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Th i s  document  w i l l  guide  you through  the  Ca l i forn ia  Department  of  F i sh  

and Wi ld l i fe’ s  (CDFW) FRG P  Onl ine  App l icat ion  in  WebGrant s .  The  

forms in  the onl ine  app l icat ion i t se l f  have in -depth  he lp  text  

assoc iated w ith  them to prov ide  fur ther  gu idance.  P lease  note  that  i f  

there i s  any d i screpancy  between th i s  document and WebGrant s ,  

fo l low the  in st ruct ions in  WebGrant s .  

For  ass i stance w ith  the  appl icat ion ,  p lease send an  emai l  to :  

CDFWWebGrant s@wi ld l i fe .ca .gov .  You w i l l  rece ive  a  response to  your  

request  w ith in  one ful l  bus iness day .  

Note :  WebGrant s i s  compat ib le  w ith  many  d i f ferent  browser s;  p lease  

fee l  f ree  to  use  the  browser  o f your  choice.  

Th i s  app l icat ion w i l l  not  funct ion us ing d ia l -up  internet  serv ices .  You 

need to  have a  h igh -speed connect ion.   

Registrat ion Instructions  

Al l  exte rnal  user s  must  reg is ter  to use  WebGrant s  by  going to  the  home 

page.  

To  create  a  new account ,  c l ick  on  ‘Regi ster  Here ’ .  

mailto:CDFWWebGrants@wildlife.ca.gov
file:///C:/Users/ABoone-Worthman/AppData/Local/Microsoft/Windows/INetCache/Content.Outlook/8VVFB1ZR/watershedgrants.wildlife.ca.gov
file:///C:/Users/ABoone-Worthman/AppData/Local/Microsoft/Windows/INetCache/Content.Outlook/8VVFB1ZR/watershedgrants.wildlife.ca.gov
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The  fo l lowing  screen  i s  used for  regi ster ing you and your  organ iza t ion 

as  a WebGrant s user .   

Be  sure  to f i l l  a l l  requi red  f ie lds befor e complet ing  reg i st rat ion .  Once 

a l l  f ie lds  are  complete,  se lect  the  ‘Regi ster ’  button at  the  bottom or  

top r ight  o f the  sc reen .  
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After  you reg is ter ,  you wi l l  rece ive  two e -ma i l s  regard ing the 

regi st ra t ion process .  

The  f i r s t  w i l l  conf i rm that  your  regi st ra t ion request  has  been received.  

An  example  of  th i s  e -ma i l  appear s  be low:  

Sub ject :  WebGrant s New User  Regi st rat ion  

Message:  

****  Do Not  Respond to Th i s  Ema i l  * ***  

Dear  [Jane Doe] ,  

Thank  you for  regi ster ing.  Your  reg i st ra t ion i s  cur rent ly  under  

rev iew,  i f  approved,  you wi l l  rece ive  a  conf i rmat ion  emai l  

w ith  your  user  id  and password  

Thank  you for  your  pat ience.  

Once you have been approved to use  the  sy stem,  you w i l l  rece ive  a  

second e -mai l  conta in ing your  credent ia l s .  An  example  of  th is  e -mai l  

appear s  be low:  

Sub ject :  WebGrant s Approved Regi st rat ion  

Message:  

****  Do Not  Respond to Th i s  Ema i l  * ***  

Dear  [Jane Doe] ,  

Your  new reg i st rat ion  w ith  the  WebGrant s  grant s 

management sy stem has  been  Approved.  Your  user  id  and 

password are  below:  
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User  id :  [User  Id ]  

Password:  [Password]  

You may  now log in to  the  WebGrant s sy stem at  the 

fo l low ing locat ion :  

ht tp ://www.water shedgrant s .wi ld l i fe .ca .gov  

I f  you have any quest ions,  p lease  contact  CDFW s taf f  at  

CDFWWebGrant s@wi ld l i fe .ca .gov . 

Getting Started in WebGrants 

Once you have rece ived the  second  e-mai l ,  you may return  to  the 

webs i te  and log in  wi th  the  User  ID  and Password prov ided in  the  e -

ma i l .  

 

Note :  Once approved to  use  WebGrant s ,  you w i l l  not  need  to  reg is ter  

again .  I f  you forget  your  password,  c l ick  on ‘Forgot  Password ’  and the  

sy stem w i l l  automat ical ly  generate  an  e -ma i l ,  to  the e -ma i l  address  

you prov ided when you regi stered ,  w ith  your  forgotten p assword.  

mailto:CDFWWebGrants@wildlife.ca.gov
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Navigat ion 

B lue  text  a lmost  a lways  indicates  a  c l ickab le l ink ,  e i ther  w ith in  the  

sy stem or ,  on  occasion , to  an  external  source.  

Most  sect ions o f the appl icat ion  may  be completed by  c l ick ing the 

‘Edi t ’  button  in  the  nav igat ion  r ibbon  that  appear s  at  the  top of  every  

page. 

 

There  are some sect ions  that  a l low for  more  than  one p iece of  

in format ion  to be added to a  l i s t ,  in  wh ich  case  an  ‘Add ’  button must  

be  used that  appears  e i ther  in  the  nav igat ion r ibbon :  

 

Or  at  the  top  of  the  speci f ic  sect ion ,  when on a  page that  a l so  

contain s  “editab le”  f ie lds .  For  example :  

 

A l l  entered in format ion  must  be  saved by  c l ick ing the  ‘Save ’  button  in  

the  nav igat ion r ibbon .  I f  you do not  c l ick  ‘Save ’  and you leave  the  

form or  sect ion  of  the  form,  your  in format ion  wi l l  be  lost .  Only  use the  

‘Back ’  button  in  the  browser  or  the  nav igat ion  r ibbon  a fter  c l ick ing 

‘Save ’  or  i f  you do not  w ish  to  save any  chang es.   

 

Addit ional  WebGrant s  In format ion  

There  are in st ruct ions  at  the  top  of  each  page with in  the  appl icat ion .  

I t  i s  ext remely  important  to  read a l l  in st ruct ions  in  the  appl icat ion  
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sy stem before enter ing informat ion .  Add it iona l  in st ruct ions  may  be 

ava i lab le  by c l ick ing on  the  ‘He lp ’  but ton  in  the nav igat ion r ibbon.  

Requi red  f ie lds  are  ind icated by  a  red  aster i sk  (* ) .  

To  complete  any  f ie lds with  lengthy text  in  the  app l icat ion ,  i t  i s  

recommended that  you compose your  text  us ing word  process ing 

software  and then  copy -and-paste  the  text  into the appl icat ion form.  

A  ver s ion  of  the  app l icat ion  in  R ich Text  F ormat  can  be downloaded 

f rom the Proposa l  So l ic i tat ion  Not ice websi te  to  use as  a  template  for  

your  on l ine  submiss ion .  There  may  be some addit ional  formatt ing of  

the  text  needed once i t  i s  pasted into  the onl ine  appl icat ion  –  p lease 

care fu l ly  rev iew al l  pasted text ,  part icu lar ly  when us ing any  spec ia l  

character s,  bu l let s ,  etc .  Us ing the  Word  ver s ion  of  the  app l icat ion  w i l l  

not  automat ica l ly  load anyth ing into  the onl ine  app l icat ion  sy stem.  

Some f ie lds are l imited in  the  number  of  character s that  can  be 

entered.  Th i s  inc ludes  spaces  and punctuat ion .  Character  l imi t s  are 

noted in  th e app l icat ion.  

I f  you need to prov ide  fur ther  exp lanat ion  for  a  f ie ld  that  does  not  

a l low for  add it ional  text ,  you can  submit  the addit iona l  text  as  a 

supplementary  document .  

Do not  t ry  to copy  and paste  chart s  or  tab les  into  the  text  boxes  wi th in  

the  app l icat ion;  up load these chart s  o r  tab les  to  the Supp lementary  

Documents  sect ion .   

Completing an Application 

To  begin  an  app l icat ion,  c l ick  on ‘Fund ing Opportun i t ies ’  f rom the  

Ma in Menu.  Th is  w i l l  take  you to  the Cur rent  Fund ing Opportun i t ie s  

page where  you can  se lect  the  opportun i ty  to  wh ich  you would l ike to  

app ly .  

https://www.wildlife.ca.gov/grants/FRGP/solicitation
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Note :  Af ter  an appl icat ion  has been star ted , i t  may  be found by  

se lect ing ‘My Appl icat ions ’ .  Th i s  page wi l l  conta in both  in -progress  

(“Ed it ing”  s tatus)  and submit ted  app l icat ions .  Cl ick ing on  th e Pro ject  

T i t le  w i l l  open  an  in -progress  app l icat ion  to  the  Appl icat ion  Forms  

menu.  

Funding Opportunity  Page  

Cl ick  the b lue  ‘FRGP 2021 Funding Opportun i ty ’  l ink  under  

‘Opportun i ty  T i t le ’  for  the cur rent  F i sher ie s Restorat ion  Grant  Program  

so l ic i tat ion .  Th i s  w i l l  take  you to  the Appl icat ion  page where  you can  

copy an  ex i st ing  appl icat ion  or  star t  a  new one.  

 

Opportun ity  Detai l s  

Se lect  ‘Star t  a New App l icat ion ’  under  the  ‘Opportun i ty  Deta i l s ’  

sect ion  to star t  a new appl icat ion .  I f  you have submit ted  an  
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app l icat ion  in  the  past  and would l ike to  copy  i t  to  the  cur rent  funding 

opportun i ty ,  se lect  ‘Copy Ex i st ing App l icat ion . ’  P lease note  that  there 

have been changes  to the app l icat ion  forms f rom last  year .  Every  form 

must  be  rev iewed,  and new/add it iona l  in format ion wi l l  need to  be  

added. I t  is  the appl icant ’s  responsib i l i t y  to  ensure  that  the 

appl icat ion  is  complete  and accurate.  

