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11 ..  IInn tt rroo dd uu cc tt iioo nn   

11..11..  DDoo cc uu mm ee nn tt   PP uu rrpp oo ss ee   aa nn dd   SS cc oo pp ee   
 
The purpose of this document is to provide detailed instructions to help applicants and grantees submit 
new competing, competing continuation, competing supplements, and some noncompeting applications 
electronically to HRSA through Grants.gov (and HRSA EHBs, when applicable).  All applicants must 
submit in this manner.  This document is intended to be the comprehensive source of information related 
to the electronic grant submission processes and will be updated periodically.  This document does not 
replace program guidance provided in funding opportunity announcements (FOAs).  Note: As of October 
1, 2010 grantees are no longer required to submit a full grant application to determine eligibility for 
funding of a successive budget period within their approved project period.  Instead, grantees need only 
to submit the streamlined Non-Competing Continuation (NCC) Progress Report for continued funding of 
the next budget period.  For details and user guides, please visit 
http://www.hrsa.gov/grants/noncompetingcontinuations/index.html. 
 
  NNOOTTEE::    TToo  vviieeww,,  ccoommpplleettee  aanndd  ssuubbmmiitt  aann  aapppplliiccaattiioonn  ppaacckkaaggee,,  yyoouu  wwiillll  nneeeedd  ttoo  ddoowwnnllooaadd  tthhee  ccoommppaattiibbllee  

vveerrssiioonn  ooff  AAddoobbee  RReeaaddeerr  ssooffttwwaarree..    AAllll  aapppplliiccaannttss  mmuusstt  uussee  tthhee  AAddoobbee  RReeaaddeerr  vveerrssiioonn  88..11..11  oorr  llaatteerr  vveerrssiioonn  
ttoo  ssuucccceessssffuullllyy  ssuubbmmiitt  aann  aapppplliiccaattiioonn..  

11..22..  DDoo cc uu mm ee nn tt   OOrrgg aa nn iizzaa tt iioo nn   aa nn dd   VVee rrss iioo nn   CCoo nn ttrroo ll  
 
This document contains the following seven sections: 
 
 Section Description 

1. Introduction Describes the document’s purpose and scope. 

2.  Process Overview  
- New Competing Application 

Through Grants.gov (no 
verification required within 
HRSA Electronic Handbooks 
(EHBs))  
 

- New Competing, Competing 
Continuation, and Competing 
Supplement Applications 
(submitted using both 
Grants.gov and HRSA EHBs;  
with HRSA EHBs Verification) 

 
Provides detailed instructions to applicant organizations and 
institutions submitting a new competing application using 
Grants.gov that does not require HRSA EHBs verification.  
 
 
 
Provides detailed instructions for those grantees submitting new 
competing, competing continuation, and competing supplement 
applications through Grants.gov and HRSA EHBs that require 
HRSA EHBs verification. 
 
 

3.  Registering and Applying 
through Grants.gov 
 

Provides detailed instructions to enable applicants/grantees to 
register and apply electronically using Grants.gov in the 
submission of grant applications.  

4.  Validating and/or Completing an 
Application in the HRSA EHBs 
 
 

Provides detailed instructions and important guidance on 
registering an individual and/or organization, verifying the status 
of applications, validating grants.gov application in  EHBs, 
managing access to the application, checking and correcting 
validation errors, completing and submitting the application. 

5 General Instructions for 
Application Submission 

Provides instructions and important policy guidance regarding 
application format requirements and submission.   

6. Customer Support  
Information  

Provides contact information to address technical and 
programmatic questions. 

7. Frequently Asked Questions Provides answers to frequently asked questions by various 
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(FAQs) categories. 
 
This document is under version control.  Please visit http://www.hrsa.gov/grants/apply/userguide.pdf to 
retrieve the latest published version. 

22..  PP rroo cc ee ss ss   OOvvee rrvviiee ww  

22..11  NNee ww  CCoo mm pp ee tt iinn gg   AApp pp lliicc aa tt iioo nn ss   ((EEnn ttiirree   SS uu bb mm iiss ss iioo nn   TThh rroo uu gg hh   GGrraa nn ttss ..gg oo vv;;   NNoo   
VVee rriiffiicc aa tt iioo nn   RRee qq uu iirree dd   WWiitthh iinn   HHRRSS AA  EEHHBBss ))  

 
  NNOOTTEE::    UUssee  tthhee  FFOOAA  ttoo  ddeetteerrmmiinnee  iiff  vveerriiffiiccaattiioonn  iinn  HHRRSSAA  EEHHBBss  iiss  rreeqquuiirreedd..    IIff  vveerriiffiiccaattiioonn  iiss  rreeqquuiirreedd,,  

yyoouu  sshhoouulldd  rreeffeerr  ttoo  SSeeccttiioonn  22..22..    IIff  vveerriiffiiccaattiioonn  iiss  nnoott  rreeqquuiirreedd,,  ccoonnttiinnuuee  rreeaaddiinngg  tthhiiss  sseeccttiioonn..  
 
Following is the process for submitting a new competing application through Grants.gov:  
 
1. HRSA will post all new competing FOAs on Grants.gov (http://www.grants.gov).   
2. In order to apply for a HRSA grant, you must complete the Grants.gov registration process.  See 

Section 3 for more details. 
3. Once the FOA is available, applicants should search for the announcement in Grants.gov under Find 

Grant Opportunities (http://www.grants.gov/applicants/find_grant_opportunities.jsp) or Apply for 
Grants (http://www.grants.gov/applicants/apply_for_grants.jsp).  

4. Download the application package and instructions from Grants.gov.  The FOA is also part of the 
instructions that must be downloaded. 

5. Save a copy of the application package on your computer and complete all the forms based on the 
instructions provided in the FOA. 

6. Submit the application package through Grants.gov (requires registration – see Section 3). 
7. Track the status of your submitted application using Track My Application at Grants.gov until you 

receive email notifications that your application has been received and validated by Grants.gov and 
received by HRSA. 

22..22  NNee ww  CCoo mm pp ee tt iinn gg ,,  CCoo mm pp ee tt iinn gg   CCoo nn tt iinn uu aa tt iioo nn ,,  aa nn dd   CCoo mm pp ee tt iinn gg   SS uu pp pp llee mm ee nn tt   
AApp pp lliicc aa tt iioo nn ss   ((SS uu bb mm iitt ttee dd   UUss iinn gg   BBoo tthh   GGrraa nn ttss ..gg oo vv  aa nn dd   HHRRSS AA  EEHHBBss ;;   
VVee rriiffiicc aa tt iioo nn   RRee qq uu iirree dd   WWiitthh iinn   HHRRSS AA  EEHHBBss ))  

 
  NNOOTTEE::  YYoouu  sshhoouulldd  rreevviieeww  FFOOAA  ttoo  ddeetteerrmmiinnee  iiff  vveerriiffiiccaattiioonn  iinn  HHRRSSAA  EEHHBBss  iiss  rreeqquuiirreedd..    IIff  vveerriiffiiccaattiioonn  iiss  

NNOOTT  rreeqquuiirreedd,,  yyoouu  sshhoouulldd  rreeffeerr  ttoo  SSeeccttiioonn  22..11  aabboovvee..    IIff  vveerriiffiiccaattiioonn  iiss  rreeqquuiirreedd,,  ccoonnttiinnuuee  rreeaaddiinngg  tthhiiss  
sseeccttiioonn..  

