
STAND DOWN GRANT APPLICATION
REVIEW CHECKLIST
INSTRUCTIONS FOR COMPLETION

VETS reviewers should place an "X" in the appropriate "yes," "no," or “N/A” column for each checklist question.  The DVET/GOTR is to complete Section A and the RAVET is to complete Section B.  A "Remarks" column is provided for comments regarding the answer selected. The term (REQUIRED) indicates that the information requested must be provided or the request cannot be approved.
When completed and ready to forward to the next level of review, enter the date reviewed in the appropriate space below.  Forward the original checklist with your transmittal memorandum addressed to the next review level as indicated in the review checklist.

	GRANT APPLICATION INFORMATION

	APPLICANT LEGAL NAME (as listed on block 8a. of SF 424) :
	

	STATE:
	

	DATE SUBMITTED TO DVET:
	

	DVET NAME:
	

	     DATE REVIEWED BY DVET:
	

	RAVET NAME:
	

	     DATE REVIEWED BY RAVET:
	


	Checklist Item
	Y
	N
	NA
	Remarks

	DVET REVIEW – This section of the checklist should be used as a self-help tool to provide technical assistance to grant applicants and to ensure that the Stand Down funding request is submitted in accordance with guidance provided.  It should be completed and signed by the DVET after a thorough review of the application.  A final copy of this checklist is to be submitted with your recommendation(s) to the RAVET.  The package forwarded to the RAVET must contain printed copies of ALL documents marked "Required."

	1.  Applicant Letter (Required)

	Did the grant applicant provide a letter requesting Stand Down grant funding?
	 
	
	
	 

	Is the applicant letter an original document signed in blue ink?
	
	
	
	

	Does the applicant letter indicate the individual who signed the SF 424 is authorized to enter into this agreement with the U.S. Department of Labor?
	
	
	
	

	2.  Program Narrative (Required)

	Does the narrative state the need for the Stand Down?
	
	
	
	

	Does the narrative identify the geographical area to be served?
	
	
	
	

	Does the narrative provide an estimated number of homeless Veterans to be served, their needs, and expected results of the Stand Down?
	
	
	
	

	Does the narrative describe the role of the DVOP specialist LVER staff, and other One-Stop staff?
	
	
	
	

	3.  SF 424, Application for Federal Assistance (Required)

	Is the signed SF 424 free of white-out or pen and ink changes? If it contains any such changes, a new, revised and signed original SF 424 must be submitted free of such changes.  NOTE:  VETS staff may make pen and ink changes to the SF 424 by drawing a single horizontal line through the error, annotating the correct information, and initialing the change.
	
	
	
	

	Is the form submitted the most current version determined by checking the OMB expiration date printed on the form?  If not, is a more current version available on the VETS homepage, grants.gov, or other website?  If so, it should be used.   
	
	
	
	

	Item 1:  Is "Application" checked?
	
	
	
	

	Item 2:  Is “New” checked? 
	 
	
	
	 

	Item 3:  DVET – Enter the date the grant application was received in Block 3 of the SF 424 and annotate the date in the Remarks column here.
	
	
	
	Date Received:  

	Item 8a - d:  Is the grant applicant’s name, Employer or Taxpayer ID number, DUNS number, and complete address listed?  NOTE:  The county name is optional.  
	
	
	
	

	Item 8f:  Is the grant applicant’s point of contact (POC) information listed to include his or her first and last name, telephone number, and email address?
	 
	
	
	 

	Item 9:  Has the proper code for the type of applicant been entered (see SF 424 instructions for available codes)?
	
	
	
	

	Item 10:  Is "U.S. Department Of Labor/VETS" listed?
	
	
	
	

	Item 11:  Has the applicant entered "17.805” for the CFDA Number and “Homeless Veterans’ Reintegration Program” for CFDA Title?  
	
	
	
	

	Item 12:  Is the Funding Opportunity Number of “17-805” listed?
	