  

The  ‘Ask  a Quest ion ’  button  at  the  top  r ight  can be used to  send  a  

quest ion  to FRGP s taf f .  But  be  warned that  a l l  quest ions are v iewab le  

by  every  app l icant .  I t  i s  recommended that  a l l  appl icant s  ask  
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quest ions  through  the  fo l lowing emai l  address :  

CDFWWebGrant s@wi ld l i fe .ca .gov .   

Appl icat ion –  Genera l  In format ion  Page 

After  ‘Star t  a  New App l icat ion ’  i s  se lected the  Genera l  In format ion  

page wi l l  appear .  Th i s  i s  a  sy stem page that  pul l s  f rom the  People  and 

Organi za t ion database . The sys tem ident i f ie s  the  user  and the i r  

a ssoc iat ion  w ith  an Organ i zat ion ,  wh ich  i s  speci f ied  when a  user  

regi sters  for  access  to  WebGrant s .  F i l l  out  each f ie ld and c l ick  ‘Save ’  

at  the  top r ight  o f the  screen  to  cont inue.  

 

Pr imary Contact :  Th i s  i s  the lead per son to  be  contacted regard ing 

the  project .  Th i s  per son  w i l l  rece ive  any  commun icat ions  regard ing 

the  proposa l  and grant  process .  

Pro ject  T i t le :  Br ie f  descr ipt ive t i t le  for  the  pro ject .  Th i s  should  not  be 

a  nar rat ive .  L imi ted  to  250  characters .  

Author ized Of f icia l :  Name of  the  per son author i zed  to  lega l ly  s ign  a 

grant  agreement .  Th i s  wi l l  be a member  of  the app l icant ’s  

organ i zat ion .  

mailto:CDFWWebGrants@wildlife.ca.gov
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Organizat ion :  Th i s  i s  the  company  that  the  Pr imary  Contact  and 

Author i zed Of f ic ia l  work  for .  They  must  have a  WebGrant s account  

to appear  in  the  dropdown menu.  

Note :  The sy stem wi l l  c reate  an  appl icat ion  number  as  soon as  the  user  

c l ick s  ‘Save ’ .   

Appl icat ion Forms Menu 

The  next  page to  open i s  the  App l icat ion  Forms menu. Th i s  conta in s a  

l ink  to each form that  must  be completed by the  appl icant  in  order  to  

submi t  thei r  app l icat ion .  Note  that  the Genera l  In format ion  fo rm 

a lready  shows as  “complete”,  as  i t  was  f i l led out  in  the  prev ious  step .  

I t  may  st i l l  be  ed ited  by  the  Pr imary  Contact .  

 

C l ick  on each b lue  ‘Form Name ’  l ink  to  v iew and enter  data. Forms do 

not  need  to be completed in  order .  A l l  forms can  be ed ited  and saved 

as  o ften  as  necessary ,  but  the  sy stem w i l l  requi re  that  al l  f ie lds  marked 

as  requi red  by a  red aster i sk  (* )  have an ent ry  before  be ing saved .  

App l icants  w i l l  rece ive  a  pop -up  er ror  message i f  they  t ry  to save 

w ithout  complet ing these  f ie lds .  
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Addit ional  Grantee Contact s  

You may  choose  addit iona l  people  f rom your  organi zat ion  to have 

access  to  the appl icat ion .  They  must  a l ready be reg is tered wi th  

WebGrant s .  To  add contact s ,  reopen the  Genera l  In format ion form,  

then  c l ick  ‘Ed it ’  on  the  top  r ight  o f  the  page .  

 

Se lect  one or  more peop le  f rom the  Addit iona l  Grantee  Contact s  l i s t .  

C l ick  ‘Save ’  at  the  top  r ight  when complete .  
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Focus 

The  Focus  page i s  used to  determine  whether  your  pro ject  ful f i l l s  the 

Fund ing Program requi rement s o f  the  PSN.  I f  your  pro ject  does  not  f i t  

in to  FGP you wi l l  not  be ab le  to  cont inue with  the onl ine  appl icat ion  

process.  P lease  re fer  to  Par t  I I I  o f  the  Guide l ines  for  more  deta i led 

informat ion  about  a l l  Funding Program s. 
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Complete  the  drop-down l i s t s  in  order  f rom top  to bottom.  Cl ick  ‘Save ’  

at  the  top r ight  when complete .  

Focus Water shed:  Se lect  f rom the  l i s t  the  e l ig ib le  water shed in  

wh ich  the  pro ject  w i l l  take  p lace.  

Pr imary Species  Benef i ted:  Se lect  f rom Coho,  Ch inook , or  

S teelhead.  Note  that ,  depending on  the  water shed se lected, the  

l i s t  may  not  inc lude a l l  spec ies .  

Pro ject  Type:  Se lect  f rom the e l ig ib le  pro ject  types ,  l i s ted  in  

a lphabet ical  order  by  the  two- let ter  code.  

Once ‘Save ’  i s  se lected you wi l l  see  the  fo l low ing screen  that  

summar izes your  se lect ions .  Se lect  ‘Mark  as  Complete ’  to  complete  

th i s  form or  se lect  ‘Go to Appl icat ion  Forms ’  to  return  to  the 

App l icat ion Forms  menu. A l l  forms must  be marked as  complete  in  

o rder  to  submit  the  appl icat ion .   

 

Once ‘Mark  as  Complete ’  i s  se lected you wi l l  be  sent  back  to the  

App l icat ion Forms menu. Cont inue  opening and complet ing fo rms in  

the  same manner  as  the  Focus form.   
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Recovery/Restorat ion  P lan  and Associated Task  Form  

 

Restorat ion/Recovery  P lan :  Choose  f rom the  l i s t  o f  p lans ,  f rom 

wh ich  a task  may  be se lected.  

Recovery/Restorat ion  P lan  Task :  Choose  f rom the l i s t  the task  that  

th i s  pro ject  wi l l  address.  Th is  l i s t  populates  a fter  a  p lan  has  been 

chosen . P lease  note  that  these l i s t s  are long, and the  sy stem may  

take ext ra t ime to  load.  
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Descr ibe How Pro ject  Accompli shes  L is ted Task :  Ident i fy  in  deta i l  

how the  pro ject  w i l l  success fu l ly  address  the  chosen  task .  Max imum 

of  5 ,000 character s .  
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Pro ject  Informat ion  

The  Project  In format ion  Form has  seven  component s :  

•  Summary  In format ion  

•  Organiza t ion In format ion  

•  Locat ion  Descr ipt ion  

•  Addit iona l  Species  In format ion  

•  Project  Locat ion  In format ion  

•  Works i te In format ion  

•  L icensed Profess iona l (s )  

Be sure  to c l ick  the ‘Ed it ’  button  at  the  top r ight  to  open the f i r s t  four  

sect ions  for  data  ent ry .   
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Summary  In format ion  

 

Were Previous  Par t s  o f  th is  Pro ject  Funded by  FRGP (e .g. ,  des ign)? :  

Se lect  ‘Yes ’  i f  a  predecessor  to  th i s  pro ject  was  part ly  or  fu l ly  

funded by  FRGP.  An  example  would  be a  des ign  pro ject  that  was  

funded and completed to  produce des ign p lans for  th i s  pro ject .   

Grant  #(s)  and Pro ject  T i t le( s) :  I f  ‘Yes ’  i s  se lected in  the  prev ious  

quest ion ,  th i s  f ie ld  w i l l  appear .  Enter  the  per t inent  FRGP grant  

number  and project  t i t le .  Note:  the  text  box might  not  be large 

enough to f i t  the  fu l l  t i t le  –  shor ten  as  needed.  
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Pro ject  Category :  Choose  a P ro ject  Category  that  best  descr ibes 

the  work  in  the  proposed pro ject .  You may  on ly  se lect  one 

category .  I f  the  pro ject  addresses  mult ip le categor ies,  se lect  the  

one that  i s  the  most  impor tant .   These cor respond to  PCSRF  pro ject  

categor ies ;  i f  you are  uns ure ,  check the per formance measures  

under  your  pro ject  type in  the Guide l ines .  

Pro ject  Overv iew :  Must  ident i fy  speci f ic  end goal s ( s )  that  wi l l  be  

accompl i shed by  the  pro ject .  Summar ize measurable object ives  in  

a  few sentences  that  can be inc luded in  the grant  agreement  i f  the  

proposa l  i s  funded.  The  spec i f ic s  o f  how,  when,  where,  and by  

whom these  goal s  w i l l  be accompl i shed should  be addressed in  the 

Project  Descr ipt ion  sect ion .  Be sure  to  inc lude the type of work  

assoc iated w ith  th is  project  (e.g . ,  in sta l la t ion of large woody  debr i s ,  

cu lver t  removal ,  p lant ing 100  t rees) .  Maximum of  500  character s .   

Expected Benef i t s :  E xp la in  how complet ion  of  th i s  pro ject  w i l l  

benef i t  sa lmonids  or  sa lmon id  hab itat .  Max imum of  500 characters .  

T ime Frame :  P rov ide est imated s tar t  and end dates  for  the pro ject ,  

f rom project  in i t ia t ion to  complet ion .  (Depend ing on the  Focus ,  

durat ion  of  project s cannot  exceed ei ther  four  or  two years . )  Th i s  

t imeframe must  inc lude submiss ion  of  f ina l  invo ice  and f ina l  rep ort .  

A l l  de l iverables  must  be  submit ted w ith in  the  pro ject  t imeframe.  

You may  enter  a date  us ing the  ca lendar  that  pops  up  when you 

c l ick  in  the date  f ie ld  or  by  typ ing a  date  in  manua l ly  (Note :  use  

numera l s  on ly ,  the  sy stem w i l l  in ser t  the  fo rward  s la shes  

automat ical ly ) .   
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Organiza t ion In format ion  

 

Organizat ion  Type :  Se lect  f rom l i s t .  E l ig ib le  ent i t ies  for  awards are  

l imited  to pub l ic  agenc ies,  Nat ive Amer ican Indian  Tr ibes,  and 

cer t i f ied non -prof i t  organi zat ions .  

