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The Two-File Maximum 
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Technical Difficulties? 

 
Having technical difficulties?  
Contact the AFI Resource Center:  
 

by Phone at 866-778-6037 
or Email info@idaresources.org 

mailto:jimmy.crowell@idaresources.org
mailto:info@idaresources.org
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Housekeeping 

• This webinar is being recorded. 
  
• A transcript and link to the recording will be available 

approx. 2 weeks after the webinar. 
  
• The webinar will last approximately 90 minutes or less 

and we will answer questions at the end.  
 
• All webinar attendees are muted to ensure sound quality.  
 



Asking Questions 

• Use the question  
box in your webinar 
Control Panel to 
ask questions at 
any time.  

• Questions will be 
answered at the 
end of the call.  
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Your Moderators 

Presenter Names 
Emily Appel-Newby 
Sierra Solomon 
 
The AFI Resource Center provides training and 
technical assistance to AFI grantees, their project 
partners, and other organizations that are 
providing asset building services across the nation.  
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Webinar Objectives 

• For Attendees to: 
– Become familiar with Grants.gov 
– Learn how to create a Grants.gov account and 

successfully access it in the future 
– Learn how to submit an AFI Application & confirm 

receipt 
– Understand what the two-document maximum 

requirement is and why it must be abided by 
– Understand how to merge multiple documents 

into a single PDF document.  



Grants.gov 
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• Federal database 
– $500 billion in federal grants 
– 1,000 grant programs 
– 26 Federal grant-making agencies 

 
• All AFI applications must be 

made through Grants.gov 

What is Grants.gov?   



Organization Registration 
1. Obtain Data 

Universal 
Number (DUNS) 

2. Register Your 
Organization with 
the System for 
Award 
Management 

3. Username and 
Password 

4. AOR 
Authorization 

5. Track AOR 
Status 
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STEP 1: 
Obtain a DUNS Number (Slide 1/2) 

• I know my DUNS Number 
– Enter it and continue 

• I don’t know my DUNS Number/if 
I have a DUNS Number 
– Call 1-888-705-5711 

• I don’t have a DUNS Number 
– Register at 

http://fedgov.dnb.com/webform 
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http://fedgov.dnb.com/webform


STEP 1:  
Obtain a DUNS Number (Slide 2/2) 
• What do I need to know to obtain my DUNS? 

– Name of the organization 
– Organization address 
– Organization phone number 
– CEO or owner of the organization 
– Legal Structure (Corporation, partnership, 

proprietorship, etc.) 
– Year the organization started 
– Primary line of business 
– Total number of full and part-time employees 
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STEP 2: 
Register with SAM 
• System for Award Management 
• http://www.sam.gov 
• 30 minutes to complete 
• Can take three business days to 

two weeks before registration is 
active 

• Registration must be renewed 
annually 
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http://www.sam.gov/


STEP 3: 
Username and Password 
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1: Insert DUNS 
and click “Register” 
 
 

2: Fill out form and 
click “Continue” 
 



STEP 4:  
AOR Authorization (Slide 1/2) 
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AOR Status Location on screen 
following login 

Login Location on 
Grants.gov homepage 



STEP 4: 
AOR Authorization (Slide 2/2) 
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EBiz login 



STEP 5: 
Track AOR Status 
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1: Choose Register 

2: Click “Learn More 
About Organization 
Applicants” 

3: Choose Step 5 

4: Click “Check Your 
AOR Status” 
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Submitting an Application 



Submitting an Application: 
How to find an application package 
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Search Box Search Grants Tab Search Details  



Submitting an Application: 
Points to Note 
• You can choose to have email 

updates about the application 
sent to you 

• You complete the application 
offline once downloaded 

• Download the application 
instructions 
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Submitting an Application 
Final Steps 
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Submitting an Application 
Confirmation 
• Confirmation Emails 

– Proper submission of  
 application 
– Application has been  
 validated and is being  
 prepared for agency  
 retrieval 
– Application is being  
    reviewed by the Grantor 
    Agency 

• Visit http://www.acf.hhs.gov/grants/how-to-apply-for-grants  
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Tracking an Application 



Tracking an Application 
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The Two-File Requirement 



The Two-File Requirement 
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File One: 
Project Description & 
Budget Justification 

File Two: 
Appendices 

• Project summary, 
abstract 

• Table of contents 
• Project narrative 
• Logic model 
• Budget 
• Etc.  

• Organizational Charts 
• Third-party 

agreements 
• Letters of support 
• Resume 
• Audit reports 
• Etc. 

 



The Two-File Requirement: Points to 
Note 
• Required Standard Forms will be accepted 

in addition to the two files 
• Carefully observe the file naming 

conventions required by grants.gov and in 
the FOA 
– http://www.grants.gov/web/grants/support/tec

hnical-support/troubleshooting/restricting-
special-characters.html  
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http://www.grants.gov/web/grants/support/technical-support/troubleshooting/restricting-special-characters.html
http://www.grants.gov/web/grants/support/technical-support/troubleshooting/restricting-special-characters.html
http://www.grants.gov/web/grants/support/technical-support/troubleshooting/restricting-special-characters.html


How Do I Merge Files? 

• Adobe Acrobat XL Pro 
– $19.99/month subscription 
– $199.00 purchase price 

• PDF Merge 
– Free Downloadable Program 

• PDFSAM (PDF Split and Merge) 
– Free online Program 
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Using PDF Merge (1/2) 
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Using PDF Merge (2/2) 
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File & Save As 

PDF Option and Save 



Using PDFSAM 
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Home Page: Merge PDF files 

Page 2: Select PDF files 



Contacting Grants.gov 
• Open 24 hours a day, 7 days a week. Closed on federal holidays. 
• Phone: 1-800-518-4726 (local toll free).  
• Email: support@grants.gov 
• iPortal: Top 10 requested help topics (FAQs), Searchable knowledge base, 

self-service ticketing and ticket status. 
 

Please have the following information available when contacting them, to 
help expedite your inquiry: Funding Opportunity Number (FON), Name of 
Agency, and Specific Area of Concern 
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mailto:support@grants.gov
https://grants-portal.psc.gov/Welcome.aspx?pt=Grants
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Review Webinar Objectives 

• For Attendees to: 
– Become familiar with Grants.gov 
– Learn how to create a Grants.gov account and 

successfully access it in the future 
– Learn how to submit an AFI Application & confirm 

receipt 
– Understand what the two-document maximum 

requirement is and why it must be abided by 
– Understand how to merge multiple documents 

into a single PDF document.  



Question & Answer Time! 
• Type your questions using the Q&A 

feature  
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AFI Resource Center 

Phone:    1-866-778-6037 
Email:    info@idaresources.org 
Web:        idaresources.acf.hhs.gov  
  

 

mailto:info@idaresources.org
http://www.idaresources.org/
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Thank You! 
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