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eGrants Instructions for PNS Competition  
 
Applications for the 2006 PNS Competition will be submitted in eGrants by existing Senior 
Corps projects that have been notified that their concept paper was accepted.  
 
Please read and follow the instructions below. Parts of the application are different from the 
regular Senior Corps continuation or renewal application.  The instructions regarding the 
content requirements are in the attachment “PNS Guidance Excerpt” that accompanies these 
eGrants instructions.  
 
It is highly recommended that applicants create PNS Applications in a word processing 
program such as WORD and then cut and paste into the eGrants forms for submission.  
 

1. Start a New Application: Login to eGrants Phase II and click on the “Start a New Application” link. 
(Please note: The “Start a New Application” link is used only for competitive applications. Normally 
Senior Corps grantees use the “renewal” or “continuation” link.) 

 

 
 
 
2.  Select a NOFA: Enter a Program Area from the drop down list. Select “Senior Corps”.  (Disregard 

instructions on the screen regarding renewals and continuations. The PNS Application is a special case.) 
 

 
 



 2

3.  Select a NOFA: Be sure to read the entire list to find and select the PNS RSVP 2006 or PNS SCP 2006 
NOFA. All of the Senior Corps open NOFAs will be listed.  DO NOT select a Quarter 4  NOFA. You must 
apply against the correct NOFA to have your application considered in the PNS competition.  

 

 
 
 
4a.   Applicant Information:  Please enter/review your Applicant Information.  You must “create a new 

project.” Click on the orange link to create a new project name for your PNS Application.   
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4b.   Applicant Information:  Project Name: Please use you current project name with PNS added (see screen 
shot below).Verify that the project address is correct; this is the project mailing address used for Senior 
Corps mailing list. 

 
 
 

4c. Applicant Information:  Review Applicant and Project Information.  Select the Project and Project  
 Director from the drop down list of your organization. The PNS project name created in Step 4b will be  
 on the drop down list.  
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4d.  Application Information:   
a. List the geographic service area that will be affected by the PNS service activity.  
b. Enter the Proposed Start Date as 9/15/2006  
c. Enter the Proposed End Date as 9/14/2007 
 (The actual start and end dates will be entered by the CNCS Program Officer for successful applicants 
when the PNS Award Amendment is certified.) 
d. Continue to answer the other questions for this section. 

 
 

5. Narratives: The complete instructions for the Narrative Section can be found in the attached PNS 
Guidance Excerpt. Please do not cut and paste the same information that is in your core grant for each 
narrative. Each narrative field must have characters entered.  Type “NA” in narrative fields you do not 
use. 
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6a.  Workplans including Performance Measures:  Please review the instructions in attached PNS Guidance 

Excerpt regarding the requirements for PNS Workplans and Performance Measures.   
 

The PNS Guidance requires only one “outcome” (intermediate or end) be selected as a Performance 
Measure. However, the eGrants System requires that 3 elements be checked as Performance Measures to 
submit a Senior Corps application. To meet this system requirement for the PNS Application please follow 
instructions in “6b” to create a “blank” workplan in addition to the actual workplan(s) you create for this 
PNS application. 
 
Select Create a new Workplan for a new workplan form to open.  Enter the elements as you would for a 
regular Senior Corps application. Repeat this step to add as many workplans as you need for your PNS 
Application. 

 

 
 
 
 

6b.  Creating a “blank” workplan: The eGrants System requires:  “At least 3 elements of the workplan  
 must be marked as performance measures.”  In order to meet this requirement, you will have to use this  
 “workaround.”   

 
After you have entered your actual PNS Workplan(s) with one Performance Measure checked: 
1) click Create a new Workplan again (see 6a).; 
2) select any Issue Area and Service Category to generate a workplan form;  
3) type “BLANK WORKPLAN” in the Service Activity textbox;  
4) check any 2 of the 3 available Performance Measure boxes (see screen shot below).  
Leave all other fields blank. 
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 7

6c.  The Workplan Summary: The workplan summary screen should look similar to the screen shot below  
 with a Blank Workplan and a Performance MeasureWorkplan (you may have additional workplans with no  
 Performance Measures selected). 