Cert i f ied Non -Pro f i t  Organizat ion :  I s  the organi zat ion  a  cert i f ied  

nonprof i t  organ i zat ion?  Opt ions  are  Yes ,  No, and In  Progress .  

Organizat ion  Number :  I f  ‘yes ’  i s  answered in  the  Cert i f ied  Non -Prof i t  

Organi za t ion f ie ld,  then  enter  the  state  or  federa l  non -prof i t  

o rgan i zat ion  number .  I f  ‘no ’  or  ‘ in  progress ’  was se lected , then  

enter  “N/A” .  

Locat ion  Descr ipt ion  

 

Locat ion  Descr ipt ion :  Prov ide a  general  descr ipt ion  of  the  pro ject  

locat ion  and the nature of the work  s i te (s )  in  re la t ion to  known 
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landmarks ,  with  re ference to  attached drawings  and maps.  Inc lude 

the  number  o f mi les  upst ream of  the  mouth  of  the  creek/r iver  

(mains tem) and number  o f mi le s  upst ream of  a  conf luence 

( t r ibutary) .  Maximum of 2 ,000  character s.  

Lat i tude ,  Longitude :  P rov ide the  center  po int  lat i tude  and long itude 

for  the  ent i re  project .  I f  there  i s  no  spec if ic  locat ion  (e .g . ,  

out reach)  or  i t  i s  program-wide,  use the  coordinates  for  appl icant ’ s  

headquarter s .  En ter  on ly  number s  in  text  boxes  –  decima l s  and the  

negat ive s ign  are  in c luded automat ica l ly .  

Addit iona l  Species  In format ion  

 

Amphib ians/Rept i les ,  Mammals ,  &  B i rds :  Select  a l l  addit ional  

spec ies  that  wi l l  benef i t  f rom the  e f fect s  o f  the  project .  I f  none,  

se lect  ’Not  App l icable ’ .  
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Other  Species  Design Considerat ions :  Descr ibe  h ow the  pro ject  

des ign  w i l l  benef i t  other  spec ies ,  e .g . ,  pac i f ic  lamprey ,  fa i ry  shr imp.  

Non- imp lementat ion pro ject s  enter  “N/A” .  

When f in i shed w ith  the  f i r s t  four  sect ions ,  be sure to  c l ick  the  ‘ Save’  

button  at  the  top  r ight .  The  ‘Add’  button at the top  of  the  fo l lowing 

three sect ions does  not  appear  when the  page i s  in  Ed it ing  mode.  

Project  Locat ion  In format ion  

Se lect  the  ‘Add ’  button in  order  to enter  P ro ject  Locat ion  In fo rmat ion .  

Complete  a separate  ent ry  for  each  locat ion  by  repeat ing the  ‘Add’  

process .  

 

 

Are Your  Proposed Locat ions  across  al l  FRGP Regions (Program -

wide)? :  Does  the  pro ject  encompass  a l l  FRGP regions  throughout  

the  state? I f  ‘yes’  i s  se lected,  then  locat ion  spec i f ic  in format ion i s  

not  requi red.  I f  ‘no’ i s  se lected,  then  locat ion  speci f ic  in format ion  i s  

requi red ;  the  fo l lowing dropdown menus  w i l l  appear :  
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County:  Se lect  the  county  in  wh ich the  pro ject  work  wi l l  take 

p lace.   

St ream:  Se lect  the  st ream that  w i l l  be d i rect ly  a ffected by  the 

project .  

T r ibutary  to:  L i s t  a l l  s t reams d i rect ly  downst ream of  the  a f fected 

s t reams.   

HUC 8 :  Se lect  the  8 -d igi t  Hydrologic  Un it  Code (HUC) where the  

project  wi l l  occur .  

HUC 10:  Se lect  the  10 -d ig i t  Hydrolog ic Un i t  Code (HUC) where 

the  project  wi l l  occur .  

Senate:  Se lect  the Senate  d i st r ict (s )  where the  pro ject  w i l l  occur .  

Assembly :  Se lect  the  Assembly  d i st r ict ( s )  where  the  project  wi l l  

occur .  

Coasta l  Zone:  Ind icate whether  your  proposed locat ion  i s  in  the  

Coasta l  Zone by se lect ing  'Yes '  or  'No' .  The  Coasta l  Zone i s  a 

spec if ic  geographic  area  of vary ing w idth  ad jacent  to the Pac if ic  

Ocean set  for th  in  the  Ca l i forn ia  Coasta l  Act ,  wh ich i s  sub ject  to  

the  pol ic ies  and regula t ions in  the  Count y ’s Local  P rogram,  

i nc lud ing the  Coasta l  E lement o f  the  Genera l  P lan  and Coasta l  

Zon ing Code.  A  Coasta l  Development  permit  may be requi red .  For  

fu r ther  in format ion  on  the Coasta l  Zone, v i s i t  the Cal i forn ia Coasta l  

Commiss ion 's  webs i te .  

T r in i ty  R iver  Bas in :  Ind icate  whether  your  proposed locat ion  i s  in  the  

T r in i ty  Rive r  Bas in  by se lect ing 'Yes '  or  'No' .  P roposa l s  for  re storat ion  

act iv i t ie s  in  the  Tr in i ty  River  Bas in  ( f rom i t s  conf luence with  K lamath  

R iver  up  to Lewi ston  Dam) must  be  c lear ly  ident i f ied  as  such.  Th i s  i s  

necessary  to  ensure  that  state  funds  expended for  sa lmon and 

s tee lhead res torat ion  in  th i s  bas in  may  be accounted for  separately  

https://www.coastal.ca.gov/
https://www.coastal.ca.gov/
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and app l ied as  part  o f  the  state  match  of  federa l  funds expended 

as  requi red  under  federa l  law.  

Klamath R iver  Bas in :  Ind icate  whether  your  proposed locat ion  i s  in  

the  K lamath  River  Bas in  by  se lect ing 'Yes '  or  'No' .  P roposal s  for  

re storat ion  act iv i t ie s  in  the  K lamath  River  Bas in  must  be c lear ly  

ident i f ied  as  such.  Th is  i s  neces sary  to  ensure  that  state funds  

expended for  sa lmon and stee lhead res torat ion  in  th i s  basin  may  be 

accounted for  separately  and app l ied as  part  o f  the  state match  of  

federa l  funds expended as  requi red  under  federa l  law.   

Work s i te In format ion  

I f  the  pro ject  has  mult ip le works i tes that  are  spaced a ½ mi le  o r  more  

apart ,  then  each  s i te  should be entered as a separately .  Work  s i tes  

w ith in  a  ½ mi le  of  each  other  may  be cons idered one s i te.  I f  there i s  

no spec i f ic  work  locat ion  (e .g . ,  out reach)  or  i t  i s  program -wide,  report  

a  s ingle  work s i te .  You may use  the  coord inates  for  headquarter s ,  the  

pr imary  c i ty  where p ro ject  sta ff  wi l l  conduct  the  work ,  or  the  centra l  

point  for  the  geograph ic a rea  where  most  o f  the  work  i s  focu sed.    

Complete  a separate  ent ry  for  each  work s i te by  repeat ing the  ‘Add ’  

process.  
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S i te  Name:  The  name (or  number )  ass igned to  the work  s i te.   

Lat i tude,  Longitude:  P rov ide lat i tude and long itude of  the center  

point  o f  the  work  s i te .  These  coord inates  nee d to  be  entered in  

NAD83;  the FCC’s coordinates converter  may  be use ful .  5  d ig i t s  are  

requi red .  Enter  on ly  number s  in  text  boxes  –  dec ima ls  and the 

negat ive s ign  are  inc luded automat ica l ly .  

Descr ipt ion o f  Coordinates :  P rov ide  a b r ie f  descr ipt ion  of  what  the  

coord inates  re fer  to  in  re lat ion to  the  pro ject  reach .  Maximum of  

250  character s .  

L icensed Profess iona l (s )  

Complete  a separate  ent ry  for  each  l icensed profess ional  by 

repeat ing the  ‘Add ’  process .  

 

F i rs t  and Last  Name:  Enter  the  fu l l  name of  the  l icensed 

profess iona l .  I f  unknown,  enter  “ TBD” .  

Af f i l iat ion  (Organizat ion) :  What  organ iza t ion i s  the  profess iona l  

assoc iated w ith?  I f  unknown,  enter  “ TBD” .  

L icense Type/Code (e.g. ,  Engineer ,  Geologist ) :  What  type of  l icense  

does  the  profess iona l  have?  I f  unknown, enter  “ TBD” .  

https://www.fcc.gov/media/radio/dms-decimal
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L icense Number :  What  i s  the profess iona l ’ s  l icense number?  I f  

unknown, enter  “ TBD” .  

Contact  Phone # :  What  i s  the profess iona l ’ s  pr imary  phone number?  

I f  unknown ,  enter  “000 -000 -0000” .  Dashes  are  automat ica l ly  added.  
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Watershed Informat ion   

There  are two sect ions  in  the Water shed In format ion Form that  must  be  

completed:  

•  Water shed In format ion  

•  Water shed P lans  
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Water shed In format ion  
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Watershed Area ( in  acres) :  Water shed area , in  acres ,  with in  wh ich  

the  project  i s  located.  I f  the p ro ject  i s  reg ion -w ide or  program-

wide,  enter  “N/A” .   

Land Use Statement :  Descr ibe cur rent  and ant ic ipated future (next  

10  year s )  land uses  in  the  water shed.  Maximum of  5 ,000  characte rs .   

Watershed Ownersh ip :  Enter  percentages  by  type of  owner sh ip  for  

the  ent i re  water shed.  Percentages may  not  sum to  100 i f  other  

types  o f  owner sh ip  are present  in  the  water shed.  I f  the  project  i s  

region -wide or  program-wide, check N/A.  

