FEDERAL MEDIATION AND CONCILIATION SERVICE

UNITED STATES GOVERNMENT

WASHINGTON, D.C. 20427
Phone: (202) 606-8181







Fax: (202) 606-3434

February 13, 2004






Re: Grant Application

Dear Prospective Applicant:


Thank you for your interest in our Grants program. Enclosed please find the FY 2004 Application Kit for the program, more formally known as the Labor-Management Cooperation Program.  Enclosed you will find:  (1) the Application Solicitation (listing the application requirements), (2) the Financial and Administrative Grants Manual (to assist you in drafting your application), (3) mandatory application forms, including a Drug-Free Workplace Certification, (4) DUNS Number Information, and (5) a copy of the law authorizing our grants program. 


Everything you need to know about preparing an application can be found in the enclosed materials. Additionally, the Grants Manual includes a sample set of completed forms.


There are a few details which, because of difficulties they have caused during previous application cycles, deserve special mention.

1.
The Federal government requires that all applicants for Federal grants and    

            cooperative agreements with the exception of individuals other than sole    

            proprietors, have a DUNS number. 

2.
Federal contracting guidelines prohibit anyone who assists in the development of a grant application from being eligible to bid on any contracts that may subsequently be awarded by that grantee.
3.
The June 30, 2004, (postmarked) submission deadline is firm.  No individual exceptions or extensions will be made.  Any materials submitted after the deadline will not be considered.  Do not wait until June 30 to mail out your application.  A delay in the post office could result in your disqualification.  We will acknowledge receipt of all applications.
4.
FMCS will not review or issue comments on draft or pre-applications.  However, if you have any questions regarding the application process or guidelines, you may call us at (202) 606-8181.
5.
A key deficiency in many applications is the lack of specific and measurable goals and objectives.  Even new committees should decide what results they will achieve during the life of the grant.
6.
The start date for all grant awards will be October 1, 2004. 

Signatures of both labor and management representatives are required on the SF 424 form.  Failure to include the 424 form will result in immediate disqualification of your grant application.

To facilitate our review of your application, we urge you to number your pages and follow the narrative sequence suggested under the “Program Elements” section of the Application Solicitation.  A table of contents would be appropriate for applications that are over 10 pages long.  Please remember that the applications are judged on their merits, not their weight.  Avoid including irrelevant data, reports, etc., as appendices to your application.  Videotaped material will not be considered.


Again, thank you for your interest in our program and best of luck.






Sincerely,






Jane A. Lorber






Director






Labor-Management Grants Program

Enclosure(s)

Obtaining a DUNS Number

A Guide for Federal Grant and Cooperative Agreement Applicants


The Federal government requires that all applicants for Federal grants and cooperative agreements with the exception of individuals other than sole proprietors, have a DUNS number.  (See policy at: http://www.omb.gov/grants/grants_docs) The Federal government will use the DUNS number to better identify related organizations that are receiving funding under grants and cooperative agreements, and to provide consistent name and address data for electronic grant application systems. The DUNS Number website address is www.dnb.com
Data Universal Number System (DUNS) Number

· The Data Universal Numbering System (DUNS) number is a unique nine-digit identification number provided by Dun and Bradstreet (D&B).

· The DUNS Number is site-specific.  Therefore, each distinct physical location of an entity (such as branches, divisions, and headquarters) may be assigned a DUNS number.  Organizations should try and keep DUNS numbers to a minimum.  In many instances, a central DUNS number with a DUNS number for each major division/department/agency that applies for a grant may be sufficient.

· In order to provide on-the-spot DUNS number assignment, the requestor should do this by telephone. (See telephone number below.)

Obtaining a DUNS Number

· You should verify that you have a DUNS number or take the steps needed to obtain one as soon as possible, if there is a possibility you will be applying for future Federal grants or cooperative agreements.  There is no need to wait until you are submitting a particular application.  

· If you already have a DUNS number.  If you, as the entity applying for a Federal grants or cooperative agreement, previously obtained a DUNS number in connection with the Federal acquisition process or requested or had one assigned to you for another purpose, you should use that number on all of your applications.  It is not necessary to request another DUNS number from D&B.  You may request D&B to supply a family-tree report of the DUNS numbers associated with your organization.  Organizations should work with D&B to ensure the right information is on the report.  Organizations should not establish new numbers, but use existing numbers and update/validate the information associated with the number.
· If you are not sure if you have a DUNS number.  Call D&B using the toll-free number, 1-866-705-5711 and indicate that you are a Federal grant applicant/prospective applicant.  D&B will tell you if you already have a number.  If you do not have a DUNS number, D&B will ask you to provide the information listed below and will immediately assign you a number, free of charge.

· If you know you do not have a DUNS number.  Call D&B using the toll-free number, 1-866-705-5711 and indicate that you are a Federal grant applicant/prospective applicant.  D&B will ask you to provide the information listed below and will immediately assign you a number, free of charge.

Managing Your DUNS Number

· D&B periodically contacts organizations with DUNS numbers to verify that their information is current.  Organizations with multiple DUNS numbers may request a free family tree listing from D&B to help determine what branches/divisions have numbers and whether the information is current.  Please call the dedicated toll-free DUNS Number request line at 1-866-705-5711 to request your family tree.

· D&B recommends that organizations with multiple DUNS numbers have a single point of contact for controlling DUNS number requests to ensure that the appropriate branches/divisions have DUNS numbers for federal purposes.

· As a result of obtaining a DUNS number you have the option to be included on D&B’s marketing list that is sold to other companies.  If you do not want your name/organization included on this marketing list, request to be de-listed from D&B’s marketing file when you are speaking with a D&B representative during your number telephone application.  

Obtaining a DUNS number is absolutely Free for all entities doing business with the Federal Government.  This includes grant and cooperative agreement applicants/prospective applicants and Federal contractors.  Be certain that you identify yourself as a Federal grant applicant/prospective applicant.
To Obtain Your DUNS Number

· Please call the dedicated toll-free DUNS Number request line for Federal grant and cooperative agreement applicants or prospective grant applicants at:






1-866-705-5711

The number is staffed from 8 a.m. to 6 p.m. (local time of the caller when calling from within the continental United States) Calls placed to the above number outside of those hours will receive a recorded message requesting the caller to call back between the operating hours.

· The process to request number takes about 5-10 minutes.

· A DUNS number will be assigned at the conclusion of the call.

· You will need to provide the following information:

· Legal Name

· Headquarters name and address for your organization 

· Doing business as (DBA) or other name by which your organization is commonly known or recognized

· Physical Address, City, State and Zip Code

· Mailing Address(is separate from Headquarters and/or physical address)

· Telephone Number

· Contact Name and Title

· Number of Employees at your physical location