 
 

7.  Document Status List: Up-to-date documents should be on file with the CNCS State Office and the 
appropriate status should be selected from the drop down list. No additional documents are required for 
the PNS Application. 
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8. Budget: For the purposes of this PNS Competition enter only the line items that reflect the funds 
requested in PNS application. Do not repeat line item amounts from the core grant. For example: If 
you are requesting $20,000, your budget should show the CNCS Share as $20,000 total and any additional 
local share. Do not add in your core grant amounts for CNCS or Local Share.  

 
 

9.  Estimated Funding and Unduplicated Volunteers: 
a. If your requested federal funding when added to your core grant will not cause the non-federal share  
    (grantee share)  to fall below the required percentage, you do not need to show any additional non-    
    federal share in your PNS application. You may get a “warning” when you Verify your application but  
    you can submit your grant with “0” for the grantee share. Successful applicants will be responsible for  
    including any required additional non-federal share when the final awards are made. 
b. The number of Unduplicated Volunteers for RSVP is the number of new volunteers to be added to the  
    project if a PNS Award is granted.  
c. The number of Unduplicated Volunteers for SCP is the number of new volunteers (not VSYs) to be  
    added to the project if a PNS Award is granted. VSYs are reflected in the budget.  
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10.  Review: Examine all of your information before submitting the application. (Entire screen is not shown) 

 
 

11.  Authorize and Submit: 
 a. An Authorized Certifying Official from the sponsoring organization should complete the Assurances  
and Certifications. 
b. Verify and Submit the PNS Application. 



Attachment to eGrants Instructions- RSVP VERSION 
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RSVP VERSION 

 
Excerpt from PNS Guidance Section VI.D.  

(pp. 9-13 of the PNS Guidance of February 9, 2006) 

[Note:  This attachment is provided for easy reference. Be sure to follow the instructions in the 
applicable PNS Guidance document in particular Section II “Core Elements” and Section V 
“Budgeting.”] 

VI.  PNS Application Process and Requirements 
 [VI.A, B, and C are omitted.] 

 
D.  Stage 3 – Full PNS Application  
 

Grantees whose concept papers are accepted will be invited to participate in Stage 3 of the 
application process.   
 
Note:  Only applicants who are invited to participate in Stage 3 of the application 
process, may submit a full PNS application.  Invitations to apply will be e-mailed 
from Senior Corps Headquarters after review of the Concept Papers.  
 
1.  Contents of the Full Application.  The elements of the Senior Corps Grant 

Application to be completed and submitted in eGrants are listed below: 
 

a.   SF 424 Facesheet.  
 

b.   Budget (SF 424A) and Budget Narrative.  Include the amounts for the PNS 
activity only.   

 
c.   Narratives.  Please note that the following instructions for narratives are 

completely new for FY 2006.   
 
Applicants should organize their narratives according to the following the 
outline.  Enter narratives in the corresponding Narrative Sections in eGrants.  
These sections will be blank when beginning to enter text.  Refer to Section II for 
details concerning the respective Core Elements cited below.  Applicants should 
not assume that the reviewers have any prior knowledge of their capacity or 
track record.   

 
“Strengthening Communities” Section 

Use this section to discuss:   
Core Element A, Collaboration, Including Community Organizations 

“Recruitment and Development of Volunteers” Section 
Use this section to discuss: 
Core Element B, Capacity Building/Volunteer Recruitment 
Core Element C, Critical Mass/Teams 
Core Element D, Volunteer Roles 
Core Element E, High Quality Volunteer Experience 
Core Element F, Baby Boomers and Diversity 
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“Program Management” Section 

Use this section to describe plans for: 
(1) Developing and managing existing or new volunteer stations and 

volunteer assignments to address the community needs identified for the 
PNS work plan(s) and providing meaningful placements for the 
volunteers. 