Length  o f  Anadromous S t reams in  Watershed (mi les) :  Enter  the  tota l  

length ,  in  mi les ,  o f  the  anadromous  st reams w ith in  the focus 

water shed. I f  the  project  i s  region -w ide or  program-wide,  check  

N/A. 

Descr ipt ion o f  Last  Focus Species  Observat ion :  Discuss the la st  

s ight ing of  the  pr imary  species benef i ted  w ith in  the  project  area ,  

inc lud ing where , when, and how many  were observed .  A lso  inc lude 

a  c i tat ion  for  the  report  f rom wh ich  the  data  comes.  For  example :  

“2  YOY  Coho Salmon observed 2 ,000  feet  upst ream from the  

conf luence w ith  Humboldt  Bay -St ream Inventory  Report  F reshwater  

Creek ,  Cal i forn ia Department  o f  F i sh  and Game 2004 . ”  Maximum of  

500  character s .  

Background In format ion :  P rov ide  background in format ion,  

re ferencing h i stor ica l  land use ,  past  pract ices,  loca l  cond it ions ,  

water shed p lans ,  studies ,  and other  sources .  Reference at tached 

f igures ,  tables ,  maps,  and photos i f  necessary .  Do not  descr ibe  the  

project  here ;  that  wi l l  go  in  the  Project  Descr ipt ion  sect ion .  

Max imum of 5 ,000  characters .  
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Water shed P lans  

Complete  a separate  ent ry  for  each  p lan by  repeat ing the  ‘Add ’  

process .  

 

L i s t  any  water shed p lan(s )  in  wh ich the  proposed pro ject  i s  

recommended , inc luding the  author ,  year ,  t i t le ,  organ izat ion,  c i ty ,  and 

s tate  of  pub l icat ion .  A  l i s t  o f  assessment  and p lanni ng documents  

funded by  FRGP i s  on the  FRGP Webs i te .  I f  the  proposed project  i s  

taken f rom a p lan  that  i s  l i s ted on  the  webs i te  or  on  the  CWPAP 

webs i te  ( see  Guide l ines  Part  V) ,  you must  ident i fy  the p lan  here.  I f  the  

assessment  o r  p lan  the  proposa l  i s  based on  i s  not  l i s ted on  the  FRGP 

Webs i te  or  on  the  CWPAP,  the  p lan must  be  l i s ted here .  Cop ies  o f  the  

p lan(s )  must  be  avai lable upon request .  I f  no  water shed p lan  i s  

app l icab le ,  enter  a  record  with  “N/A”  in  the  Author ,  T i t le ,  

Organi za t ion,  and C ity  and State  f ie lds ,  and “0000”  in  the  year  f ie ld .  

DO NOT enter  recovery  p lans  here.  
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Pro ject  Object ives  

The  Project  Object ives  Form conta in s four  sect ions that  must  be  

completed:  

•  Project  Descr ipt ion  

•  Protocol s  

•  Pr imary  L imit ing Factor  

•  Descr ipt ion  of  Act iv i t ie s  

Th i s  sect ion  should  prov ide  a  complete descr ip t ion of the  project ,  

inc luding what  i s  be ing funded by  cost  share  (cash  and in -k ind  

serv ices).  P lease  be sure  to  note  the character  l imi t s .  I f  there are  any  

attachments  or  requi red  supplemental  in format ion  inc luded w ith  the  

proposa l  in  the  Supplemental  Documents  Form, they must  be 

re ferenced in  the pro ject  descr ipt ion .    

Project  Descr ipt ion  

Project s  should  t reat  causes  and not  just  the  symptoms of  anadromous  

f i sh  hab itat  degradat ion .  P ro ject  proposal  descr ipt ions  must  have 

suf f ic ient  deta i l  to be used ( i f  funded)  in  a  grant  agreement  statement  
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of  work ,  to  complete Cal i forn ia  Env i ronmental  Qua l i ty  Act  (CEQA) 

compl iance,  and necessary  permit s .  A  summary  that  on ly  cons i st s  o f  a  

l i s t  o f  proposed act iv i t ie s ,  without  descr ipt ive  nar rat ive ,  does not  

const i tute suf f ic ient  deta i l .   
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Pro ject  Descr ipt ion  must  inc lude:  

•  An overv iew of the  pro ject  that  sums up  the  project  in  a  few 

sentences 

•  The  goa l  o f  the pro ject  

•  Why the  project  i s  necessary  

•  An overv iew of each  restora t ion  ob ject ive  be ing proposed 

and the  st rategy  that  w i l l  be imp lemented to  ach ieve  the  

object ives  

•  Any  spec if ic  in format ion  requi red  for  each Pro ject  Type a s 

descr ibed  in  Pa rt  V I  of  th e Guide l ines.  P lease  use the  same 

order  and number ing as  in  the  Guide l ines  

Max imum of 20 ,000  characters .  

Pro ject  Set  Up:  Descr ibe  who wi l l  be implement ing the  project  and 

who wi l l  be  complet ing each task ;  inc lude speci f ical ly  named 

subcontractor s  i f  known, or  types  o f  subcontractor s  needed fo r  the 

project  (e .g. ,  const ruct ion ,  revegetat ion ,  surveys).  Per sonne l  must  

be  l i s ted  by  the i r  t i t le s  or  c lass i f icat ions  and a  descr ipt ion  of  the i r  

re sponsib i l i t ies  and task s  must  be  inc luded.  Any personnel not  

d i scussed in  th i s  sect ion  cannot  be inc luded in  the Per sonnel  

Serv ices  sect ion  o f  the budget .  I f  there  wi l l  be  more  than  one 

subcontractor ,  c lear ly  d i f ferent iate  wh ich tasks  each subcontractor  

w i l l  accompl i sh .  Subcont ractors  not  d i scussed in  th i s  sect ion  cannot  

be inc luded in  the Operat ing Expenses  sect ion  o f  the budget .  

Max imum of 10 ,000  characters .  

Mater ia ls :  A l l  mater ia l s  requi red  for  the  project  and inc luded in  the  

budget  must  be descr ibed. Inc lude:  

•  What i s  bein g used 

•  How i t  i s  be ing used  

•  Purpose of mater ia l  

•  Why i t  i s  requi red for  the  pro ject  
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•  Ind icate  i f  mate r ia ls  w i l l  be  purchased by  the  app l icant  or  a 

subcontractor  

Max imum of 5 ,000  characters .  

Protocol s  

Note  that  in  order  to be inc luded in  the  20 21 PSN CEQA process ,  the  

protocol s  f rom the  DFG’s  Cal i fo rn ia  Sa lmon id St ream Habitat  

Restorat ion  Manual ,  4 t h  ed it ion  (avai lable at  the FRGP Guidance Too ls  

webs i te )  must  be used in  pro ject  implementat ion .  

 

https://www.wildlife.ca.gov/Grants/FRGP/Guidance
https://www.wildlife.ca.gov/Grants/FRGP/Guidance


FHR  2020  PS N Appl i cat i on  In st ruct i on s  P age 3 6  

Protocols:  Se lect  one or  more of  the  l i s ted opt ions  in  the  Protoco ls  

box.    

Manual  Par t :  I f  you se lected the  Cal i forn ia  Sa lmon id St ream Hab itat  

Restorat ion  Manual  in  the  prev ious  menu , se lect  a l l  manua l  part s  

that  are  app l icable .  

Other  Protocols :  I f  us ing other  protocol s ,  expla in  what  the  protocol s  

are  and why  they  were  se lected.  Indicate  i f  CDFW/NOAA engineer s  

have been consul ted .  Max imum of  5 ,000 character s .  

No Protocols :  I f  no  protocol s  are  app l icab le  for  th i s  project ,  expla in  

why .  Maximum of  500  charact er s .  

Pr imary  L im it ing Factor  

 

Pr imary L im it ing Factor s:  Choose  the  l imit ing  factor s  that  the  

project  wi l l  address  f rom the prov ided l i s t .  You may  on ly  se lect  one 

opt ion.  You may only  se lect  N/A i f  th is  project  type  i s  MO or  PL .  You 

w i l l  be requi red to  prov ide  an  exp lanat ion  for  why  a  l imit ing  factor  

i s  not  appl icable.  

How Does  the Pro ject  Address  the Pr imary  L im it ing Factor :  Descr ibe  

how the  pr imary  l imit ing  factor  wi l l  be  remediated by  the  pro ject .  

Max imum of 1 ,000  chara cters .  
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Descr ipt ion  of  Act iv i t ie s  

Complete  a separate  ent ry  for  each  pro ject  task  by  repeat ing the 

‘Add ’  process .  Inc lude al l  ta sks  for  the  pro ject ,  both those  funded by  

requested  grant  funds  and those  funded by  cost  share .  

 

Task:  Prov ide  a number  and name for  each task  to  be  

accompl i shed by  the  pro ject .  Example : “1  –  P ro ject  Management 

and Admin is t rat ion”  ( th i s  should  a lways be the f i r s t  ta sk) .  Maximum 

of  100  characte rs .  

Descr ipt ion o f  Act iv i t ies :  Must  inc lude a  deta i led descr ipt ion  of  the  

act iv i t ie s  requi red  to  complete each task .  I f  a  task  has mult ip le  

de l iverables  w ith  d i f ferent  expected complet ion/submit ta l  dates ,  

those  dates  should be inc luded in  the del iverab les text  box.  Each  

task  should  resul t  in  a  un ique product ,  e.g . ,  Task  A  and Task  B  

should  not  have the same del iverab le .  I f  an  i tem or  expense  i s  not  
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i nc luded in  th i s  sect ion ,  i t  cannot  be inc luded in  the budget .  

Max imum of 5 ,000  characters .  