 
Following is the process for submitting a competitive application through Grants.gov with verification 
required within HRSA EHBs: 
 
1. HRSA will post all competing continuation and competing supplemental funding opportunity 

announcements on Grants.gov.  Announcements are typically posted at the beginning of the fiscal 
year, however, they are not generally available until later.  New competing applications that require 
verification within EHBs are posted throughout the year.  For more information, visit 
http://www.hrsa.gov/grants. 

2. In order to apply for a HRSA grant, you must complete the Grants.gov registration process.  See 
Section 3 for more details. 

3. When an FOA becomes available, applicants should search for the announcement in Grants.gov 
under Apply for Grants (http://www.grants.gov/applicants/apply_for_grants.jsp).  Since eligibility for 
competing continuation and competing supplemental funding is limited to current grantees, those 
announcements will not appear in Grants.gov under Find Grant Opportunities. 

http://www.grants.gov/�
http://www.grants.gov/applicants/find_grant_opportunities.jsp�
http://www.hrsa.gov/grants�
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4. Download the application package and instructions from Grants.gov.  The FOA is also part of the 
instructions that must be downloaded.  Note the Announcement Number as it will be required later in 
the process. 

5. Save a copy of the application package on your computer and complete all the standard forms based 
on the instructions provided in the FOA. 

6. Submit the application package through Grants.gov (requires registration – see Section 3).  Note the 
Grants.gov Tracking Number as it will be required later in the process. 

7. Track the status of your submitted application using Track My Application at Grants.gov until you 
receive email notifications that your application has been received and validated by Grants.gov and 
received by HRSA. 

8. HRSA EHBs software pulls the application information into EHBs and validates the data. 
9. HRSA notifies the Project Director (PD), Authorizing Official (AO), Business Official (BO) and 

application Point of Contact (POC) by email to check HRSA EHBs for results of HRSA validations and 
to enter supplemental information required to process the competing continuation or supplemental 
application.  Note the HRSA EHBs tracking number from the email. 

10. The application in HRSA EHBs is validated by a user from the grantee organization by providing three 
independent data elements: Announcement Number, Grants.gov Tracking Number, and HRSA EHBs 
Tracking Number. 

11. The AO verifies the pending application in HRSA EHBs, fixes any validation errors, and makes 
necessary corrections.  Supplemental forms are completed.  AO submits the application to HRSA.  

  

33..  RRee gg iiss ttee rr iinn gg   aa nn dd   AApp pp llyyiinn gg   TThh rroo uu gg hh   GGrraa nn ttss ..gg oo vv  
 
Grants.gov requires a one-time registration by the applicant organization and annual updating.  If you do 
not complete the registration and update it annually, you will not be able to submit an application.   
 
The five-step registration process must be completed by every organization wishing to apply for a HRSA 
grant opportunity.  The process will take anywhere from five business days to one month.  First-time 
applicants or those considering applying in the future should register immediately.  Registration 
with Grants.gov provides the representatives from the organization with the required credentials 
necessary to submit an application.    

33..11..  RREEGGIISS TTEERR  ––  AApp pp lliicc aa nn tt //GGrraa nn ttee ee   OOrrgg aa nn iizzaa tt iioo nn ss   MMuu ss tt   RRee gg iiss ttee rr   WWiitthh   
GGrraa nn ttss ..gg oo vv  ((iiff  nn oo tt   aa llrree aa dd yy  rree gg iiss ttee rree dd ))  

 
If an applicant/grantee organization has already completed Grants.gov registration for HRSA or another 
Federal agency, confirm that it is still active and that the AOR has been approved, then skip to the next 
section.  
 
For those applicant organizations still needing to register with Grants.gov, detailed registration information 
can be found on Grants.gov under Get Registered (http://www.grants.gov/applicants/get_registered.jsp).  
These instructions will walk you through the following five basic registration steps: 
 
Step 1:  Obtain a Data Universal Numbering System (DUNS) Number 
A DUNS number is a unique number that identifies an organization.  It has been adopted by the Federal 
government to help track how Federal grant money is distributed.  Ask your grant administrator or chief 
financial officer to provide your organization’s DUNS Number.  If your organization does not have a 
DUNS Number, you may request one online at http://fedgov.dnb.com/webform or call the Dun &  
Bradstreet hotline at 1-800-705-5711 (for the US and US Virgin Islands) or 1-800-234-3867 (for Puerto 
Rico) to receive one free of charge.  Once you have completed the registration, your DUNS Number will 
be available the same day.  Note:  a missing or incorrect DUNS number is the primary reason for 
applications being “Rejected for Errors” by Grants.gov. 
 

http://www.grants.gov/applicants/get_registered.jsp�
http://fedgov.dnb.com/webform�
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Step 2:  Register with the Central Contractor Registration (CCR) 
The CCR is the central government repository for organizations working with the Federal government.  
Check to see if your organization is already registered at the CCR Web site.  If your organization is not 
registered, identify the primary contact who should register your organization.  Visit the CCR Web site at 
http://www.ccr.gov to register online or call 1-888-606-8220 to register by phone.  CCR Registration must 
be renewed annually.  Before registering, applicants and recipients should review the Central Contractor 
Registration user guide at https://www.bpn.gov/ccr/handbook.aspx.  If after having registered in CCR, you 
experience any registration problems, you can get help from the Federal Service Desk at 
https://www.fsd.gov.  
 
You must designate the organization’s E-Business Point of Contact (E-BIZ POC) who will create the 
organization’s CCR Marketing Partner ID Number (MPIN) password.  The E-BIZ POC will use the MPIN 
to designate Authorized Organization Representatives (AORs) through Grants.gov.  The CCR 
Registration must become active before you can proceed to step 3. 
 
Step 3:  Creating a Username & Password 

• To submit a grant application on behalf of an organization, you must be registered as an AOR. 
• AORs must create a short profile and obtain a username and password from the Grants.gov 

Credential Provider. 
• AORs will only be authorized for the DUNS number registered in the Grants.gov profile. 
 

Step 4:  AOR Authorization 
• The E-Business POC uses the DUNS number and MPIN to authorize your AOR status. 
• Only the E-BIZ POC may authorize AORs. 
 