(2) Assessing performance against  the PNS work plan(s) 
(3) Securing any additional resources that may be required to implement the 

PNS work plan(s) 
 
“Organizational Capacity” Section 

Use this section to describe: 
(1) The applicant organization’s experience and past results obtained in the 

proposed program area or, if initiating a new program area, how they will 
ensure they will have access to the experience needed to ensure the 
success of the proposed program.   

(2) Plans for additional staffing, if any, for the proposed program or for 
redistributing work among existing staff to be able to handle the additional 
volunteers. 

 
“Other” Section 

Use this section to address any aspects of the proposal not discussed in the 
preceding sections, including any additional explanation of your proposed 
work plan.  

 
“PNS Amendment” Section 

Use this section only to identify by number and description the PNS 
category(ies) corresponding to each PNS work plan.  (For the numbers and 
descriptions, see Attachments 1 and 2)   
 

d.  Work Plans and Performance Measure 
 

(1)  In eGrants, applicants must prepare a separate work plan for each service 
category identified for their PNS application.  They must: 

 select the appropriate Service Category; 

 state the number of volunteer stations contributing; and  

 state the total number of volunteers providing services related to the 
selected Service Category. 

 
(2) Applicants must complete all six work plan elements by providing a narrative 

in the appropriate boxes: 

 Community Need 

 Service Activity 

 Anticipated Input 

 Anticipated Accomplishment/Output 
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 Anticipated Intermediate Impact/Outcome 

 Anticipated End Impact/Outcome  
 

For explanations of these elements see the Senior Corps Toolkit: Performance 
Measurement Toolkit at: 
http://www.projectstar.org/star/SeniorCorps/sc_pmtoolkit.pdf 
 
For the Anticipated Accomplishment/Output; Anticipated Intermediate 
Impact/Outcome and Anticipated End Impact/Outcome, applicants must 
indicate the projected timeframe to achieve the anticipated results using month 
and year (e.g. 12/2006; 6/2007).  
 
As required in the approved Senior Corps Grant Application (Part IV, Section 
A) and further discussed in the Performance Measurement Toolkit, all impact-
based work plans should state the outputs, intermediate outcomes, and end 
outcomes in measurable terms.   

 
(3)  Each PNS applicant is also required to identify at least one outcome level 

Performance Measure in a PNS work plan for which they will be held 
accountable for their actual performance against specified targets. This 
Performance Measure may be either an Intermediate Impact/Outcome or End 
Impact/Outcome.  

 
The Performance Measure must include the following: 

(a) indicator, 

(b) target, and 

(c) how measured. 
 
(4)  Applicants may provide a brief additional narrative in the “Other” narrative 

section, if needed to clarify the community need or other elements of the work 
plan.   

 
2.   Submitting the Full Application 
 

a. Submission Date and Time.  The deadline for all applications is 5:00 p.m. 
Eastern Daylight Time on May 15, 2006.  Applications submitted by fax or 
email will not be accepted.   

 
b.   Submission in eGrants.  Applicants invited to submit full proposals will receive 

complete instructions for submitting PNS applications in eGrants.   
 Step by Step eGrants Help.  Applicants invited to submit full proposals will 

receive complete instructions for submitting PNS applications in eGrants.   
 
c.   Exception:   

In the event that an applicant is unable to submit in eGrants, they may submit a 
paper application, following these instructions:  
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 Submit one unbound, single-sided original paper application.  
 Also, submit an electronic version of the application on diskette or CD-ROM 

in order to expedite processing.  The diskette or CD-ROM version must be an 
exact duplicate of the paper original and will be used to copy and paste the 
application information into eGrants.  (Facsimiles or e-mail versions of your 
application will not be accepted.)   

 Paper applications must arrive at the Corporation by the deadline specified in 
Section VI.D.2.a, above. If there are differences between the paper application 
and the diskette or CD-ROM, the diskette or CD-ROM version will be used.  
Faxed or e-mailed versions of the application will not be accepted.   