Del iverables  must  inc lude , by  task :  

•  A l i s t  o f  what  w i l l  be completed for  each  task  as  requi red  for  

each  Project  Type as  descr ibed in  the PSN ,  e .g . ,  a l l  report s ,  

maps,  databases ,  and other  pro ject s to  be  prepared and 

de l ivered;  

•  Per iodic  status  repor ts ,  annua l  report s ,  and f ina l  report ,  a s  

app l icab le ;  

•  A date when each de l iverable wi l l  be  completed and/or  

submi t ted .  The expected del ivery  of  some element s  may not  

have a  hard  date and can use terms such as  pr ior  to 

i s suance of F ina l  Not ice  to  Proceed,  not  more f requent ly  

than  month ly  for  the term of  the  Agreement ,  e tc. ;   

•  A complete l i s t  o f  quant i f iab le expected resul t s  o f  the  task ;  

•  I f  no  de l iverables  are  assoc iated w ith  a  g iven  task ,  wr i te  a  

br ie f  exp lanat ion  of  why  th i s  i s  not  appl icable .  

Max imum of 1 ,000  characters .  

Star t /End Dates :  The  Descr ipt ion  of  Act iv i t ie s  must  inc lude est imated 

s tar t  and end  dates for  a l l  ta sks ,  del iverab les,  and steps  of  

implementat ion .  A l l  ta sk s,  inc lud ing submiss ion  of  the  f ina l  invo ice  

and f ina l  report ,  must  occur  w ith in  the  t imeframe l i s ted  in  the 

Summary  In format ion (Project  In format ion for m) T ime Frame sect ion.  

Durat ion of pro ject s  must  match  the  focus .  Use  the  ca lendar  to  

se lect  dates  or  enter  d ig i t s  on ly .  
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Quali f icat ions  and Exper ience  

There  are four  sect ions to  the  Qua l i f icat ions  and Exper ience Form:  

•  Qual i f icat ions  and Exper ience of  App l icant  

•  App l icant’ s  P rev ious  Pro jects  

•  Profess iona l s   

•  Subcontractors  

Qual i f icat ions  and Exper ience of  App l icant  

 

Descr ibe  how the  appl icant  o r  the  organ i zat ion  i s  qual i f ied to per form 

the  proposed work .  Maximum of  1 ,000 character s .  
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App l icant’ s  P rev ious  Pro jects  

Prov ide in format ion  about  pro ject s  prev ious ly  funded by  CDFW  for  

wh ich  the  appl icant  was  the  grantee . Only  inc lude project s fo r  the la st  

f ive years .  Complete  a separate  ent ry  for  each prev ious  project  by  

repeat ing the  ‘Add ’  process .  I f  appl icant  has  no prev ious  pro ject s ,  

enter  “N/A” in  each  box;  choose  any  status (page wi l l  not  save  

without  one) .  

 

Pro ject  Grant  Number :  P rov ide  the  FRGP grant  number  for  the 

project .  

Pro ject  T i t le :  T i t le  for  the  Grant  Number  prov ided.  

Status  o f Project :  Ind icate sta tus  o f  pro ject  (completed, not  

completed, on -going, not  star ted ,  or  cancel led) .  

How Th is  Past  Pro ject  Re lates  to  Thi s  Proposal :  Ind icate how the  past  

project  re late s to  the  cur rent  proposa l .  Maximum of 500  characters .  

Profess iona l s  

L i st  qua l i f icat ions and exper ience of  pr inc ipa l  l icensed profess ional ( s )  

and subject  matter  expert (s )  who are contr ibut ing to  the  project .  I f  

profess iona l  i s  unknown (“TBD”) ,  the se lect ion cr i ter ia  for  choos ing the 
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profess iona l  must  be prov ided.  Complete a  separate  ent ry  for  each  

profess iona l/expert  by  repeat ing the ‘Add ’  process .  

P lease  note that  the  L icensed Profess iona l ( s)  sect ion of the  Project  

In format ion form must  be completed f i r st .  The  “L icensed Profess iona l  

Name” dropdown i s  populated f rom that  form.  
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L icensed Profess ional  Name:  Se lect  the  name of the l icense d 

profess iona l ,  i f  appl icable  ( sk ip  i f  complet ing ent ry  for  a  Subject  

Matt er  Expert ) .  

Subject  Mat ter  Exper t :  Enter  the  name of  the sub ject  matter  exper t ,  

i f  app l icab le  (sk ip  i f  complet ing ent ry  for  a L icensed Profess ional ) .  

Prov ide Direct  Overs ight? :  W i l l  th i s  profess ional  prov ide  d i rect  

over s ight  o f  th i s  pro ject?  

Quali f icat ions  and Exper ience:  L i s t  qual i f icat ions  and exper ience of  

the  l icensed profess ional .  I f  pro fess iona l  i s  TBD ,  prov ide  the  

se lect ion  cr i ter ia  here .  Max imum of  2 ,000 character s .  

Work  Samples :  P rov ide  at  least  three  examples  o f  s imi lar  work  the  

l icensed profess ional  has  completed.  I f  pro fess ional  i s  TBD,  enter  

“N/A” .  Maximum of  2 ,000 characters .  

Was Work Funded by  CDFW? :  Ind icate  whether  any of the  above  

work  was funded by FRGP.  

Subcontractors  

L i st  qua l i f icat ions and exper ience of  pr inc ipa l  subcontractor ( s ) .  I f  

subcontractor  i s  unknown,  the  se lect ion  cr i ter ia  for  choos ing the  

subcontractor  must  be  in  the Project  Set  Up . Complete  a  separate 

ent ry  fo r  each subcontractor  by  repeat ing the ‘Add ’  process .  
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Subcont ractor ’s  Name:  Enter  the  f i r s t  and las t  name of  the  

subcontractor .  I f  unknown,  enter  “ TBD”.  

Prov ide Direct  Overs ight? :  W i l l  th i s  subcontractor  p rov ide  d i rect  

over s ight  o f  th i s  pro ject?  

Quali f icat ions  and Exper ience:  L i s t  qual i f icat ions  and exper ience of  

subcontractor .  I f  unknown ,  prov ide  the  se lect ion  cr i ter ia  here.  

Max imum of 2 ,000  characters .  
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Work  Samples :  P rov ide  at  least  three  examples  o f  s imi lar  work  the  

subcontractor  has  completed. I f  subcontractor  i s  TBD,  enter  “N/A” .  

Max imum of 2 ,000  characters .  

Was Work Funded by  CDFW?:  Ind icate  whether  any of the  above  

work  was funded by FRGP.  I f  subcontractor  i s  TB D, se lect  ‘No ’ .  
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Landowner  Access  and Permits  

There  are f ive  sect ions  in  the  Landowner  Access  and Permit s  Form:  

•  Landowner  Access  

•  Landowner  In format ion  

•  Permit s  

•  CEQA 

•  Spec ies  

Landowner  Access  

Complete  a separate  ent ry  for  each  landowner  that  i s  grant ing access  

for  th i s  pro ject  dur ing the  rev iew per iod .  L i st  at  least  one ma jor  

landowner  access agreement  and a  descr ipt ion  of  how access  wi l l  be  

secured for  the  ent i re p ro ject .  I f  no  landowner  access  i s  needed for  

the  project  enter  “N/A”  and br ie f ly  descr ibe  why . 
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Landowner :  Name of the landowner .  

Descr ipt ion o f  Access  Agreement :  G ive  a  synopsi s  o f  what  the  

landowner  access agreement  a l lows.  Example :  “Appl icant  and 

CDFW sta ff  may  enter  the  property  w ith  24 hour s ’  not ice” .   

Complete  Landowner  Access  Agreements must  be  up loaded in  the  

Supplementary  Documents  form.  Maximum of  500  char acter s.  

How Wil l  Access  Be Secured for  the Ent i re  Pro ject :  E xp la in  how 

access  w i l l  be secured for  the  l i fe  o f the pro ject  i f  awarded . 

Max imum of 500  character s.  

Landowner  In format ion  

 

I s  the Appl icant  the Landowner ? :  Se lect  yes  or  no.  
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I s  Landowner  Access  Needed for  th i s  Project? :  I f  ‘no ’  i s  se lected 

then  an  exp lanat ion  i s  requi red  in  the ‘Reason Access  Not  Needed ’  

f ie ld .  I f  ‘yes’ ,  be sure  to up load the  Landowner  Access  Agreement 

in  the Supp lementary  Documents  Form.  

Reason Access  Not  Needed:  I f  ‘no ’  i s  se lected in  the  prev ious 

quest ion ,  th i s  f ie ld  w i l l  appear .  Exp la in  why landowner  access i s  not  

needed for  th is  project .  Max imum of  100 character s .  

Permit s  

 

Government  Permit s :  Se lect  a l l  government permit s  known to  be  

needed to complete  th is  project .  Mult ip le permit s  may  be se lected 

by  press ing  Ctr l  +  Cl ick  (⌘  +  Cl ick  on  Mac) for  each  se lect ion.  I f  

permit s  are  not  app l icab le  because  your  project  does  not  invo lve  

on-the -ground work ,  p l ease se lect  N/A.   

Which Permit s  W i l l  the Appl icant  Secure?:  L i s t  a l l  permit s  the  

app l icant  p lans to  obtain  on  the i r  own.  Maximum of  500  characters .   
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CEQA 

 

Prov ide the Lead CEQA Agency:  L i s t  the lead CEQA agency fo r  the 

project .  I f  the  appl icant  w i l l  compl ete thei r  own CEQA,  l i s t  

app l icant  he re;  i f  app l icant  wi l l  go  through  another  agency fo r  

CEQA, l i s t  that  agency  here ;  and i f  app l icant  would  l ike to  be  

inc luded in  the  FRGP CEQA process,  l i s t  CDFW here .  I f  the  pro ject  

does  not  requi re  CEQA,  p lease expla in .  (Note :  FRGP w i l l  not  pay  for  

outs ide  CEQA compl iance.)  Maximum of 500  character s.  