Step 5:  Track AOR Status 
• Using your username and password from Step 3, go to Grants.gov under Applicant Login to check your 

AOR status at https://apply07.grants.gov/apply/login.faces?userType=applicant&cleanSession=1. 
 
Allow for extra time if an applicant does not have a Tax Identification Number (TIN) or Employer 
Identification Number (EIN).  The CCR validates the EIN against Internal Revenue Service records, a step 
that will take an additional one to five business days. 
 
Additional assistance with the registration process is available at Grants.gov at 
http://www.grants.gov/applicants/get_registered.jsp.  A variety of support options is available through the 
online Help feature, including Context-Sensitive Help, Online Tutorials, FAQs, Training Demonstrations, 
User Guides (http://www.grants.gov/assets/ApplicantUserGuide.pdf), and Quick Reference Guides.  
 
Please direct questions regarding Grants.gov registration to the Grants.gov Call Center at: 1-800-518-
4726.  Call Center hours of operation are 24 hours a day, 7 days a week, excluding Federal holidays.  
You may also receive assistance via email at support@grants.gov or access the self-service web portal at 
http://grants.gov/iportal. 
 

  NNOOTTEE::    IItt  iiss  hhiigghhllyy  rreeccoommmmeennddeedd  tthhaatt  tthhiiss  rreeggiissttrraattiioonn  pprroocceessss  iiss  ccoommpplleetteedd  aatt  lleeaasstt  ttwwoo  wweeeekkss  pprriioorr  ttoo  tthhee  
ssuubbmmiittttaall  ddaattee  ooff  yyoouurr  oorrggaanniizzaattiioonn’’ss  ffiirrsstt  GGrraannttss..ggoovv  ssuubbmmiissssiioonn..  

33..22..  AAPP PP LLYY  --  AApp pp llyy  tthh rroo uu gg hh   GGrraa nn ttss ..gg oo vv  
 
Grants.gov includes a simple, unified application process to enable applicants to apply for grants online.  
The information applicants need to understand and execute the steps can be found at Grants.gov under 
the For Applicants section under Apply for Grants (http://www.grants.gov/applicants/apply_for_grants.jsp).  
Step 2, Complete the Grant Application Package, includes a narrated online tutorial on how to complete a 
grant application package using Adobe.  The site also contains an Applicant User Guide at 
http://www.grants.gov/assets/ApplicantUserGuide.pdf.   
 

http://www.ccr.gov/�
https://www.fsd.gov/�
http://www.grants.gov/applicants/get_registered.jsp�
http://www.grants.gov/assets/ApplicantUserGuide.pdf�
mailto:support@grants.gov�
http://grants.gov/iportal�
http://www.grants.gov/applicants/apply_for_grants.jsp�
http://www.grants.gov/assets/ApplicantUserGuide.pdf�
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3.2.1. Find Funding Opportunity 
If you are submitting a new competing application, search for the announcement in Grants.gov under   
Find Grant Opportunities (http://www.grants.gov/applicants/find_grant_opportunities.jsp) and select the 
announcement for which you wish to apply.  Refer to the funding opportunity announcement for eligibility 
criteria.  
 

  NNOOTTEE::    AAllll  nneeww  ccoommppeettiinngg  aannnnoouunncceemmeennttss  sshhoouulldd  bbee  aavvaaiillaabbllee  iinn  GGrraannttss..ggoovv  FFIINNDD!!    WWhheenn  ffuunnddiinngg  
ooppppoorrttuunniittiieess  aarree  rreelleeaasseedd,,  aannnnoouunncceemmeennttss  aarree  mmaaddee  aavvaaiillaabbllee  iinn  GGrraannttss..ggoovv  AAPPPPLLYY..  

 
If you are submitting a competing continuation, competing supplement, or noncompeting application, 
search for the announcement under Apply For Grants 
(http://www.grants.gov/applicants/apply_for_grants.jsp).  Enter the announcement number provided in the 
field, Funding Opportunity Number.  (Example announcement number: HRSA-12-001) 
 

  NNOOTTEE::    AAnnnnoouunncceemmeennttss  wwiitthh  rreessttrriicctteedd  eelliiggiibbiilliittyy  aarree  nnoott  aavvaaiillaabbllee  uunnddeerr  tthhee  FFiinndd  GGrraanntt  OOppppoorrttuunniittiieess  
ffuunnccttiioonn  iinn  GGrraannttss..ggoovv..  

3.2.2. Download Application Package 
Download the application package and instructions.  Application packages are posted in Adobe Reader 
format.  To ensure that you can view the application package and instructions, you should download and 
install the Adobe Reader application.  The application package will be saved to your computer, completed 
off line, and then uploaded to Grants.gov at the time of submission.  
 
For more information on using Adobe Reader, refer to Section 7.1.2.   
 

  NNOOTTEE::  PPlleeaassee  rreevviieeww  tthhee  ssyysstteemm  rreeqquuiirreemmeennttss  ffoorr  AAddoobbee  RReeaaddeerr  aatt  
hhttttpp::////wwwwww..ggrraannttss..ggoovv//hheellpp//ddoowwnnllooaadd__ssooffttwwaarree..jjsspp..  

3.2.3. Comple te  the  Grant Applica tion  Package 
Complete the application using both the built-in instructions and the instructions provided in the funding 
opportunity announcement.  Ensure that you save a copy of the application on your computer.  For 
assistance with program guidance related questions, please contact the program officer listed on the 
program guidance.  For assistance with budget or other administrative related questions, please contact 
the Grants Management Specialist listed in Section VII of the funding opportunity announcement.  
 

  NNOOTTEE::    GGrraanntteeeess  wwiitthh  ccoommppeettiinngg  ccoonnttiinnuuaattiioonnss  aanndd  ccoommppeettiinngg  ssuupppplleemmeennttss  sshhoouulldd  pprroovviiddee  tthheeiirr  1100--ddiiggiitt  
ggrraanntt  nnuummbbeerr  [[bbooxx  44bb  ffrroomm  tthhee  NNoottiiccee  ooff  AAwwaarrdd  ((NNooAA))]]  iinn  tthhee  FFeeddeerraall  AAwwaarrdd  IIddeennttiiffiieerr  ffiieelldd  ((bbooxx  55bb  iinn  SSFF442244  
oorr  bbooxx  44  iinn  SSFF442244  RR&&RR))..    YYoouu  mmaayy  ccoommpplleettee  tthhee  aapppplliiccaattiioonn  oofffflliinnee  ––  yyoouu  aarree  nnoott  rreeqquuiirreedd  ttoo  bbee  
ccoonnnneecctteedd  ttoo  tthhee  IInntteerrnneett..  

3.2.4. Submit Applica tion  
Once you have downloaded the application package, completed all required forms, and attached all 
required documents—click the “Check Package for Errors” button and make any necessary corrections.   
 
