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Topics for today’s session:

1. How to Create an Application – quick review and resources
2. Review budget information that carries into the application
3. Common budget feedback from pre-applications
4. Budget Details – Completing the SF424cbw
• Important Costs to Include

5. Finalizing GMS budget information
• Budget Categories/Periods Table
• Budget Narrative
• Funding Sources and Commitments Table

6. Common Errors Messages
7. SF-424 Application for Federal Assistance



Creating an Application

RESOURCES:
• Grants Management System Resources

• Creating and Submitting an Application 
Guidance Document

• Application Office Hours

• 2026 NBRC Grant Programs User Manual
• Catalyst – Part 2A
• Forest Economy – Part 2B
• Timber for Transit – Part 2C

• Application Support
• Application info session
• Workshops
• Narrative Guidance



Application Workshop Series

All application workshop slides will be 
available on NBRC's Program Application 
Support webpage

• Application Workshop #1: Budgets, 
Budgets, Budgets! 

• Application Workshop #2: The 
Technical Proposal

• Application Workshop #3: Forms, Files 
and Checklists

Pro Tip: First, review Collab tab email for feedback.



Budget Information from Pre-Application

High quality budget information helps NBRC understand how funds will 
be used and how costs are estimated.

Budget information that was created in the pre-application will carry 
forward to the application Budget tab:
• Budget Categories/Periods Table
• Budget Narrative
• Funding Sources and Commitments Table

Pro Tip: First, review Collab tab email for requested budget revisions.



Common Budget Feedback

• Inadequate Budget Narrative.
• No Funding Sources listed.
• Exceed Maximum Award.

• No construction costs.
• Other Federal Funds.
• Review match rate.

View Collab Tab email for requested budget revisions, for example:

Pro Tip: Complete the SF-424cbw Budget Details before editing the 
GMS budget section.  A complete and correct SF-424cbw makes 
updating the GMS budget information easier.  



Completing the SF-424cbw

• The SF-424cbw is 
available in the 
Supporting Documents 
Checklist

• Download, complete, and 
upload back to the 
Supporting Documents 
Checklist

• A copy is available on the 
NBRC website here



Completing the SF-424cbw

• A sample SF 424-cbw is available NBRC's resources page, here.
• Use the Instructions tab of the SF-424cbw for guidance on the types of 

costs in each category



• The SF-424cbw categories are 
the same as the GMS budget 
table categories.

• Include descriptions for costs 
in each category. Without 
descriptions in the 
category column, it’s difficult 
for the reviewer to determine 
how funds will be spent. Do 
not leave this column blank!

• If applicable, add LDD Grant 
Administration costs as a line 
item in Category 6 
Consultants. LDD costs 
must be $8,000 for 
projects less than 
$400,000 OR 2% of the 
requested NBRC amount 
for projects above 
$400,000



• Add NEPA costs as a line item in the SF-424cbw detailed budget document. These 
costs should be clearly identified in Category 6, Consultants. The costs should 
range from $500-$10,000+ depending on the expected level of review or actions to 
complete the environmental review process.

Questions about NEPA? Refer to NBRC’s NEPA resources page: 
https://www.nbrc.gov/content/NEPA

Environmental AssessmentCATEX + Section 106CATEX

Robust reviewRequired Section 106 review  for 
historic or eligible structures

Brief review, no public comment 
period

6-12+ months2-6 months depending on 
consultation

<1 month to develop

~$5,000-$10,000+~$500-$1,500$0-$500+

Completing the SF-424cbw



• Construction Costs are 
represented in Category 8

• Include descriptions for 
each line item that connect 
the project tasks to the 
budget.

• Infrastructure 
projects  must have 
construction costs.
 "No Construction Costs" 

feedback in your 
invitation to apply refers 
to this requirement.

Completing the SF-424cbw



Before you submit, review the completed SF-424cbw for common issues 
and errors:
• Each line item cost has a description
• Estimated costs are equal to sum of contributions from all shares
• Total of NBRC Share (Column G) matches the NBRC requested amount 

and does not exceed the amount your project is eligible for
• NBRC Share + Other Federal Funds (Column G+K) does not exceed 

80% of the total project costs.
• Projects in distressed counties must meet a minimum 20% match 

and  the 80% Federal Cap
• Row and column totals need to match information provided in the 

Budget Periods Table, Funding Sources Table and the SF-424. Tip: Use 
the SF424cbw Summary tab to easily view totals.

Reviewing the SF-424cbw



SF-424 
Application for Federal Assistance

• Form is built into the GMS
• Must be signed by the Authorized 

Official (single individual listed in the 
AO Resolution)

• Common errors: federal amount 
should include NBRC requested 
amount and other federal amount; 
total project costs should match 
Budget Periods Table and SF-424cbw 
budget details

• SF-424 Sample with Instructions 
available here.



Budget Table



Budget Table will be used throughout the life of the project to track 
budget categories:
• Critical application element for showing how funds will be used

• Revise budget categories based on new estimates, more detailed data, 
or corrections requested in the pre-application.

