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Tips for Creating and Submitting 
Your Application
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Before You Begin
Tips for Creating and Submitting Your Application

• Visit the Funding Opportunity page
• Read the Notice thoroughly and refer to it while writing
• Review the Grant Application Instructions
• Review Appendix B: RSVP Performance Measure Instructions

• Make sure your organization’s SAM registration is active as of 
September 18, 2024

• Create an account in eGrants, if you do not already have one
• See the Grant Application Instructions 
• Contact the AmeriCorps Hotline for support

• Phone: 1-800-942-2677, Monday – Friday, 8:00 am – 8:00 pm ET
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Tips for Creating Your Application
Tips for Creating and Submitting Your Application

• Refer to the Grant Application Instructions frequently.
• Draft application in a word processing program (like Microsoft Word or 

Google Docs), then copy and paste it into eGrants.
• Save early, save often.

• Address each item in section E.1 clearly, succinctly, and in order
• Use headings to organization information.
• Start the paragraph with key words from the item you’re addressing.

• Use Appendix B and the Work Plan Development Worksheet to develop 
your work plans.

• Be consistent between narratives, work plans, and budget.
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Tips for Submitting Application
Tips for Creating and Submitting Your Application

• Plan to submit your application at least 10 days prior to the deadline
• Read the full application before submission

• Narratives, work plans, budget
• Ask a co-worker to review your application

• Print your application from eGrants to check the page count
• Problems?

• Contact the National Service Hotline
• Phone: 1-800-942-2677, Monday – Friday, 8:00 am – 8:00 pm ET

• Review and follow the steps in Section D.4.c Late Applications if 
necessary
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Step-by-Step Walkthrough
Refer to the Grant Application Instructions
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Login to eGrants

1. Have an account?
• Enter your username 

and password
• Click “login to 

eGrants”

2. Don’t have an 
account?
• Click “Create an 

account”
• See the Grant 

Application 
Instructions for steps
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Create a NEW Application

1. All applicants for FY 
2025 RSVP Competition 
will select “New”
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Select a Program Area

1. Select “Senior Corps” 
from the dropdown 
menu

2. Click “Go”

Jul-24 10



Produced and published at US taxpayer expense.

Select a NOFA

1. Click the radio button next to 
“2025 AmeriCorps Seniors RSVP 
Competition”

2. Click “Next”
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Parts of the Application

• The menu on the left side of the screen 
shows the sections that make up the 
application.

• Sections may be completed in any order. 
Except for the “Authorize and Submit”, 
which should be completed last. 

• Multiple staff members may complete the 
application, as applicable. 
• They each need their own eGrants 

account.
• However, the Authorized Representative 

must complete the “Authorize and 
Submit” section.

Jul-24 12



Produced and published at US taxpayer expense.

Applicant Info

1. Verify the NOFA is 2025 
AmeriCorps Seniors 
RSVP Competition

2. Click on “Create a new 
project”
• All applicants must 
create a new project
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Project Information

1. Enter project 
information
• All applicants must 
create a new project 
title

• Use a unique name 
from other projects 
you may have

2. Click “save & close”
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Project Director

1. Verify the Project Title

2. Select Project Director 
from the dropdown
• Only people with 
active eGrants 
accounts will be listed

• Select “enter new” 
under the project 
director if necessary

3. Click “next”
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Application Info

Complete all information. 
See the Grant Application 
Instructions for details.

1. Use the required format 
for “Areas affected by 
the project”

2. Start date: April 1, 2025
End date: March 31, 2028

3. When you’ve completed 
the full page, click “next”
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Narratives
Complete narratives. See 
Section E.1 of the Notice for 
information.

1. Click “view/edit narrative” 
to enter a narrative section
• A new window will pop 

up. Enter information then 
click “save and close”.

2. Icon next to the narrative 
section will become a green 
checkmark once there is 
any text entered
• Green checkmark means 

there is text, not that the 
section is complete
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Work Plans

1. Click on “Click here to 
enter work plan” to use 
the Performance 
Measure Module to 
enter your work plans
• Refer to Appendix B: 

RSVP Performance 
Measure Instructions!
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Work Plans, continued

1. Click “Begin” to get 
started
• This button becomes 
“Continue Working” 
once you’ve started
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Select Objectives

1. Click on each Focus 
Area name to expand 
the list to see the 
objectives. Choose the 
appropriate objectives 
for your proposed.
• See Appendix B
• You can return to this 
tab to make changes
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Primary Focus Area