	
	
	

	Item 15:  Has the grant applicant listed a descriptive title for the Stand Down?
	
	
	
	

	Item 16a:  Is the Federal Congressional District Number of the grant applicant listed?
	
	
	
	

	Item 16b:  Is the Federal Congressional District Number of the venue where the Stand Down will be held listed?
	
	
	
	

	Item 17a:  Is the first day of the Stand Down listed?
	
	
	
	

	Item 17b:  Is the last day of the Stand Down listed?
	
	
	
	

	Item 18a and 18g:  Is the amount requested by the applicant listed and is it equal to or less than:

$7,000 for a one-day event
-OR-
$10,000 for a multi-day event?  
Enter the amount requested in the Remarks column.
	
	
	
	Amount Requested:

	Item 19:  Is the proper entry made for the Single Point of Contact (SPOC) under E.O. 12372?
	
	
	
	

	Item 20:  Has the grant applicant marked the "No" box regarding any delinquency?  If they marked the "Yes" box, an explanation must be attached.
	
	
	
	

	Item 21:  Is this section completely filled out and signed in blue ink by an authorized signatory?  
	
	
	
	

	Were any minor corrections made to the SF 424 by the DVET or his/her designee?
	
	
	
	

	If yes, was the incorrect information lined out, the new information written in and initialed by the reviewer making the change?  Annotate the VETS staff person that made the pen and ink change in the Remarks column.  
	
	
	
	VETS Reviewer that made the change:



	After a complete review, is the SF 424 complete and accurate IAW the instructions provided with the form and the checklist questions asked above?  
	
	
	
	

	4.  SF 424A, Budget Information (Required) 

	Did the grant applicant enter “HVRP” or “Stand Down” in Section A, Row 1, Column (a)? 
	
	
	
	

	Did the grant applicant enter “17-805” in Section A, Row 1, Column (b)?
	
	
	
	

	Did the grant applicant enter the total amount of grant funding being requested in Section A, Row 1, Column (e)?
	
	
	
	

	Did the grant applicant show how the total amount of grant funding being requested was budgeted by Object Class Category in Section B, Column (1) and does the Total match the Total listed in Section A?
	 
	
	
	 

	Does the total amount of Federal funding being requested match the total amount of funding listed on the SF 424?
	
	
	
	

	5.  Budget Narrative (Required) 

	Has the applicant provided a detailed description of all planned expenditures listed on the SF 424A?
	
	
	
	

	Does the narrative describe a methodology used to determine the cost estimates such as:  Purchase 300 pairs of socks - $500.00 or Rental of 5 outdoor canopies - $200.00?
	
	
	
	

	Does the narrative indicate whether items will purchased or rented as appropriate?
	
	
	
	

	Does the narrative indicate whether or not the items listed will be used by Veteran participants or by volunteers?
	
	
	
	

	Has the applicant listed expenditures as “Other” or “Miscellaneous” without further description?  If so, the applicant must further describe the expenses.
	
	
	
	

	6.  Assurances/Certifications Signature Page (Required)

	Does the Signature Page include the grant applicant’s legal name and address, signature/title of authorized official, applicant organization, and date submitted?
	
	
	
	

	Is this the Signature Page signed by the same person that signed the Applicant Letter or has he/she been designated as an authorized signatory?
	
	
	
	

	7.  Survey on Ensuring Equal Opportunity for Applicants (Required)

	Has the grant applicant submitted a properly completed survey including the organization’s name and DUNS number?  
	
	
	
	

	Does the survey list “HVRP” as the Federal Program and “17.805” as the CFDA number?  
	
	
	
	

	8.  Central Contractor Registration (CCR) Confirmation Number (Required)

	Did the grant applicant submit a copy of their CCR Confirmation Number?
	
	
	
	

	9.  Letters of Support (Required)

	Did the grantee submit letters of support?
	
	
	
	

	Were letters of support from DVOP specialists or LVER staff submitted (not required, but preferred)?
	