 In Adobe Reader, click on the “Save and Submit” button when you have done all of the above 

and are ready to send your completed application to Grants.gov. 
 
Review the provided application summary to confirm that the application will be submitted to the program 
for which you wish to apply.  If you submit an application to the wrong opportunity, you must apply to the 
correct announcement on or before the posted deadline.  To submit, the AOR must login to Grants.gov 
and enter their username and password.  Note:  the same DUNS number, AOR username, and password 
must be used to complete and submit your application.  Once you have logged in, your application 
package will automatically be uploaded to Grants.gov.  A confirmation screen will appear once the upload 

http://www.grants.gov/applicants/find_grant_opportunities.jsp�
http://www.grants.gov/help/download_software.jsp�
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is complete.  Note that a Grants.gov Tracking Number will be provided on this screen (GRANTXXXXX).  
Please record this number so that you may refer to it for all subsequent help.  
 
Please direct questions regarding application submission to the Grants.gov Call Center at: 1-800-518-
4726.  Call Center hours of operation are 24 hours a day, 7 days a week, excluding Federal holidays. 
 

  NNOOTTEE::    TThhee  AAOORR  mmuusstt  bbee  ccoonnnneecctteedd  ttoo  tthhee  IInntteerrnneett  aanndd  mmuusstt  hhaavvee  aa  GGrraannttss..ggoovv  uusseerrnnaammee  aanndd  ppaasssswwoorrdd  
ttiieedd  ttoo  tthhee  ccoorrrreecctt  DDUUNNSS  nnuummbbeerr  iinn  oorrddeerr  ttoo  ssuubbmmiitt  tthhee  aapppplliiccaattiioonn  ppaacckkaaggee..  

3.2.5. Verify S ta tus  of Applica tion  in  Grants .gov 
Once Grants.gov has received your submission, Grants.gov will send email messages to the PD, AO, and 
the POC listed in the application advising of the progress of the application through the system.  You will 
receive up to four emails.  The first will confirm receipt of your application by the Grants.gov system 
(“Received”), and the second will indicate that the application has either been successfully validated 
(“Validated”) by the system prior to transmission to the grantor agency or has been rejected due to errors 
(“Rejected with Errors”).  An application for HRSA funding must be both received and validated by 
Grants.gov by the application deadline. 
 
At this time, Grants.gov will attempt validate the application.  This validation ensures that the AOR has 
submitted the application and that all required standard forms are complete and have the correct type of 
information in them.  Grants.gov will also validate that the applicant’s CCR Registration is current.  
Grants.gov will not validate application content, attachments, page limit, or applicant eligibility. 
 
If your application has been rejected due to an error, you must correct the application and resubmit it to 
Grants.gov before the posted deadline.  If you are unable to resubmit because the opportunity has since 
closed, you must contact the Director of the Division of Grants Policy at HRSA within five (5) days 
from the closing date, via email at DGPWaivers@hrsa.gov and provide a detailed explanation.  Your 
email must include the HRSA Announcement Number, the name, address, and telephone number of your 
organization, the organization’s DUNS number, and the name and telephone number of the project 
director, as well as the Grants.gov Tracking Number (GRANTXXXXXX) assigned to your submission, 
along with a copy of the “Rejected with Errors” notification you received from Grants.gov.  HRSA is very 
strict in adhering to application deadlines and electronic submission requirements.  Extensions for 
competitive funding opportunities are only granted in the rare event of a natural disaster or validated 
technical system problem on the side of either Grants.gov or the HRSA EHBS that prevented a timely 
application submission. 
 
You can check the status of your application(s) anytime after submission by logging into Grants.gov and 
clicking on the Track My Application link on the left side of the page.  This link will also be included in the 
confirmation email that you receive from Grants.gov. 
 
If there are no errors, the application will be downloaded by HRSA.  Upon successful download to HRSA, 
the status of the application will change to “Received by Agency” and the contacts listed in the application 
will receive a third email from Grants.gov.  Once your application is received by HRSA, it will be 
processed to ensure that the application is submitted for the correct funding announcement, with the 
correct grant number (if applicable), and applicant/grantee organization.  Upon this processing, which is 
expected to take up to two to three business days, HRSA will assign a unique tracking number to your 
application.  This tracking number will be posted to Grants.gov and the status of your application will be 
changed to “Agency Tracking Number Assigned.”  You will receive the fourth email in which Grants.gov 
will provide the Agency Tracking Number.  Record the HRSA tracking number and use it for all 
correspondence with HRSA. 
 

mailto:DGPWaivers@hrsa.gov�
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44 ..  VVaa lliidd aa tt iinn gg   aa nn dd //oo rr   CCoo mm pp llee tt iinn gg   aa nn   AApp pp lliicc aa tt iioo nn   iinn   tthh ee   HHRRSS AA  EEllee cc tt rroo nn iicc   
HHaa nn dd bb oo oo kkss   ((EEHHBBss ))  

  
For assistance with registering, verifying data, validating information, or using HRSA EHBs, contact the 
HRSA Call Center at 1-877-464-4772 or TTY: 877-897-9910, Monday through Friday (except Federal 
holidays) between 9:00 a.m. to 5:30 p.m. ET or email callcenter@hrsa.gov.   

44..11..  RRee gg iiss ttee rr   --  PP rroo jjee cc tt   DDiirree cc ttoo rr   aa nn dd   AAuu tthh oo rriizziinn gg   OOffffiicc iiaa ll  MMuu ss tt   RRee gg iiss ttee rr   wwiitthh   
HHRRSS AA  EEHHBBss   ((iiff  nn oo tt   aa llrree aa dd yy  rree gg iiss ttee rree dd ))  

  
To access a noncompeting continuation, a competitive continuation, or a competitive supplement in 
HRSA EHBs, existing grantee organizations must register within the EHBs.  The purpose of the 
registration process is to collect consistent information from all users and allow for the unique 
identification of each system user.  
 

• Registration within HRSA EHBs is required only once for each user.  
• HRSA EHBs now allow a single username to be associated with more than one 

organization.   
 
Registration within HRSA EHBs is a two-step process.  In the first step, individual users from an 
organization who participate in the grants process must create individual system accounts.  In the 
second step, the users must associate themselves with the appropriate grantee organization.  To find 
your organization’s record, use the 10-digit grant number from the Notice of Award (NoA) 
belonging to your grant.  For all existing grantee organizations, records are already in EHBs and there 
is no need to create a new one.  
 
To complete the registration quickly and efficiently, you need the following information readily available: 
 
1. Identify your role in the grants management process.  HRSA EHBs offer the following three functional 

roles for individuals from applicant/grantee organizations: 
 

• Authorizing Official (AO),  
• Business Official (BO), and 
• Other Employee (for Project Directors, assistant staff, AO designees and others).  
 