 Type and double-space the narrative sections of the application in Times New 
Roman, 12-point font size with one-inch margins.   

 Adhere to the character limits listed in the application instructions and number the 
pages.  (The Senior Corps Grant Application instructions are available at 
http://www.seniorcorps.org/forms/sc_grant_app.pdf) 

 Use only uppercase letters for all section headings and other information you 
would like to highlight in the narrative.  Bold face, bullets, underlines, or 
other types of formatting, charts, diagrams, and tables will not copy correctly 
into eGrants.  None of these should be used in the application.   

 Include a cover memo explaining why applicant is unable to submit in 
eGrants. 

 
All paper applications, accompanied by explanations of why the application 
could not be submitted in eGrants, must arrive at the Corporation by the 
deadline cited in Section VI.D.2.a, above.  Applications received after this date, 
regardless of post mark date, will not be accepted) Applicants should use a courier 
service because USPS (United State Postal Service) deliveries to government 
agencies often are delayed and sometimes damaged due to security measures. 

 
 Paper applications should be submitted to: 

  Corporation for National and Community Service 
  Attention: Senior Corps PNS Competition 
  1201 New York Avenue NW 
  Washington, DC 20525 
  

d.  eGrants Unavailability or Technical Difficulties: 
 

Applicants should contact the eGrants Helpdesk immediately if a problem arises 
while preparing or submitting the application.  In the event an applicant is 
prevented from completing and submitting the application by the deadline 
because the eGrants system is unavailable or the applicant is having technical 
difficulty, the applicant must contact the eGrants Helpdesk at 888-677-7849 or 
202-606-7506, or by e-mail at egrantshelp@cns.gov, prior to the application 
deadline to explain the technical issue and receive an eGrants ticket number 

 
 The applicant must then submit the following items in hard copy to the 

Corporation: 
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• A brief paragraph including the eGrants ticket number and an 
explanation of the technical issues that prevented the applicant from 
submitting in eGrants by the deadline. 

• A paper application; and  
• A diskette or CD-ROM with an exact duplicate of the application. 

 
These items must be submitted via overnight carrier (non-U.S. Postal Service 
because of security-related delays in receiving mail from the USPS) or by hand 
delivery to the address provided above for paper applications. These items must 
be “postmarked” no later than one day after the original submission deadline 
in Section VI.D.2.a, above, and received at the Corporation no later than 
5:00 PM Eastern Daylight Time two days after the original deadline.   
Applications by fax and e-mail will not be accepted.    

 
In the event of prolonged unavailability of the eGrants system on the date of 
submission, the Corporation reserves the right to extend the eGrants submission 
deadline.  A notice will be placed in eGrants and on www.nationalservice.gov, 
notifying all users of the extended deadline.  In this case, applicants would need to 
submit applications via eGrants by the new deadline.  The Corporation reserves 
the right to permit the filing of late applications upon a finding of good cause. 
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SCP VERSION 

 
Excerpt from PNS Guidance Section VI.D.  

(pp. 9-13 of the PNS Guidance of February 9, 2006) 

[Note:  This attachment is provided for easy reference. Be sure to follow the instructions in the 
applicable PNS Guidance document in particular Section II “Core Elements” and Section V 
“Budgeting.”] 

VI.  PNS Application Process and Requirements 
 [VI.A, B, and C are omitted.] 
 
 

D.  Stage 3 – Full PNS Application  
 

Grantees whose concept papers are accepted will be invited to participate in Stage 3 of the 
application process.   
 
Note:  Only applicants who are invited to participate in Stage 3 of the application 
process, may submit a full PNS application.  Invitations to apply will be e-mailed 
from Senior Corps Headquarters after review of the Concept Papers.  
 
1.  Contents of the Full Application.  The elements of the Senior Corps Grant 

Application to be completed and submitted in eGrants are listed below. 
 

a.   SF 424 Facesheet.  
 

b.   Budget (SF 424A) and Budget Narrative.  Include the amounts for the PNS 
activity only.   

 
c.   Narratives.  Please note that the following instructions for narratives are 

completely new for FY 2006.   
 
