.hrsa.gov/grants/apply/index.html

• Register and Get Ready: 
http://www.hrsa.gov/grants/apply/register/index.html

• How To Find Opportunities and Submit an Application: 
http://www.hrsa.gov/grants/apply/findandsubmit/index.html

• Write a Strong Application: 
http://www.hrsa.gov/grants/apply/writestrong/index.html

• Top Ten Tips when applying for a grant: 
http://www.hrsa.gov/grants/apply/granttips.html

Technical Assistance Resources

• Register your organization EARLY (this process can take up 
to 30 business days or more):

– DUNS, Data Universal Numbering System

– SAM, System for Award Management – you must have a 
DUNS prior to registering for SAM

– Grants.gov, centralized location to find and apply for 
federal funding opportunities

• Am I an eligible organization? Review Section III of the 
Funding   Opportunity Announcement (FOA) for the 
eligibility requirements 

http://www.hrsa.gov/grants/apply/index.html
http://www.hrsa.gov/grants/apply/register/index.html
http://www.hrsa.gov/grants/apply/findandsubmit/index.html
http://www.hrsa.gov/grants/apply/writestrong/index.html
http://www.hrsa.gov/grants/apply/granttips.html
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• View HRSA Grant webcasts and various other informative 
presentations on You Tube (search HRSA grants)

– Tips for Writing & Submitting Good Grant Proposals

– The HRSA Grants Life Cycle and Process

– Navigating and Preparing a HRSA Application

– Debunk the Myths Video Series

– HRSA Competitive Application Objective Review 
Process

Technical Assistance Resources