Fuel  (Gal lons) :  Ind icate  the  tota l  number  o f ga l lons  of  gaso l ine  

and/or  d iese l  that  wi l l  be  used by the  appl icant  and/or  

subcontractor s  in  car ry ing out  the  project .  Th i s  in format ion i s  

requi red  for  CEQA.  I f  the  appl icant  w i l l  be  complet ing CEQA 

independent ly  of  CDFW,  i f  the  project  does  not  invo lve  on -the-

ground implementat ion ,  or  i f  no  gaso l ine  or  d iese l  wi l l  be used,  

p lease  enter  zeros in  the  f ie lds.   

Mit igat ion :  I s  the  work  mit igat ion pur suant  to CEQA or  other  

author i ty?  Se lect  yes  or  no.  
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Spec ies  

 

Ind icate  i f  any  State  o r  Federal  l i s ted species  consu l tat ions  or  surveys 

are  requi red .  Th i s  i s  not  l imited to  f i sh .  I f  no consul tat ion  i s  requi red , do 

not  se lect  any  opt ions .  For  ass i s tance determin ing whether  there are 

l i s ted  spec ies  in  the  project  area ,  re fer  to  the Cal i forn ia Natura l  

D iver s i ty  Database .  Use  Ct r l  +  C l ick  (⌘  +  C l ick  on Mac)  to se lect  more  

than  one species .  

  

https://www.wildlife.ca.gov/Data/CNDDB/Maps-and-Data
https://www.wildlife.ca.gov/Data/CNDDB/Maps-and-Data
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Budget  

There  are  seven sect ions in  the Budget  Form: 

•  Expend iture  Forecast  Table  

•  Per sonne l  Serv ices  

•  Sta f f  Benef i t s  

•  Genera l  Operat ing Expenses  

•  Subcontractors  

•  Ind i rect  Costs  

•  Equipment  &  E lect ron ics  

Expend iture  Forecast  Table  

CDFW requi res an expendi ture  forecast  to  meet f inancia l  report ing 

requi rements  and to  e ffect ive ly  budget funds .  I f  awarded,  an  update  

to th i s  table wi l l  be  requi red  every  year .  Based on  the pro ject  task s  

and the i r  star t  and end dates ,  ant ic ipate  your  spend ing for  each  f i scal  

year  (Ju ly  1 s t  –  June 30 t h ) .  These  number s  can  be ad justed i f  awarded 

but  should  be your  best  guess  at  th is  point .  
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Grant  Year :  Enter  0 .  A l l  other  number s  w i l l  be used in  the  future  i f  a  

g rant  i s  awarded.  

F i scal  Year  1  (Execut ion  to  Ju ne) :  Expected Spending:  Enter  the  

amount  you ant ic ipate b i l l ing  dur ing the  f i r s t  year  of  the 

prospect ive grant .  S ince the star t  date can be no ear l ier  than  

March ,  th i s  amount  wi l l  represent  at  most  4  months  o f  work .  

F i scal  Year  2  –  4  ( July  to  June) :  Expect ed Spending:  Repeat  as  

above for  the  remain ing year s o f  the  prospect ive  grant .  

F i scal  Year  5  (Opt) :  Expected Spending:  For  future  use  on ly .  Leave 

at  $0 .00.  

The  fo l lowing forms should be completed us ing l ine i tems tota ls  f rom 

the  detai led  project  and subcon tractor  budget  spreadsheet s.  The 

spreadsheet s  must  be inc luded in  the  Supp lementary  Documents  form.   

Per sonne l  Serv ices  

Create  a separate  ent ry  for  each  per son who w i l l  per form work  on  the 

project .  



FHR  2020  PS N Appl i cat i on  In st ruct i on s  P age 5 2  

 

Pro ject  Ro le :  L i s t  a l l  personne l  by  the i r  ro le in  the  pro ject ,  rather  

than  by  name or  job  t i t le .  For  example :  P ro ject  Manager ,  F ie ld 

Techn ic ian.  

CDFW Requested Amount :  Enter  the  tota l  dol lar  amount  a l located to  

th i s  person .  

Sta f f  Benef i t s  

Enter  the tota l  do l lar  amount  of  benef i t s  a l located for  a l l  s ta ff .  

 

Genera l  Operat ing Expenses  

Create  a separate  ent ry  for  each  l ine  i tem in  th is  sect ion of the  

budget  spreadsheet .  

 

General  Operat ing Expense I tem:  Enter  the  name of the operat ing 

expense l ine i tem (e .g . ,  Travel ) .  
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CDFW  Requested Amount :  Enter  the  tota l  dol lar  amount  a l located to  

th i s  l ine i tem.  

Subcontractors  

Create  a separate  ent ry  for  each  subcontractor .  

 

Subcont ractor  name or  Role :  Enter  the name of  the  subcontractor  i f  

known; i f  TBD, enter  the  subcontractor ’ s  ro le  (e.g . ,  Engineer) .  

CDFW Requested Amount :  Enter  the  tota l  dol lar  amount  a l located to  

th i s  subcontractor .  

Ind i rect  Costs  

 

Ind irect  Charge Rate:  I f  the  app l icant  has  a  federa l ly  approved 

rate ,  enter  that  rate  here .  Inc lude documentat ion in  the  

Supplementa l  Documents form.  I f  the  app l icant  does  not  have a  

federa l ly  approved rate,  enter  the  de min imus  rate  of  10%.  
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Ind irect  Cost s :  Enter  the  tota l  dol lar  amount  a l located to  indi rect  

costs .  

Equipment  &  E lect ron ics –  E xc luded Items 

Create  a separate  ent ry  for  each  l ine  i tem in  th is  sect ion of the  

budget  spreadsheet .  A l l  expenses  that  w i l l  be exc luded from Ind i rect  

Cost s should  be l i s ted  in  th i s  sect ion .  

 

Equ ipment  and Other  I tems:  Enter  the name of the  l ine  i tem (e .g . ,  

backhoe renta l )  

CDFW Requested Amount :  Enter  the  tota l  dol lar  amount  a l located to  

th i s  l ine i tem.  

Tota l s  

Ensure  that  the  Tota l s  sect ion  (automat ical ly  popula ted by the  sy stem) 

matches your  budget  spreadsheets .  

Detai led  Budget  Spreadsheet s  

Al l  app l icant s  must  submit  a  Deta i led  Pro ject  Budget  Spreadsheet ,  or  

app l icant ’ s  comparable budget  form,  in  the Supp lementary  

Documents  form.  Project  proposa l s  must  inc lude a detai led  l ine  i tem 

budget  broken down into  f ive categor ies :   

•  Per sonne l  Serv ices  

•  Subcontractors  

http://nrm.dfg.ca.gov/FileHandler.ashx?DocumentID=162977
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•  Equipment  and E lect ron ics  

•  Operat ing Expenses :  Genera l   

•  Ind i rect  Costs  

L ine i tem expenditures  in  each category  should  inc lude cost  deta i l  

( i .e .  un i t  cost s ,  number  of  un i t s ,  etc . , )  whenever  poss ib le .   T he  amount  

requested f rom each source must  be  d iv i s ib le  by the  l i s ted  hour s  or  

un i t  cost .  Large,  undef ined lump sums in  the  budget l imit  the  ab i l i ty  o f  

rev iewers  to evaluate the  cost  deta i l ,  e f fect iveness ,  and 

appropr iateness o f the  proposed project  and wi l l  re su l t  in  point  

deduct ions on  the  score sheet .  I f  an  undef ined or  lump sum must  be  

used,  p lease exp la in  i t  in  the  Budget  Just i f icat ion  form.  

NOTE :  A l l  procurement  t ransact ions  must  be  conducted in  a  manner  

prov id ing ful l  and open compet i t ion  cons is tent  w i th  the  standards  in  2  

CFR §  200 .319 .   

The  budget  must  ident i fy :  

•  The  amount  being requested f rom CDFW,  

•  The amount  o f the  appl icant ’ s  cost  share,  inc lud ing cash  or  in -

k ind  serv ices ,  

•  The amount  o f each  partner ’ s  cost  share,  inc lud ing cash  or  in -

k ind  serv ices ,  and  

•  The  tota l  cost  o f  each  l ine  i tem.  

The  project  budget  should  be suf f ic ient ly  deta i led ,  a l ign  w ith  the  

proposed task ,  and a l low for  a cost  ana ly s i s  o f  the  proposed project .  

The  tota l  project  budget  must  contain  a l l  project  cost s  for  a l l  ta sk s.  A l l  

costs  l i s ted in  the  budget  must  be  just i f ied  and descr ibed in  the  

project  descr ip t ion ,  inc lud ing in -k ind cost s .   P ro ject s approved for  

funding wi l l  be  requi red  to submi t  invoices  match ing th i s  budget  

format.  

https://www.ecfr.gov/cgi-bin/text-idx?SID=b1c7c3956b9a902f4b86f5b5b995dd77&mc=true&node=se2.1.200_1319&rgn=div8=true&n=pt2.1.200&r=PART&ty=HTML#se2.1.200_1319
https://www.ecfr.gov/cgi-bin/text-idx?SID=b1c7c3956b9a902f4b86f5b5b995dd77&mc=true&node=se2.1.200_1319&rgn=div8=true&n=pt2.1.200&r=PART&ty=HTML#se2.1.200_1319
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Re imbur sement  of  cost s  re lated to the attendance of conferences  w i l l  

be  at  the  d i scret ion  of  CDFW. To  be considered, conference costs  

must  be  d i rect ly  re lated to  the pro ject  and contr ibute  to  the  

e f fect iveness  o f  the  pro ject .  

Fol low ing are examples  o f  costs  that  are  inel ig ib le  for  re imbur sement 

through  an  awarded grant .  Th is  l i s t  i s  not  a l l  inc lu s ive .  