1. Once you’ve selected 
all of your objectives, 
choose a primary focus 
area
• See Appendix B

2. Remember to save! 
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Complete Each Work Plan

1. Complete each field in 
the Performance 
Measures section. Scroll 
down the window to 
see all content.
• See Appendix B:  
RSVP Performance 
Measure Instructions 

2. Click “Add PM” when 
you’re done.
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Complete Each Work Plan, continued

1. The Work Plan you just 
entered will appear at 
the top

2. Enter your next work 
plan’s information in 
the Performance 
Measures section, then 
click Add PM. Continue 
until all work plans are 
entered.
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NEW in FY 2025: Service Activities for Other 
Community Priorities Work Plans

1. If you have Other 
Community Priorities 
work plan(s)

2. You must select a 
Service Activity and 
include a description
• Refer to Appendix B: 

RSVP Performance 
Measure Instructions

• Applicants may not 
select “N/A” even if it 
appears in eGrants
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NEW In FY 2025 Work Plan, Continued

1. When you have finished 
entering all work plans, 
click “Next”
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Set Targets, Allocate Volunteers

1. Enter your total number 
of unduplicated 
volunteers at the top

2. Set your output and 
outcome targets, 
number of volunteers, 
and stations 

3. When done, click 
“review allocations” to 
check your numbers 

4. When all issues are 
addressed, click next
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Validate Performance Measures

1. Review your work plans 

2. Validate the 
performance measures
• Address any errors 

3. Click “back to eGrants 
application” to continue
• Revisit the 

Performance Measure 
Module at any time to 
make changes
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NEW in FY 2025: Program information

1. Select any funding 
priorities that apply, or 
N/A

2. Select program 
characteristics that 
apply, or N/A
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Documents

See D.7.a of the Notice

1. Once you have submitted 
the OFMS, change the 
status from “Not Sent” to 
“Sent”

2. If you have tribal 
documents, please click 
“add a new” and enter 
the appropriate 
information

Do not enter any documents 
that aren’t specified in D.7.a 
of the Notice
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Budget Section 1 and 2

1. Complete the budget, 
adding new items if 
necessary

2. Enter your source of 
matching funds for this 
section; include source, 
amount, cash or in-
kind, secured or 
proposed for entire 
amount of match
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Validate the Budget

1. After you’ve entered all 
budget information, 
validate the budget (at 
the end of Budget 
Section 2). 
• Address any issues 

and validate again

Jul-24 31



Produced and published at US taxpayer expense.

How to View Your Whole Budget

• To see your whole 
budget, click:
• “Budget: view/print 

report” for top-line 
budget amounts by 
category

• “Budget Narrative: 
view/print report” for 
line-item detail
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Funding/Demographics

1. Provide the breakdown 
of applicant share

2. Enter the number of 
unduplicated 
volunteers
• This should match the 
Executive Summary 
and your total 
unduplicated 
volunteers in your 
work plans
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Station Roster

Not required—successful 
applicants will be asked to 
update rosters within 
6 months of award

1. We encourage 
incumbents or other 
applicants to enter 
stations if they know 
them. Please note: this 
will not be scored on 
the application
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Review

Review the information on 
the screen. Scroll down to 
see more. 

1. Click “view/print 
report” next to 
Application for Federal 
Assistance to print the 
application to check 
the page count
• See Section D.2.b of 

the Notice for page 
limits
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Authorize and Submit

Authorized Rep should log in 
to complete this page and 
submit when everything is 
done

1. Click “I agree” for the 
Authorization

2. Click “view/print 
certification” to view the 
Assurances, then click “I 
agree”
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Authorize and Submit, continued

3. Click “view/print 
certification” to view the 
Certifications, then click 
“I agree”

4. Verify the application
• Address any error and 

re-verify

5. Submit and celebrate! 
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Common eGrants Issues
Tips for Troubleshooting
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Errors vs Warnings

• May appear during work plan or budget validation or when you verify the 
application

• Error: something that must be addressed before submission
• You will not be able to submit the application if there are errors

• Warning: something that does not have addressed
• Not very common
• You should address it if possible, but you will be able to submit if you 

don’t

• Not sure? Call the Hotline
• Phone: 1-800-942-2677, Monday – Friday, 8:00 am – 8:00 pm ET

Common eGrants Issues
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Validating Work Plans
Common eGrants Issues

• When I validate my work plans, I get an error that says, “At least one 
performance measure must be created for all selected Objectives.” How 
do I proceed?
• In the “Objectives” tab in the Performance Measure Module, look to 

see which objectives you selected
• Add a work plan for any objectives that don’t have one
• If you’ve changed your mind about an objective, de-select it in the 