Applicants should organize their narratives according to the following the 
outline.  Enter narratives in the corresponding Narrative Sections in eGrants.  
These sections will be blank when beginning to enter text.  Refer to Section II for 
details concerning the respective Core Elements cited below.  Applicants should 
not assume that the reviewers have any prior knowledge of their capacity or 
track record.   

 
“Strengthening Communities” Section 

Use this section to discuss:   
Core Element A, Collaboration, Including Community Organizations 
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“Recruitment and Development of Volunteers” Section 
Use this section to discuss: 
Core Element B, Volunteer Roles 
Core Element C, High Quality Volunteer Experience 
Core Element D, Baby Boomers and Diversity 

 
“Program Management” Section 

Use this section to describe plans for: 
(4) Developing and managing existing or new volunteer stations and 

volunteer assignments to address the community needs identified for the 
PNS work plan(s) and providing meaningful placements for the 
volunteers. 

(5) Assessing performance against  the PNS work plan(s) 
(6) Securing any additional resources that may be required to implement the 

PNS work plan(s) 
 
“Organizational Capacity” Section 

Use this section to describe: 
(3) The applicant organization’s experience and past results obtained in the 

proposed program area or, if initiating a new program area, how they will 
ensure they will have access to the experience needed to ensure the 
success of the proposed program.   

(4) Plans for additional staffing, if any, for the proposed program or for 
redistributing work among existing staff to be able to handle the additional 
volunteers. 

 
“Other” Section 

Use this section to address any aspects of the proposal not discussed in the 
preceding sections, including any additional explanation of your proposed 
work plan.  

 
“PNS Amendment” Section 

Use this section only to identify by number and description the PNS 
category(ies) corresponding to each PNS work plan.  (For the numbers and 
descriptions, see Attachments 1 and 2)   
 

d.  Work Plans and Performance Measure 
 

(1)  In eGrants, applicants must prepare a separate work plan for each service 
category identified for their PNS application.  They must: 

 select the appropriate Service Category; 

 state the number of volunteer stations contributing; and  

 state the total number of volunteers providing services related to the 
selected Service Category. 

 
(2) Applicants must complete all six work plan elements by providing a narrative 

in the appropriate boxes: 
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 Community Need 

 Service Activity 

 Anticipated Input 

 Anticipated Accomplishment/Output 

 Anticipated Intermediate Impact/Outcome 

 Anticipated End Impact/Outcome  
 

For explanations of these elements see the Senior Corps Toolkit: Performance 
Measurement Toolkit at: 
http://www.projectstar.org/star/SeniorCorps/sc_pmtoolkit.pdf 
 
For the Anticipated Accomplishment/Output; Anticipated Intermediate 
Impact/Outcome and Anticipated End Impact/Outcome, applicants must 
indicate the projected timeframe to achieve the anticipated results using month 
and year (e.g. 12/2006; 6/2007).  
 
As required in the approved Senior Corps Grant Application (Part IV, Section 
A) and further discussed in the Performance Measurement Toolkit, all impact-
based work plans should state the outputs, intermediate outcomes, and end 
outcomes in measurable terms.   

 
(3)  Each PNS applicant is also required to identify at least one outcome level 

Performance Measure in a PNS work plan for which they will be held 
accountable for their actual performance against specified targets. This 
Performance Measure may be either an Intermediate Impact/Outcome or End 
Impact/Outcome.  

 
The Performance Measure must include the following: 

(d) indicator, 

(e) target, and 

(f) how measured. 
 
(4)  Applicants may provide a brief additional narrative in the “Other” narrative 

section, if needed to clarify the community need or other elements of the work 
plan.   

 
2.   Submitting the Full Application 

 
a. Submission Date and Time.  The deadline for all applications is 5:00 p.m. 