•  Al l  costs  incur red  out s ide  of  the  grant  agreement  term.  

•  Al l  costs  re lated to  the  preparat ion  and submiss ion  of  the  grant  

proposa l .  

•  T rave l  cost s  not  spec i f ica l ly  ident i f ied in  the  grant  budget .  

•  Out  of  state t ravel  w ithout  pr ior  wr i t ten  author i zat ion  f rom the 

State .  

•  Cost s associated with  CEQA or  NEPA complet ion for  

implementat ion  pro ject  proposa ls ,   

•  For  p ro ject s  that  inc lude student s ,  student  tui t ion w i l l  not  be  

pa id .  

Dur ing the proposa l  rev iew, CDFW wi l l  per form a cost  analy s i s  us ing 

the  detai led  proje ct  descr ipt ion  and budget .  CDFW recogni zes  that  

project  p roposa l s  for  the  same pro ject  type may  vary  in  cost  due to 

the  s ize o f the  s t ream, access ib i l i ty ,  statewide va r iat ion  in  cost s  for  

heavy  equipment  and labor ,  or  a  var ie ty  o f other  factors .  P ro ject  co st  

ana ly s i s  wi l l  be  based on cost s  for  comparable  ex i st ing  pro ject s  and 

profess iona l  cost  ana ly s i s  by CDFW s taf f .  The  cost  ana lys i s  i s  based on 

the  tota l  project  cost ,  which inc ludes  the  amount  requested f rom th i s  

PSN p lus  a l l  cost  share  f rom other  funding  sources .  An  important  

aspect  of  project  cost  e f fect iveness  i s  the  employment  o f  indiv idua l s  

at  a  pay  scale  commensurate  w ith  the  task s  to  be  per fo rmed.    

When compi l ing  the  budget ,  app l icant s  should  inc lude costs  for  

requi red  spec ies/permit  consu l tat ions ,  permit  cost s/ fees,  necessary  

surveys  (e.g . ,  b io logica l ,  cu l tura l/archeo logica l ,  pa leonto logica l ,  

geomorphic surveys)  conducted as  part  o f  the  pro ject ,  cost s  for  

b io logica l  mon itor ing dur ing pro ject  imp lementat ion,  and cost s  to  
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ensure  that  invasive  spec ies  are  not  spread between s i tes ,  st reams,  or  

water sheds .  

Personnel  Serv ices  

Inc lude a l l  employee t i t les/c lass i f icat ions and cost s  requi red  to 

complete  the  proposed pro ject .   A l l  personne l  who w i l l  be 

implement ing the  pro ject  and complet ing the  pro ject  task s  must  be  

d i scussed in  the  Pro ject  Descr ipt ion  in  order  to be inc luded in  th e  

Per sonne l  Serv ices  sect ion  of  the  budget .  I f  the  per sonne l  that  are  

requi red  to complete  the  project  are  not  inc luded in  the budget  

and Project  Descr ipt ion ,  thei r  work  hour s  cannot  be b i l led  on 

invo ices ( i f  funded) .  

•  Only  per sonnel  who are employees  of  th e  app l icant  a re 

entered in to  the  Per sonnel  Serv ices sect ion .   A l l  o ther s should  

be l i s ted  in  the  Subcontractor s sect ion  of  th is  form. 

•  I f  workers ’  compensat ion  in surance i s  inc luded in  benef i t s ,  i t  

cannot  be  inc luded in  the Indi rect  Charges  and cannot  be  

l i s ted  in  a separate  l ine  i tem.   

•  See “ I s  preva i l ing  wage requi red  for  th i s  p ro ject?”  in  the  PSN 

concern ing preva i l ing  wage.  

Subcont ractors  

Al l  i tems must  be  d i scussed  in  the  project  descr ip t ion in  order  to  be  

inc luded in  the  budget .  

Subcontractor  serv ices  are  those  necessary  for  the  implementat ion  

of  the  project  for  which the app l icant  w i l l  subcontract .   These 

serv ices  are  undertaken by  a  prov ider  external  to  the  appl icant ’ s  

organ i zat ion .    

L i s t  each subcontractor  on  a  separate  l ine .   
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Subcontractors  are  sub ject  to the  Federal  de min imi s  ru le ,  see 

Ind i rect  C osts  be low.  

I f  subcontractor  cost s  are  l i s ted  as  lump sums,  prov ide a  separate 

detai led  budget  for  subcontractor  cost s  that  speci f ical ly  deta i l  out  

the  lump sums.   Inc lude th i s  a s  a  supplementa ry  document  labe led 

“Deta i led  Subcontractor  B udget  Spreadsheet”  and use  the  Deta i led  

Subcontractor  Budget  Spreadsheet .  

Equ ipment/E lect ronics/Ren ta l  

Al l  i tems must  be  d i scussed in  the  project  descr ip t ion in  order  to  be  

inc luded in  the  budget .  

Equipment  wi l l  on ly  be  cons idered fo r  purchase approval  i f  no  other  

equipment  owned by  the  appl icant  i s  ava i lab le  and sui tab le  for  the  

project .   App l icant s  mu st  just i fy  the  purchase  of  equipment  us ing 

grant  funds  as  the  on ly  feasib le  opt ion,  prov id ing a  purchase v s.  

rent / lease  cost  ana ly s i s  for  a l l  equipment  ident i f ied  in  the p roposed 

budget .   P lease  re fer  to CDFW’s  genera l  g rant  prov is ions  for  po l ic ies  

regard ing equipment  purchases .  

Operat ing Expenses:  General  

Al l  i tems must  be  d i scussed in  the  project  descr ip t ion in  order  to  be  

inc luded in  the  budget .  

Other  operat ing expenses are  those  necessary  to  implement  the  

project  and paid  for  by  the  app l icant  or  partner s .   Th i s  may  inc lude 

t rave l  expenses  by  appl icant  (not  subcontractor )  and permit t ing  

fees .  P rov ide  as much cost  deta i l  a s poss ib le .   Every  i tem must  have 

a  un it  cost  (per  lb . ,  per  day ,  cubic yard,  l inear  foot ,  each , etc . ) .   

A l l  expenses  must  occur  w ith in  t he  t ime l ine  of  the pro ject .   

T rave l :  E xpenses  must  be  cons is tent  w ith  state  gu ide l ines  fo r  

re imbur sed t rave l  expenses  based on t ravel  over  a 24 -hour  per iod .   

http://nrm.dfg.ca.gov/FileHandler.ashx?DocumentID=162978
http://nrm.dfg.ca.gov/FileHandler.ashx?DocumentID=162978
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Per  D iem,  hotel ,  and mi leage rates  may  not  exceed State  of  

Ca l i forn ia  standards ,  see  State gu ide l i nes  for  spec i f ic  rates .   S tate  

gu ide l ines can  be found at  the Ca l  HR Trave l  Reimbur sement s 

webs i te .    

1602  Permit t ing  Fees :  F i sh  and Game Code,  Sect ion 1609  author i zes  

the  Department  to  recover  the tota l  cost s  i t  incur s  to  admin i ster  

and enforce  i t s  Lake  and St reambed A ltera t ion Program by  

charging appl icant  fees  for  Lake  and St reambed Al terat ion  

Agreement s.  The  actua l  fees charged w i l l  depend on  the tota l  cost  

o f  the  project .   The  def in i t ions ,  in st ruct ions ,  and forms are  ava i lab le  

on the Lake and St reambed A ltera t ion Agreements  webs i te .  

Ind irect  Cost s  

Ind i rect  cost s  (admin i st ra t ive  overhead) are those  that  cannot  be  

d i rect ly  ass igned to  a  part icu lar  grant  act iv i ty  but  are necessary  to  

the  operat ion  of  the  organ i zat ion and the per formance of the  grant  

project .  

I f  appl icant  does  not  have feder a l  Negot iated Ind i rect  Cost  Rate  

Agreement (N ICRA) ,  then  the federa l  de  min imi s  rate  of  10% must  

be  used for  the  Ind i rect  Rate  (%) .   

I f  appl icant  has a  N ICRA that  rate  must  be  used.  

  

http://www.calhr.ca.gov/employees/Pages/travel-reimbursements.aspx
http://www.calhr.ca.gov/employees/Pages/travel-reimbursements.aspx
https://www.wildlife.ca.gov/Conservation/LSA/Forms


Cost  Share 

There  are four  sect ions to  the  Cost  Share Form:  

•  App l icant  

•  Other  S tate  Agencies  

•  Federal  Agenc ies  

•  Other  Sources ,  Inc lud ing Project  Partners  
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App l icant  
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Cash:  Enter  the amount  o f  cash  funding prov ided by  each source .  

Do not  leave the  f ie ld  b lank;  enter  zero  i f  not  app l icab le .  

Status :  Descr ibe  the  status  o f  the  fundi ng (secured,  pend ing,  o r  

unknown) by  se lect ing f rom the  drop -down l i s t .  

In-k ind:  Enter  the va lue  of  in -k ind  serv ices prov ided by  the  

app l icant .  Do not  leave the  f ie ld b lank ;  enter  zero i f  not  

app l icab le .  

Br ie f  Summary :  Descr ibe  how the  funds  wi l l  be  app l ied to  the 

project ;  l ink  to speci f ic  task s  where app l icable .  Maximum of  1 ,000 

character s.  

Other  S tate  Agencies 

Complete  a separate  ent ry  for  each  agency  prov id ing cost  share  by  

repeat ing the  ‘Add ’  process .  

 

Agency Name:  Name of  the  agency  that  wi l l  p rov ide the  cost  share .  
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Cash:  Enter  the amount  o f  cash  funding prov ided by  the  source .  Do 

not  leave the f ie ld b lank ;  enter  zero  i f  not  appl icable.  

Status :  Descr ibe  the  status  o f  the  funding (secured,  pend ing,  o r  

unknown) by  se lect ing f rom the  drop -down l i s t .  