For more information on functional responsibilities, refer to the HRSA EHBs online help.  
 

2. Locate the 10-digit grant number from the latest NoA belonging to your grant (Box 4b on the NoA).  
You must use this number to find your organization during registration.  All individuals from the 
organization working on the grant must use the same grant number to ensure correct registration. 

 
To access a noncompeting continuation, competitive continuation, or a competitive supplement 
application, the Project Director and other participants must register the specific grant and add it to their 
respective portfolios.  This step is required to ensure that only authorized individuals from the 
organization have access to grant data.  Project Directors will need the latest Notice of Award (NoA) 
to complete this additional step.  This is a one-time requirement. 
 
The Project Director must give the necessary privileges to the AO and other individuals who will assist in 
the submission of grant applications using the administer feature in the grant handbook.  The Project 
Director should also delegate the “Administer Grant Users” privilege to the AO. 
 
Once you have access to your grant handbook, use the appropriate link under the deliverables section to 
access your application. 
 

mailto:callcenter@hrsa.gov�
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Note that registration with HRSA EHBs is independent of Grants.gov registration. 
 
For assistance in registering with HRSA EHBs, call the HRSA Call Center at 1-877-464-4772 or TTY: 
877-897-9910, Monday through Friday (except Federal holidays) between 9:00 am to 5:30 p.m. ET or 
email callcenter@hrsa.gov.   
 

  IIMMPPOORRTTAANNTT::    YYoouu  mmuusstt  uussee  yyoouurr  HHRRSSAA  EEHHBBss  TTrraacckkiinngg  NNuummbbeerr  oorr  yyoouurr  1100--ddiiggiitt  ggrraanntt  nnuummbbeerr  ((bbooxx  44bb  ffrroomm  
NNooAA))  ttoo  iiddeennttiiffyy  yyoouurr  oorrggaanniizzaattiioonn..      

  

44..22..  VVee rriiffyy  SS ttaa ttuu ss   oo ff  AApp pp lliicc aa tt iioo nn   
  
HRSA will send an email to the PD, AO, POC, and the BO (listed on the submitted application) to confirm 
that the application was successfully received.  The PD listed on the most recent NoA, if different from the 
PD listed on the application, will also receive an email notification.  Therefore, it is important to ensure 
that email addresses are correct.  
 

  NNOOTTEE::    GGrraanntteeeess  sshhoouulldd  cchheecckk  HHRRSSAA  EEHHBBss  wwiitthhiinn  ttwwoo  ttoo  tthhrreeee  bbuussiinneessss  ddaayyss  aafftteerr  ssuubbmmiissssiioonn  tthhrroouugghh  
GGrraannttss..ggoovv  ffoorr  aavvaaiillaabbiilliittyy  ooff  yyoouurr  aapppplliiccaattiioonn..  

  

44..33..  VVaa lliidd aa ttee   GGrraa nn ttss ..gg oo vv  AApp pp lliicc aa tt iioo nn   iinn   tthh ee   HHRRSS AA  EEHHBBss   
  
The HRSA EHBs include a validation process to ensure that only authorized individuals from an 
organization are able to access the organization’s competing applications.  The first user who seeks 
access to any competing application will need to provide the following information:  
 

Data Element Source Example 
Announcement Number From submitted Grants.gov application HRSA-12-XXX 

Grants.gov Tracking 
Number 

From submitted Grants.gov application GRANTXXXXXXXX 

HRSA EHBs 
Application Tracking 
Number 

From email notification sent to PD, AO, 
BO, and POC listed on application. 

25328 

 
Note that the source of each data element is different and knowledge of the three numbers together is 
considered sufficient to provide that individual access to the application. 
 
To validate the grants.gov application, log in to the EHBs and click on the View Applications link and then 
click on the Add Grants.Gov Application link.  (This is only visible for grant applications that require 
supplemental forms.) 
 
You will now need to complete a form using the numbers specified in the table above to validate your 
grants.gov application. 
 

  NNOOTTEE::    TThhee  ffiirrsstt  iinnddiivviidduuaall  wwhhoo  ccoommpplleetteess  tthhiiss  sstteepp  sshhoouulldd  uussee  tthhee  “PPeeeerr  AAcccceessss””  ffeeaattuurree  ttoo  sshhaarree  tthhee  
aapppplliiccaattiioonn  wwiitthh  ootthheerr  iinnddiivviidduuaallss  ffrroomm  tthhee  oorrggaanniizzaattiioonn..    IItt  iiss  rreeccoommmmeennddeedd  tthhaatt  tthhee  AAOO  ccoommpplleettee  tthhiiss  sstteepp..    

mailto:callcenter@hrsa.gov�
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44..44..  MMaa nn aa gg ee   AAcc cc ee ss ss   ttoo   tthh ee   AApp pp lliicc aa tt iioo nn   
 
You must be registered in HRSA EHBs to access the application.  To ensure that only authorized 
individuals from the organization gain access to the application, you must follow the process described 
earlier. 
 
The Project Director (PD), using the Administer Users feature in the grant handbook, must give the 
necessary privileges to the AO and other individuals who will assist in the submission of applications.  
Project Directors must also delegate the “Administer Grant Users” privilege to the AO so that future 
administration can be managed by the AO. 
 
The individual who validated the application must use the “Peer Access” feature to share this application 
with other individuals from the organization.  This is required if you wish to allow multiple individuals to 
work on the application in HRSA EHBs. 
 
Once you have access to your grant handbook, use the appropriate link under the deliverables section to 
access your grant application. 

44..55..  CChh ee cc kk  VVaa lliidd aa tt iioo nn   EErrrroo rrss   
 
HRSA EHBs will validate the application received through Grants.gov.  All validation errors are recorded 
and displayed to the applicant.  To view the validation errors use the Grants.gov Data Validation 
Comments link on the application status page in HRSA EHBs. 

44..66..  FFiixx  EErrrroo rrss   aa nn dd   CCoo mm pp llee ttee   AApp pp lliicc aa tt iioo nn   
 
Applicants must review the errors in HRSA EHBs and make necessary corrections.  If noted in the 
funding opportunity announcement, applicants must also complete the detailed budget and other required 
forms in HRSA EHBs and assign an AO who must be a registered user in the HRSA EHBs.  HRSA EHBs 
will show the status of each form in the application package and the status of all forms must be 
“Complete” in the summary page before the HRSA EHBs will allow the application to be submitted. 