• Must align with other budget information: Funding Sources table, SF-
424cbw Budget Details, and SF424 Application for Federal Assistance 

Carried forward from preapplication – edit as needed

Budget Table



Budget Table

Budget Table Reminders:
• 80% Federal Funding Ceiling – calculated on total project costs

• Applicant minimum required match – calculated on total project costs

• ARPA funds are considered a federal source

• CDBG and federal loans are not considered a federal source



A high-quality budget narrative will clarify the connection between the 
costs and the proposed project.
• Explain and justify costs above $5,000
• Describe how the cost estimate was determined and where possible, 

reference sources for cost estimates
• Provide a breakdown of expenses that make up each budget category 

total
• For contracts and service quotes, please note that if awarded funding, 

you will be required to comply with federal procurement guidelines
• See the NBRC Compliance Manual for more information and 

procurement requirements.

Carried forward from pre-application – refer to pre-application feedback 
and edit as needed

Budget Narrative



CONSTRUCTION EXAMPLE:
• Describe and break out large cost 

categories
• Help reviewer understand what funds 

will be used for
• In the corresponding SF-424cbw:

• Category 6 is the place to identify 
NEPA and any specific expected 
review costs such as Section 106 
historical review

• Category 6 is the place to identify 
the LDD costs and LDD you expect 
to work with

Budget Narrative



Budget Narrative

PROGRAM EXAMPLE:
• Describe and break out large cost 

categories
• Help reviewer understand 

what funds will be used for
• Share how costs were determined 

such as comparable salaries
• Make connection between budget 

category number on SF-424cbw



Funding Sources Table

Carried forward from pre-application – refer to pre-application feedback 
and edit as needed



This table is only for sources of match
• Do not include NBRC request amount

• Funding sources and commitments table must be complete with the 
minimum required match

• All match sources should be identified, with a plan for securing all 
required match within one year of award receipt.

• While not required, it can be helpful to include letters of support 
and/or letters of commitment for match sources

Funding Sources Table



Completing the Funding Sources Table

For each source:
• Add a line for each source of match 
• Provide where the funds are coming from in the “funding source” 
• Type of funding – Local, Federal, Non-Federal, etc.
• $ Amount
• Date of Commitment, Secured/Pending
• Status is used to describe where you are in the process of securing the 

funds: Secured (or received/committed), Pending (or applied for), 
Identified (or not yet applied for), or Ongoing (or fundraising)

• The total amount identified in the Funding Sources table will be 
verified against the total match in the Budget period table



Budget Evaluation

Budget Evaluation:

• All budget components (Budget Table, Budget Narrative, SF-424cbw 
and Funding Sources table) are measured against Scoring Criteria in 
Appendices I-L of the Grant Programs User Manual. Refer to the 
Scoring Criteria relevant to the program to which you are applying.

• Budgets are an important component for reviewers to evaluate the 
project and understand the investment.

• A well developed and detailed budget can help clarify project activities



Common Error Messages

• If you encounter an error when submitting your application, you can find the answer to common 
error messages in the Creating and Submitting an Application guidance document.



QUESTIONS?

RESOURCES:
Program User Manuals, GMS Application Guidance, GMS Application office hours, SF-424cbw sample, 

SF-424 Sample, NBRC NEPA page, Program FAQs, 
Other questions? Email admin@nbrc.gov



NBRC GRANT PROGRAMS 
APPLICATION WORKSHOP SERIES

Forms, Files and Checklists
Marina Caceres, Program Manager: mcaceres@nbrc.gov

Adrianne Harrison, Program Manager: aharrison@nbrc.gov 



Topics for today’s session:

1. Application Resources

2. Components of the Forms and Files Tab

3. Helpful Resources for the Forms and Files Tab

4. Forms within the GMS

5. The Supporting Documents Checklist
• Required forms and where to find them

• Form Purpose, Samples (if applicable), and Common Errors

6. Optional Support Documents



Creating an Application

RESOURCES:
• Grants Management System Resources

• Creating and Submitting an Application 
Guidance Document

• Application Office Hours

• 2026 NBRC Grant Programs User Manual
• Catalyst – Part 2A
• Forest Economy – Part 2B
• Timber for Transit – Part 2C

• Application Support
• Application info session
• Workshops
• Narrative Guidance



Application Workshop Series

Application workshop slides available 
on NBRC's Application 
Support webpage

• Application Workshop #1: Budgets, 
Budgets, Budgets! 

• Application Workshop #2: The Technical 
Proposal

• Application Workshop #3: Forms, Files 
and Checklists

https://www.nbrc.gov/content/nbrc-program-applications



The Forms and Files Tab

The Forms and Files tab has three sections, in the following order:
1. Application Files: This is where you’ll upload any optional 

documentation you would like to include, separate from the 
documentation provided in the following two sections.