	
	
	

	10.  IRS Documentation (Required only if the grant applicant claims non-profit status)

	Does the grant applicant claim non-profit status?  If no, skip to Item 11.  
	
	
	
	

	If the applicant claims non-profit status, have they included a copy of their IRS documentation verifying that status?
	
	
	
	

	11.  DVET Recommendation and Distribution:

	A. Is the Stand Down scheduled between January 1st and September 30th?
	
	
	
	

	If no, skip to 11B.
	
	
	
	

	Did the applicant submit the application at least 90 days prior the event date?  If yes, forward the application to the National Office as a timely application.  Skip to 11C.
	
	
	
	

	If no, have you and the RAVET agreed to expedite the review in order to get the application to the National Office at least 60 days prior to the event?
	
	
	
	

	If yes, the application should be forwarded to the National Office as a timely application.  If no, forward the application to the National Office as an untimely application with a negative recommendation.  

	Skip to 11C.

	B.  Is the event scheduled between October 1st and December 31st?
	
	
	
	

	Did the applicant submit the application before July 1st?  If yes, forward the application to the National Office as a timely application.  Skip to 11C.
	
	
	
	

	If no, have you and the RAVET agreed to expedite the review in order to get the application to the National Office by August 1st?
	
	
	
	

	If yes, the application should be forwarded to the National Office as a timely application.  If no, forward the application to the National Office as an untimely application with a negative recommendation.  

	C.  Annotate whether the application is “Timely” or “Untimely” in the Remarks column.  
	
	
	
	

	If the application is “Untimely,” notify the grant applicant that it is being sent forward with a negative recommendation for timeliness.  Remind the applicant that no potential grant funding should be obligated for purchases or rental agreements unless notified of a grant award.  Enter the date the notification provided in the Remarks column.
	
	
	
	

	Do you recommend approval of the grant application?
	
	
	
	

	After an adequate explanation is provided by the grant applicant and/or resolution of all issues identified during your review, sign and date this completed checklist in the Remarks column.
	
	
	
	Signature:

Date:  

	Prepare a Transmittal Memorandum for the RAVET that addresses any pertinent issues relevant to this grant request and contains your written recommendation for approval or disapproval made in accordance with the DM that transmitted this checklist.
	
	
	
	

	Make two copies of the Stand Down grant application including this checklist and your Transmittal Memorandum.  Retain one copy for your files.  Send the original and one copy to the Regional Office within 10 calendar days of receipt.
	
	
	
	

	RAVET Review:  This section of the checklist is to be completed and signed by the RAVET only after a thorough review of the DVET’s portion of the checklist and recommendation above.

	Enter the date the grant application was received in the Regional Office on Page 1 of this checklist and annotate the date in the Remarks column here.
	
	
	
	Date Received:  

	Does the applicant letter indicate the individual who signed the SF 424 is authorized to enter into this agreement with the U.S. Department of Labor?
	
	
	
	

	Did the DVET note any problems or variances that were not corrected or adequately explained when completing his/her review?
	
	
	
	

	Are there any changes or problems noted, i.e. are there ANY omissions of required information, discrepancies, math errors, pen & ink changes, etc.?
	
	
	
	

	Did the DVET make a recommendation for approval or disapproval on this checklist and in his or her Transmittal Memorandum?  
	
	
	
	

	Do you recommend approval of Stand Down grant application?
	
	
	
	

	After an adequate explanation is provided by the State and/or resolution of all issues identified during your review, sign and date this completed checklist in the Remarks column.
	
	
	
	Signature:

Date:  

	Retain one copy of the entire grant application including this checklist, the DVET Transmittal Memorandum, and your Transmittal Memorandum for your office files.  Within 10 calendar days of receipt, send the original via FedEx to:  

U.S. Department of Labor/VETS

Attn: Competitive Grants Program 
200 Constitution Avenue, N.W., Room S-1312

Washington, DC 20210
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