44..77..  SS uu bb mm iitt   AApp pp lliicc aa tt iioo nn   iinn   HHRRSS AA  EEHHBBss   
 
4.7.1.  New Competing , Competing  Continua tion , and  Competing  Supplement 
Applica tions  Submitted  Us ing  Both  Grants .gov and  HRS A EHBs  
After the Grants.gov application is pulled into EHBs and validated, the AO verifies the pending application 
in HRSA EHBs, fixes any validation errors, and makes necessary corrections.  Supplemental forms are 
completed.  The application must then be submitted by the AO assigned to the application within HRSA 
EHBs.  (The designee of the AO can also submit the application.)  The completed application must be 
submitted to HRSA by the due dates listed within the funding opportunity announcement. 
 

  NNOOTTEE::    YYoouu  mmuusstt  ssuubbmmiitt  tthhee  aapppplliiccaattiioonn  bbyy  tthhee  dduuee  ddaattee  lliisstteedd  wwiitthhiinn  tthhee  ffuunnddiinngg  ooppppoorrttuunniittyy  aannnnoouunncceemmeenntt..    
TThheerree  aarree  ttwwoo  ddeeaaddlliinneess  wwiitthhiinn  tthhee  aannnnoouunncceemmeenntt  ––  oonnee  ffoorr  ssuubbmmiissssiioonn  wwiitthhiinn  GGrraannttss..ggoovv  aanndd  tthhee  sseeccoonndd  
ffoorr  ssuubbmmiissssiioonn  wwiitthhiinn  HHRRSSAA  EEHHBBss..  

 
Performance Measures for All Competitive Applications - Many HRSA funding opportunity 
announcements include specific data forms and require performance measure reporting.  If the 
completion of performance measure information is indicated in this funding opportunity announcement, 
successful applicants receiving grant funds will be required, within 30 days of the Notice of Award (NoA) 
to register in HRSA’s Electronic Handbooks (EHBs) and electronically complete the program specific data 
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forms that appear in this announcement.  This requires the provision of budget breakdowns in the 
financial forms based on the grant award amount, the project abstract and other grant summary data, and 
objectives for the performance measures.  

55..  GGee nn ee rraa ll  IInn ss tt rruu cc tt iioo nn ss   ffoo rr   AApp pp lliicc aa tt iioo nn   SS uu bb mm iiss ss iioo nn   

The following guidelines are applicable to all submissions unless otherwise noted.  Failure to follow the 
instructions may make your application non-responsive.  Non-responsive applications will not be given 
any consideration and the particular applicants will be notified.  It is mandatory to follow the instructions 
provided in this section to ensure that your application can be printed efficiently and consistently for 
review. 

55..11..  NNaa rrrraa tt iivvee   AAttttaa cc hh mm ee nn tt   GGuu iidd ee lliinn ee ss   

5.1.1. Font  
Please use an easily readable font, such as Times Roman, Arial, Courier, or CG Times.  The text and 
table portions of the application must be submitted in not less than a 12-point font and 1.0 line spacing.  
Applications not adhering to 12-point font requirements may be returned.  For charts, graphs, footnotes, 
and budget tables, applicants may use a different pitch or size font but not less than 10 pitch or size font.  
It is vital that the charts are legible when scanned or reproduced.  
 
Please do not submit organizational brochures or other promotional materials, slides, films, clips, etc.  

5.1.2. Paper S ize  and  Margins  
For duplication and scanning purposes, please ensure that the application can be printed on 8 ½” x 11” 
white paper.  Margins must be at least one (1) inch at the top, bottom, left and right of the paper.  Please 
left-align text. 

5.1.3. Names  
Include the name of the applicant and 10-digit grant number (if competing continuation, competing 
supplement, or noncompeting continuation) on each page. 

5.1.4. Sec tion  Headings  
Put all section headings flush left in bold type. 

5.1.5. Page  Numbering  
Do not number the standard OMB approved forms.  Number each attachment page sequentially.  Reset 
the numbering for each attachment.  (Treat each attachment/document as a separate section.) 

5.1.6. Allowable  Attachment or Document Types  
The attachment types listed below are supported in HRSA EHBs.  Although grants.gov allows you to 
upload other types of attachments, HRSA only accepts the following types of attachments.  Files 
with unrecognizable extensions may not be accepted or may be corrupted, and will not be 
considered as part of the application.  When the application is printed by HRSA, documents will print 
as they are formatted by the applicant.  Take care to format Excel spreadsheets so they will print in as 
few pages as possible.   
 
File Attachment Types (acceptable by HRSA) 
.DOC - Microsoft Word  
.RTF - Rich Text Format  
.TXT - Text  
.WPD - Word Perfect Document  
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.PDF - Adobe Portable Document Format  

.XLS - Microsoft Excel 

.VSD – Microsoft Visio 
 
File Attachment Names  

o Limit the file attachment name to under 50 characters. 
o Do not use any special characters (e.g., -, %, /, #, ) or spacing in the file name or word 

separation. (The exception is the underscore ( _ ) character.) 
 
Your application will be rejected by Grants.gov if you use special characters or attachment names 
greater than 50 characters. 

55..22..  AApp pp lliicc aa tt iioo nn   CCoo nn ttee nn tt   OOrrdd ee rr   ((TTaa bb llee   oo ff  CCoo nn ttee nn ttss ))  
 
HRSA uses an automatic numbering approach to ensure uniformity of all applications when printed for 
objective review. 
 
HRSA uses two standard packages from Grants.gov.  

• SF 424: service delivery programs 
• SF 424 R&R: research and training programs 
  

As indicated in the funding opportunity announcement, HRSA has defined a standard order of forms.  The 
announcement also provides applicants with explicit instructions where to upload specific documents. 

55..33..  PP aa gg ee   LLiimm iitt   
 
When your application is printed, the narrative documents may not exceed 80 pages in length (unless 
specifically stated in the funding opportunity announcement).  The narrative documents include the 
abstract, project and budget narratives, and any other attachments such as letters of support required as 
a part of the funding opportunity announcement.  This 80 page limit does not include the OMB 
approved forms provided in the application package.  Some program funding opportunity 
announcements may require submission of OMB approved program specific forms as attachments which 
will not be included in the 80 page limit. 
 
Applicants must follow the instructions provided in this section.  HRSA recommends that applicants print 
out all attachments and confirm the number of pages before submission. 
 

  NNOOTTEE::    AApppplliiccaattiioonnss  tthhaatt  eexxcceeeedd  tthhee  ssppeecciiffiieedd  lliimmiittss  wwiillll  bbee  ddeeeemmeedd  nnoonn--rreessppoonnssiivvee..    NNoonn--rreessppoonnssiivvee  
ccoommppeettiinngg  aapppplliiccaattiioonnss  wwiillll  nnoott  bbee  ggiivveenn  aannyy  ccoonnssiiddeerraattiioonn  aanndd  tthhee  ppaarrttiiccuullaarr  aapppplliiccaannttss  wwiillll  bbee  nnoottiiffiieedd..    NNoonn--
rreessppoonnssiivvee  aapppplliiccaattiioonnss  wwiillll  hhaavvee  ttoo  bbee  rreessuubbmmiitttteedd  bbeeffoorree  tthhee  ddeeaaddlliinnee  iinn  oorrddeerr  ttoo  ccoommppllyy  wwiitthh  tthhee  ppaaggee  
lliimmiittss..    