“Objectives” tab
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Documents Showing as “Not Sent”
Common eGrants Issues

• We submitted our Operational and Financial Management Survey via the 
web form, but eGrants is saying the status of the Operational and 
Financial Management Survey is “Not Sent.” Does this mean you didn’t 
receive it?
• Per the Grant Application Instructions, applicants must manually 

change the document status from “Not Sent” to “Sent” in eGrants. 
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Setting the Document Status

1. In the Documents tab, 
once you have 
submitted the OFMS, 
use the drop-down 
menu to change the 
document status from 
“Not Sent” to “Sent”.
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Grantee Match Percentage Not Met
Common eGrants Issues

• When I validate my budget, I get an error that the required grantee 
match percentage is not met. How do I proceed?
• Review the amounts in the “Grantee Share” column and make sure the 

total Grantee Share meets the match
• See Appendix E for a match calculator

• If you are applying for a waiver, you must meet the match rate stated in 
the Notice (10% of total costs for new applicants, 30% of total costs for 
incumbents)
• If the waiver is approved and you are selected for funding, you’ll revise 

your budget during resolution
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How to View Your Whole Budget 

• To see your whole 
budget, click:
• “Budget: view/print 

report” for top-line 
budget amounts by 
category

• “Budget Narrative: 
view/print report” for 
line-item detail
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Estimated Funding Error
Common eGrants Issues

When I verify the application, it 
says that the sum of the "local," 
"state," "other," and "income" 
boxes in Estimated Funding do 
not equal the applicant 
amount. How do I proceed?

• In the Funding/ 
Demographics tab, verify the 
amount in the Applicant 
Share section equals the total  
listed in the “Applicant Share 
Breakdown” section
• Note: The “Applicant 

Share” is the Grantee Share 
from your budget
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Can’t Click “I Agree”
Common eGrants Issues

My Authorized Rep is on the 
Authorize and Submit tab 
but can’t click “I Agree” to 
the Assurances and 
Certifications. How do they 
proceed?

1. Click “view/print 
certification” to view the 
document

2. Then they can click “I 
agree”
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Authorized Rep’s Name Doesn’t Appear
• Common eGrants Issues

Name, Auth Rep

Our Authorized Rep’s name doesn’t 
appear on the Authorize and Submit tab. 
How do I enter it?

• The Authorized Representative must 
log-in to eGrants with their own user 
account

• Once they click “I agree” on the 
Authorizations, Assurances, and 
Certifications, their name will appear

• They will be designated as the 
Authorized Rep when they submit the 
application
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Important Reminders
Things to Remember
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Funding Opportunity Page

• Notice of Funding Opportunity 
and Appendices

• Grant Application Instructions
• Training and Technical Assistance 

Webinars
• FAQs and Other Resources for 

Applicants

For more information, visit the Funding Opportunity Page.
Jul-24 49
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Important Dates

Applications are 
due no later than 

Wednesday, 
September 18, 2024, 

by 5:00 PM ET*

Successful 
applicants will be 

notified by 
January 2025

Successful 
applicants will be 
issued awards by 

March 2025

* See Section D.4.c for the 
Late Application process
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Key Contacts
Where to Contact and When

Need to… Contact…
Receive a printed copy of the Notice, Grant 
Application Instructions, and Appendix B?

RSVPCompetition@americorps.gov 

Submit a late application request? LateApplications@americorps.gov 

Request a federally negotiated indirect cost rate 
from AmeriCorps

IndirectCostRate@americorps.gov 

Submit the Operational and Financial Management 
Survey (OFMS)

Submit online; forms submitted by email will 
not be accepted

Submit Tribal organization eligibility documentation AdditionalDocuments@americorps.gov
Ask general questions about the competition or 
AmeriCorps Seniors

RSVPCompetition@americorps.gov 

Please note: Incumbent grantees should not contact their portfolio manager for questions about 
the RSVP Competition.
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Issues with eGrants
Who to Contact and When

• Call the AmeriCorps Hotline at 800-942-2677
• Make note of your ticket number
• If assistance is needed on an application within 10 days of the 

submission deadline, choose option #3

• Submit a question to the support team via the web form

• Hotline hours:
• Monday – Friday, 8:00 a.m. – 8:00 p.m. Eastern Time
• Closed on federal holidays
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AmeriCorps Seniors
FY 2025 RSVP Competition Funding 
Opportunity 

RSVPCompetition@americorps.gov 
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