Eastern Daylight Time on May 15, 2006.  Applications submitted by fax or 
email will not be accepted.   

 
b.   Submission in eGrants.  Applications must be submitted using eGrants, the 

Corporation’s integrated, secure, web-based system for grants management. 
 Step by Step eGrants Help.  Applicants invited to submit full proposals will 

receive complete instructions for submitting PNS applications in eGrants.   
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c.  Exception to eGrants Submission:   

In the event that an applicant is unable to submit in eGrants, they may submit a 
paper application, following these instructions: 

 
 Submit one unbound, single-sided original paper application.  
 Also, submit an electronic version of the application on diskette or CD-ROM 

in order to expedite processing.  The diskette or CD-ROM version must be an 
exact duplicate of the paper original and will be used to copy and paste the 
application information into eGrants.  (Facsimiles or e-mail versions of your 
application will not be accepted.)   

 Paper applications must arrive at the Corporation by the deadline specified in 
Section VI.D.2.a, above. If there are differences between the paper application 
and the diskette or CD-ROM, the diskette or CD-ROM version will be used.  
Faxed or e-mailed versions of the application will not be accepted.   

 Type and double-space the narrative sections of the application in Times New 
Roman, 12-point font size with one-inch margins.   

 Adhere to the character limits listed in the Senior Corps Grant Application 
instructions and number the pages (The Senior Corps Grant Application 
instructions are available at http://www.seniorcorps.org/forms/sc_grant_app.pdf) 

 Use only uppercase letters for all section headings and other information you 
would like to highlight in the narrative.  Bold face, bullets, underlines, or other 
types of formatting, charts, diagrams, and tables will not copy correctly into 
eGrants.  None of these should be used in the application.   

 Include a cover memo explaining why the applicant is unable to submit in 
eGrants. 

 
All paper applications, accompanied by explanations of why the application 
could not be submitted in eGrants, must arrive at the Corporation by the 
deadline cited in Section VI.D.2.a, above.  Applications received after this 
date, regardless of post mark date, will not be accepted) Applicants should use 
a courier service because USPS (United State Postal Service) deliveries to 
government agencies often are delayed and sometimes damaged due to security 
measures. 

 
Paper applications should be submitted to: 
  Corporation for National and Community Service 
  Attention: Senior Corps PNS Competition 
  1201 New York Avenue NW 
  Washington, DC 20525 
  

d.  eGrants Unavailability or Technical Difficulties: 
 

Applicants should contact the eGrants Helpdesk immediately if a problem arises 
while preparing or submitting the application.  In the event an applicant is 
prevented from completing and submitting the application by the deadline 
because the eGrants system is unavailable or the applicant is having technical 
difficulty, the applicant must contact the eGrants Helpdesk at 888-677-7849 or 
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202-606-7506, or by e-mail at egrantshelp@cns.gov, prior to the application 
deadline to explain the technical issue and receive an eGrants ticket number 

 
 The applicant must then submit the following items in hard copy to the 

Corporation: 
• A brief paragraph including the eGrants ticket number and an 

explanation of the technical issues that prevented the applicant from 
submitting in eGrants by the deadline. 

• A paper application; and  
• A diskette or CD-ROM with an exact duplicate of the application. 

 
These items must be submitted via overnight carrier (non-U.S. Postal Service 
because of security-related delays in receiving mail from the USPS) or by hand 
delivery to the address provided above for paper applications. These items must 
be “postmarked” no later than one day after the original submission deadline 
in Section VI.D.2.a, above, and received at the Corporation no later than 
5:00 PM Eastern Daylight Time two days after the original deadline.   
Applications by fax and e-mail will not be accepted.    
 
In the event of prolonged unavailability of the eGrants system on the date of 
submission, the Corporation reserves the right to extend the eGrants submission 
deadline.  A notice will be placed in eGrants and on www.nationalservice.gov, 
notifying all users of the extended deadline.  In this case, applicants would need to 
submit applications via eGrants by the new deadline.  The Corporation reserves 
the right to permit the filing of late applications upon a finding of good cause. 

 