 

66..  CCuu ss ttoo mm ee rr   SS uu pp pp oo rr tt   IInn ffoo rrmm aa tt iioo nn   

66..11..  GGrraa nn ttss ..gg oo vv  CCuu ss ttoo mm ee rr   SS uu pp pp oo rrtt   
 
Direct all questions regarding Grants.gov to the Grants.gov Call Center at: 1-800-518-4726.  Call Center 
hours of operation are 24 hours a day, 7 days a week, excluding Federal holidays.  Please be sure to 
obtain a case number every time you call, so that your issue can be tracked. 
 
For additional support with the Grants.gov Web site, visit http://www.grants.gov/help/help.jsp. You can 
also visit the Self Service iPortal for answers to commonly asked questions (https://grants-
portal.psc.gov/Welcome.aspx?pt=Grants). 

http://www.grants.gov/help/help.jsp�
https://grants-portal.psc.gov/Welcome.aspx?pt=Grants�
https://grants-portal.psc.gov/Welcome.aspx?pt=Grants�
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66..22..  HHRRSS AA  CCaa llll  CCee nn ttee rr   
 
For assistance with HRSA EHBs, call 1-877-464-4772 or TTY: 877-897-9910, Monday through Friday 
(except Federal holidays)  between 9:00 a.m. to 5:30 p.m. ET, email callcenter@hrsa.gov, or select the 
Help link at https://grants.hrsa.gov/webexternal/home.asp. 
 

66..33..  HHRRSS AA  PP rroo gg rraa mm   SS uu pp pp oo rrtt   
 
For assistance with program-related questions, contact the program contact listed in Section VII of the 
funding opportunity announcement.  Do not call the program contact for technical questions related to 
either Grants.gov or HRSA EHBs. 
 

77..  FFAAQQss   

77..11..  SS oo ffttwwaa rree   

7.1.1. What a re  the  s oftware  requirements  for us ing  Grants .gov?  
Applicants will need to download Adobe Reader. For information on Adobe Reader, go to 
http://www.grants.gov/help/download_software.jsp#adobe811.  

7.1.2. Adobe  Reader 
The Adobe Reader screen is shown in Figure 1 below. 
 

 
 

 
 
 
 
 

Figure 1:  Adobe Reader Screen 
 

Adobe Reader toolbar 

Mandatory Documents 

mailto:callcenter@hrsa.gov�
https://grants.hrsa.gov/webexternal/home.asp�
http://www.grants.gov/help/download_software.jsp#adobe811�
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Figure 2:  The Adobe Reader Toolbar 

 
1. Save & Submit – Click to submit the application package to Grants.gov. (This is not available until 

all mandatory documents have been completed and the application has been saved.) 
2. Save – Click to save the application package to your local computer. 
3. Print – Click to print the application package. 
4. Check Package for Errors – Click prior to submitting the application package to ensure there are no 

errors. 
 
Documents that you must include in your application package are listed under Mandatory Documents.  
Refer to Figure 3 below. 
 

 
Figure 3:  Working with Mandatory Documents (Adobe Reader) 

 
1. Under Mandatory Documents, select the document you want to work on. 
2. Click on the Move Form to Complete button. 
3. Select the document under Mandatory Documents for Submission and click on the Open Form 

button.  (Note:  depending on your version of Adobe Reader, the forms may open automatically 
when you click on the document name.) 

 
When you open a document for viewing or editing, Adobe Reader opens the document at the bottom of 
the main application page.  Refer to Figure 4 below. 
 

1 2 

3 

1 2 3 4 
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Figure 4:  An Open Form in Adobe Reader 
 
Note that the buttons are attached to the top of the page and move with the page.  Click on the Close 
Form button to save and close the form. 
 

Special Note:  Working with Earlier Versions of Adobe Reader 
It is highly recommended that you remove all earlier versions of Adobe Reader prior to installing the latest 
version of Adobe Reader.  Do this by using Add or Remove Programs from the Control Panel in Windows. 
 
If you need to keep older versions of Adobe Reader on your computer, you should be aware that the 
program will unsuccessfully attempt to open application packages with the earlier, incompatible version.  
Use the following workaround to avoid this problem. 
 

 
 

Figure 5:  Downloading from Grants.gov 
 

1. From the Grants.gov download page, right-click on the Download Application Package link and 
select Save Target As… from the menu. 

2. Save the target on your computer (preferably to the Desktop) as an Adobe Acrobat Document. 

Right-click the 
download link. 

Select Save Target As… 

Adobe Reader opens 
documents at the bottom of 
the application 

Close Form button 

Required fields 
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Figure 6:  Selecting Open with Adobe Reader 
 

3. Right-click the icon. 
4. Select Open With > Adobe Reader 8.1 from the menu. 

7.1.3 Can I download  Adobe  Reader onto  my compute r?  
There are software applications that allow you to successfully navigate the Grants.gov pages and 
complete your application.  These applications can be found at: 
http://www.grants.gov/help/download_software.jsp#811#adobe811.  However, depending on your 
organization’s computer network and security protocols you may not have the necessary permissions to 
download software onto your workstation.  Contact your IT department or system administrator to 
download the software for you or give you access to this function. 

7.1.4. Is  Grants .gov Mac in tos h  compatib le?  
Yes, visit http://www.grants.gov/help/general_faqs.jsp. 

7.1.5. What a re  the  s oftware  requirements  for HRSA EHBs ?  
HRSA EHBs can be accessed over the Internet using Internet Explorer (IE) v5.0 and above and Netscape 
4.72 and above.  IE 6.0 and above is the recommended browser.  HRSA EHBs are 508 compliant. 
 
HRSA EHBs use pop-up screens to allow users to view or work on multiple screens.  Make sure that your 
browser settings allow for pop-ups.  In addition, to view attachments such as Word and PDF, you will need 
the appropriate viewers. 

7.1.6. What a re  the  s ys tem requirements  for us ing  HRSA EHBs  on  a  Mac in tos h  
compute r?  

Mac users are requested to download the latest version of Netscape for their OS version.  It is 
recommended that Safari v1.2.4 and above or Netscape v7.2 and above be used. 
 
Note that Internet Explorer (IE) for Mac has known issues with SSL and Microsoft is no longer supporting 
IE for Mac. HRSA EHBs do not work on IE for Mac.  
 