Date Awarded/Ant ic ipated Award Date:  Se lect  the  date  funds  were  

awarded, or  by which  you expect  to  rece ive  not i f icat ion  that  the  

funds  have been awarded.  

Date Cash Expires :  Se lect  the  date  on  which the funds  w i l l  exp i re.  

In-k ind:  Enter  the va lue  of  in -k ind  funding prov ided by  each source .  

Do not  leave the  f ie ld  b lank;  enter  zero  i f  not  app l icab le .  

Br ie f  Summary :  Descr ibe  how the  funds  wi l l  be  app l ied to  the 

project ;  l ink  to speci f ic  task s  where app l icable .  Maximum of  1 ,000 

character s.  

Federal  Agenc ies 

Complete  a separate  ent ry  for  each  agency  prov id ing cost  share  by  

repeat ing the  ‘Add ’  process .  
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Agency Name:  Name of  the  agency  that  wi l l  p rov ide the  cost  share .  

Cash:  Enter  the amount  o f  cash  funding prov ided by  each source .  

Do not  leave the  f ie ld  b lank;  enter  zero  i f  not  app l icab le .  

Status :  Descr ibe  the  status  o f  the  funding (secured,  pend ing,  o r  

unknown) by  se lect ing f rom the  drop -down l i s t .  

Date Awarded/Ant ic ipated Award Date:  Se lect  the  date  funds  were  

awarded, or  by which  you expect  to  rece ive  not i f icat ion  that  the  

funds  have been awarded.  

Date Cash Expires :  Se lect  the  date  on  which the funds  w i l l  exp i re.  

In-k ind:  Enter  the va lue  of  in -k ind  funding prov ided by  each source . 

Do not  leave the  f ie ld  b lank;  enter  zero  i f  not  app l icab le .  

Br ie f  Summary :  Descr ibe  how the  funds  wi l l  be  app l ied to  the 

project ;  l ink  to speci f ic  task s  where app l icable .  Maximum of  1 ,000 

character s.  
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Other  Sources ,  Inc lud ing Project  Partners  

Complete  a separate  ent ry  for  each  agency  prov id ing cost  share  by  

repeat ing the  ‘Add ’  process .  

 

Agency Name:  Name of  the agency  that  wi l l  p rov ide the  cost  share .  

Cash:  Enter  the  amount  of  cash  funding prov ided by  each source .  

Do not  leave the  f ie ld  b lank;  enter  zero  i f  not  app l icab le .  

Status :  Descr ibe  the  status  o f  t he  funding (secured,  pend ing,  o r  

unknown) by  se lect ing f rom the  drop -down l i s t .  

Date Awarded/Ant ic ipated Award Date:  Se lect  the  date funds  were  

awarded, or  by which  you expect  to  rece ive  not i f icat ion  that  the  

funds  have been awarded.  

Date Cash Expires :  Se lect  the  date on  which the funds  w i l l  exp i re.  

In-k ind:  Enter  the  value  of  in -k ind  funding prov ided by  each source . 

Do not  leave the  f ie ld  b lank;  enter  zero  i f  not  app l icab le .  
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Br ie f  Summary :  Descr ibe  how the  funds  wi l l  be  app l ied to  the 

project ;  l ink  to spec i f ic  task s  where app l icable .  Maximum of  1 ,000 

character s.  

Tota l  P ro ject  

Ensure  that  the  Tota l  P roject  sect ion  (automat ica l ly  populated by  the  

sy stem) matches  your  budget  spreadsheet s .   
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Budget  Just i f icat ion  

Th i s  form should  be used to exp la in  unusual  l ine  i tems or  charges  

and/or  the need for  h igh  cost ,  h igh  number  o f  hour s  for  a  task ,  h igh 

number  of  per sonne l ,  or  any th ing that  may be or  seem out  of the  

o rd inary  for  the work  proposed.  P lease  c i te  any  methods used for  

ca lculat ing cost s  i f  app l icable (e .g . ,  Ca l Trans  or  The  Red Book) .  Th i s  

sect ion  cannot  take  the  p lace of  exp la in ing l ine  i tems in  the  Project  

Descr ipt ion  or  Deta i led P ro ject  Budget  Spreadsheet .  

Complete  a separate  ent ry  for  each  l ine  i tem that  needs  just i f icat ion  

by  repeat ing the ‘Add ’  process .  
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Task Number/Name:  Number/Name prov ided in  the  Project  

Ob ject ives  Form.   

Act iv i ty/Equ ipment/Subcont ractor /Travel :  Ind icate  what k ind of  l ine  

i tem i s  be ing just i f ied.  

Cost  Per  Un it :  Do l lar  amount  for  each  un i t  purchased /prov ided for  

the  spec i f ic  task .  

Amount  o f  Cost  Share (Non -CDFW Funds):  Tota l  amount  o f  cost  

share  a l located to th i s  task .  

CDFW  Amount  Requested:  Tota l  amount  requested for  th is  task .   

Just i f icat ion :  E xp la in  any  unusua l  cost  i tems or  lump sum cost s ,  

wh ich  wi l l  a id  in  the  eva luat ion  of  the  project .  App l icant s must  

jus t i fy  pro ject  costs  in  the  pro ject  descr ipt ion .  P ro ject  cost  ana lys i s  

w i l l  be based on  cost s  for  s imi lar  pro jects  that  have been 

implemented as  we l l  a s  on  an  assessment  o f  proposed cost s  by  

FRGP sta f f .  Max imum of  1 ,000  character s .  
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Supplementary  Documents  

There  are two sect ions  to the Supplementary  Documents  Form:  

•  Supplementary  Documents  

•  Addit iona l  Attachments/Documentat ion  

Supplementary  Documents  

Al l  requi red  documents ,  a s  out l ined in  the  PSN, must  be  uploaded in  

th i s  sect ion.  Th is  form prov ides a  l i s t  o f  documents and each project  

type that  requi res  them .  I f  a  supp lementary  document  i s  requi red  for  

your  project  type but  i s  not  app l icab le  t o  your  par t icu lar  pro ject ,  

up load an  explanat ion  of  why  that  the document  i s  not  appl icab le .  

I t  i s  he lpfu l  i f  the  document  names inc lude the app l icat ion  number .  

Note:  The larger  the total  s ize  o f  f i les ,  the longer  the system wi l l  take 

to  save the page.  I t  i s  poss ib le fo r  the system to  t ime out  i f  the process  

takes too long.  P lease reduce f i le  s i zes  as  much as  poss ib le  wh i le  

ensur ing legib i l i t y .  



A ‘yes’ or  ‘no’  must  be se lected  for  each  Supp lementary  Document .  I f  

a ‘yes’  i s  chosen ,  then  an  upload button wi l l  appear .  
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Addit iona l  Attachments/Documentat ion  

Any  other  requi red  or  opt ional  documents  that  are  not  l i s ted  in  the  

Supplementary  Documents  sect ion  should  be uploaded here.  

Complete  a separate  ent ry  for  each  document .  

 

Descr ipt ion:  Inc lude the  type of  document in  the  descr ipt ion .  For  

example ,  “Monitor ing Data  Ana lys i s” .  

Submit t ing an Appl icat ion  

P lease  note that  once an  app l icat ion  has been  submit ted i t  wi l l  not  be 

editable  by  the appl icant .  Check  thoroughly  to ensure that  the  

app l icat ion  has  been  completed to  your  sat i s fact ion  before  c l ick ing 

‘Submit ’ .  Make sure  that  a l l  forms have been ‘Marked as  Complete ’  

(a s demonst rated in  the Focus  form sect ion)  before  attempt ing to  

submi t .  An  er ror  message w i l l  appear  i f  they are not  so  marked.  On  the  

App l icat ion Forms page,  a  checkmark in  the  “Complete?”  co lumn 

i nd icates that  th i s  step  has been  per formed.  
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When you are  sat i s f ied that  the  app l icat ion  i s  f in i sh ed,  c l ick  on the 

‘Submit ’  button at  the  top  r ight  o f  the  App l icat ion Forms sect ion  of  the  

app l icat ion  ma in  page.  Upon submiss ion ,  you w i l l  rece ive a 

conf i rmat ion  page ver i fy ing that  your  app l icat ion has  been submit ted .  

I t  w i l l  a l so  conf i rm the  appl icat ion  number .   
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Save/Pr int  an  Appl icat ion 

Before  Submiss ion  

There  are two ways  to  save or  pr int  an app l icat ion  before  submit t ing  

i t ,  both  s tar t ing  f rom the  App l icat ion  Ma in Menu.   

Opt ion 1 :  Cl ick  on  the ‘Pr int ’  button in  the  nav igat ion  r ibbon .  

 

A  read-only  ver s ion  w i l l  open  in  a  new tab . Use  Ctr l -P  (⌘ -P  on  Mac) or  

r ight -c l ick  and se lect  ’Pr int ’  and choose  ‘Save as PDF ’  or  the  pr inter  o f  

choice .  

 

Opt ion 2 :  Cl ick  on  the ‘App l icat ion  Detai l s ’  but ton  at  the  top  r ight  o f  

the  App l icat ion Forms sect ion .  
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A  pr intable ve rs ion  w i l l  open  in  the  same w indow.  C l ick  on ‘Pr int  to  

PDF ’  at  the top  r ight  o f  the  App l icat ion  Deta i l s  sect ion .  

 

After  Submiss ion  

To  save or  pr int  an  appl icat ion a fter  hav ing submit ted i t ,  f i r s t  nav igate 

to ‘My App l icat ions ’  f rom the sy stem Main Menu.  C l ick  on  the Pro ject  

T i t le  of  the  app l icat ion to  be  saved/pr inted.  A  read -on ly  ver s ion  w i l l  

open  in  a  new tab ,  as  in  Opt ion  1  above.  Use  Ctr l -P  (⌘ -P  on  Mac)  or  

r ight -c l ick  and se lect  pr in t .  
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