77..22..  AApp pp lliicc aa tt iioo nn   RRee cc ee iipp tt   

7.2.1. When do  I need  to  s ubmit my applica tion?  
 

Right-click the icon and 
select Open With > 
Adobe Reader 8.1. 

http://www.grants.gov/help/download_software.jsp#811�
http://www.grants.gov/help/general_faqs.jsp�
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Competing Submissions: 
Applications must be submitted to Grants.gov by 8:00 p.m. ET on the due date.  An application for HRSA 
funding must be both received and validated by Grants.gov by the application deadline. 
 
For applications that require verification in HRSA EHBs, refer to the funding opportunity announcement. 
Verification must be completed and applications submitted in HRSA EHBs by 5:00 p.m. ET on the due 
date found in the funding opportunity announcement.  This supplemental due date is different from the 
Grants.gov due date. 
 

7.2.2. What is  the  rece ip t da te  (the  da te  the  applica tion  is  e lec tronica lly rece ived  
by Grants .gov or the  da te  the  da ta  is  rece ived  b y HRS A)?  

 
Competing Submissions: 
The submission/receipt date is the date the application is electronically received by Grants.gov.  An 
application for HRSA funding must be both received and validated by Grants.gov by the application 
deadline. 
 
For applications that require verification in HRSA EHBs (refer to funding opportunity announcement), the 
submission/receipt date will be the date the application is submitted in HRSA EHBs.  
 
Noncompeting Submissions: 
The submission/receipt date will be the date the application is submitted in HRSA EHBs. 
 
Applications must be verified and submitted in HRSA EHBs by 5:00 p.m. ET on the due date (two weeks 
after the due date in Grants.gov).  Refer to the funding opportunity announcement for specific dates. 

7.2.3 Once  my applica tion  is  s ubmitted , how can  I track my applica tion  and  wha t 
emails  can  I expec t from Grants .gov and  HRSA?   

You can check the status of your application(s) anytime after submission by logging into Grants.gov and 
clicking on the Track My Application link on the left side of the page.  This link will also be included in the 
confirmation email that you receive from Grants.gov. 
 
When you submit your competing application in Grants.gov, it is first received and then validated by 
Grants.gov.  Typically, this takes a few hours but it may take up to 48 hours during peak volumes.  You 
will receive four emails from Grants.gov. 
 
The first will confirm receipt of your application by the Grants.gov system (“Received”). The second will 
indicate that the application has either been successfully validated (“Validated”) by the system prior to 
transmission to the grantor agency or has been rejected due to errors (“Rejected with Errors”).  An 
application for HRSA funding must be both received and validated by Grants.gov by the application 
deadline. 
 
Subsequently, the application will be downloaded by HRSA within minutes of successfully validation of 
your application by Grants.gov.  The status of the application will then change to “Received by Agency” 
after successful validation and you will receive a third email from Grants.gov. 
 
HRSA will process the application to ensure that it has been submitted for the correct funding 
announcement, along with the correct grant number (if applicable) and grantee/applicant organization.  
This may take up to three business days.  HRSA will assign a unique tracking number to your application 
which will be posted to Grants.gov.  The status of your application will then be changed to “Agency 
Tracking Number Assigned” and you will receive a fourth email from Grants.gov.  
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For applications that require verification in HRSA EHBs, you will also receive an email from HRSA 
confirming the successful receipt of your application and asking the PD and AO to review and resubmit 
the application in HRSA EHBs.  Please check the respective systems if you do not receive any emails 
within the specified timeframes. 
 

  NNOOTTEE::  RReeffeerr  ttoo  FFAAQQ  77..22..55  bbeellooww  ffoorr  aa  ssuummmmaarryy  ooff  eemmaaiillss..    

7.2.4. If a  res ubmis s ion  is  required  due  to  technologica l problems  encounte red  
us ing  the  Grants .gov s ys tem and  the  c los ing  da te  has  pas s ed , wha t s hould  
I do?  

You must contact the Director of the Division of Grants Policy at HRSA, within five (5) days from the 
closing date, via email at DGPWaivers@hrsa.gov and provide a detailed explanation.  Your email must 
include the HRSA Announcement Number, the name, address, and telephone number of the 
Organization, the organization’s DUNS number, and the Name and telephone number of the Project 
Director, as well as the Grants.gov Tracking Number (GRANTXXXXXXXX) assigned to your submission, 
along with a copy of the “Rejected with Errors” notification you received from Grants.gov.  Extensions for 
competitive funding opportunities are only granted in the rare event of a natural disaster or validated 
technical system problem on the side of either Grants.gov or the HRSA Electronic Handbooks (EHBS) 
that prevented a timely application submission.  An application for HRSA funding must be both received 
and validated by the application deadline. 

mailto:DGPWaivers@hrsa.gov�
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7.2.5 Can you s ummarize  the  emails  rece ived  from Grants .gov and  HRSA EHBs  
and  identify who will rece ive  the  emails ?  

 

Submission Type Subject Timeframe Sent By Recipient 
Competing Application 
(without verification in 
HRSA EHBs) 

“Submission Receipt” Within 48 hours Grants.gov AOR 
“Submission Validation 
Receipt” OR “Rejected with 
Errors” 

Within 48 hours 
 
 

Grants.gov AOR 

“Grantor Agency Retrieval 
Receipt” 

Within hours of 
second email 

Grants.gov AOR 

“Agency Tracking Number 
Assignment” 

Within 3 
business days 

Grants.gov AOR 

Competing Application 
(with verification in 
HRSA EHBs) 

“Submission Receipt” Within 48 hours Grants.gov AOR 
“Submission Validation 
Receipt” OR “Rejected with 
Errors” 

Within 48 hours Grants.gov AOR 

“Grantor Agency Retrieval 
Receipt” 

Within hours of 
second email 

Grants.gov AOR 

“Agency Tracking Number 
Assignment” 

Within 3 
business days 

Grants.gov AOR 

“Application Ready for 
Verification” 

Within 3 
business days 

HRSA AO, BO, 
SPOC, PD 

 

77..33..  AApp pp lliicc aa tt iioo nn   SS uu bb mm iiss ss iioo nn   

7.3.1 How can  I make  s ure  tha t my e lec tronic  applica tion  is  pres ented  in  the  
correc t o rder for ob jec tive  re view?  

Follow the instructions provided in Section 5 to ensure that your application is presented in the correct 
order and is compliant with all the requirements. 
 

77..44  GGrraa nn ttss ..gg oo vv  
 
For a list of frequently asked questions and answers maintained by Grants.gov, please visit the following 
URL: http://www.grants.gov/applicants/applicant_faqs.jsp.  
 
Grants.gov offers several tools and numerous user guides to assist applicants that are interested in 
applying for grant funds.  To view the many applicant resources available through grants.gov please visit 
the following URL:   http://www.grants.gov/applicants/app_help_reso.jsp. 
 
 
 

http://www.grants.gov/applicants/applicant_faqs.jsp�
http://www.grants.gov/applicants/app_help_reso.jsp�
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