2. Supporting Documents Checklist: This section is complete 
with the required documentation for the project and includes 
links to the various forms required to be completed and 
uploaded. 

3. All Forms: Exist within the GMS and must be completed by the 
project’s Authorized Official



• Application 
Support 
Document 
Checklist

• Forms 
• Required 
documents

Resources for 
the Forms & 
Files Tab:



• Download and fill it out!
• Provides applicant with 
information about 
requirements, location 
of forms, location of 
samples, applicability 
details, and other notes 
from NBRC.

• This is a resource only. 
Do not submit with your 
application.

Application Supporting Document Checklist



Application Files:
This section is for any 
additional documenta-
tation you would like 
to submit with 
your application

Application Files



Supporting 
Documents Checklist:

This section is 
complete with the 
required 
documentation for the 
project and includes 
links to the various 
forms required to be 
completed and 
uploaded.

Supporting Documents Checklist



For each document, it’s important to understand:
• The purpose
• Whether it’s required for your org (some documents are 
only required for non-profits with a 501(c) status 

• Where to locate the form
• You should upload these forms to the Supporting 
Documents Checklist section of the GMS.

• Common errors

Supporting Documents Checklist



Supporting Documents Checklist
The Authorized Official Resolution

• This is the single individual authorized to sign all binding 
agreements with NBRC

• NBRC template available, but not required to be used
• Upload completed form to the GMS
• Name one individual as the Authorized Official
• Common Errors: More than one individual identified, 
inconsistent AO and document signatory, the AO named in the 
document does not match the GMS

Mandatory 
for all!



Supporting Documents Checklist
Debarment Suspension Certification

• Form 1001: Debarment Suspension Certification
• Certifies that the applicant is not suspended, debarred, or 
ineligible from entering into contract with NBRC.

• Download template from the GMS or NBRC resources page
• Upload completed form to the GMS

Mandatory 
for all!



Supporting Documents Checklist
Indirect Cost Rate

• Negotiated Indirect Cost Rate Agreement (NICRA)- Optional
• If an applicant is utilizing NBRC funds for indirect costs and 
wants to use their own indirect cost rate, their Negotiated 
Indirect Rate Cost Agreement with a cognizant federal 
agency must be uploaded as a support document within the 
GMS. Otherwise, the de minimis rate of 15% applies

• Common errors: listing more than one rate

Optional!

Pro Tip: Use the Budget Narrative to indicate there is a Negotiated 
Indirect Cost Rate that will be used for the award



Supporting Documents Checklist
Letters of Support

• Review Invitation to Apply as some invitations included a 
suggestion to include of Letters of Support

• Letters of support may come from businesses, project 
partners, government officials, etc.

• Combine all letters and upload as one PDF to the GMS

Optional



Supporting Documents Checklist
NEPA Intake Form

• Completion of this form does not satisfy NEPA, but it does help 
NBRC to determine what NEPA analysis will be required.

• If your project is funded, the NEPA process must be complete 
before NBRC will issue a Notice to Proceed. 

• If NEPA review for your project has already been conducted by 
another agency, please submit the completed review with the 
NEPA intake form

• Download from the GMS or NBRC resources, and upload 
completed form to GMS

Mandatory 
for all!

Pro Tip: Find more NEPA information and resources on the NEPA webpage.



• Map of the project location using the 
Project Map Template as guide. 

• Projects with proposed work in a 
floodplain should also include a FEMA 
flood map combined as a single document 
with the project map. A map can be 
found on the FEMA Flood Map Service 
Center website.

• Download project map guidance from 
GMS

• Upload to GMS

Supporting Documents Checklist
Project Maps

Mandatory 
for all!



• See NBRC RLF Policy and required documentation in the 
Appendix F of the Grant Programs User Manual. 

• This additional RLF documentation must be developed by the 
applicant in response to Appendix F instructions

• Work plan must demonstrate the need and capacity to 
administer an RLF grant

• Upload responses as one file to the GMS

Supporting Documents Checklist
Revolving Loan Fund Documentation

RLF 
applicants 

only



Supporting Documents Checklist
SF424-cbw

• This is the detailed budget form, which should include all costs 
associated with the project, including a breakdown of NBRC and match 
allocations.

• Upload completed form to the GMS
• Common Errors: 

• Incomplete applicant information
• inconsistency across application budget documentation
• NEPA and LDD costs listed in section 6

• Resources – review Application Workshop: Budgets, Budgets, Budgets!

Mandatory 
for all!

Pro Tip: Complete the SF424-cbw Budget Details before completing the GMS 
budget section or SF424 Application for Federal Assistance.  



• Forms in this section will be completed within the GMS.
• Sample forms located on the NBRC resources page

All Forms



All Forms
SF424 Application for Federal 

Assistance

• Complete within the GMS
• Common errors: incomplete or inconsistent budget 
information, not signed by identified Authorized Official

• Resources 
• Review Application Workshop #1: Budgets, Budgets, 
Budgets!

• Sample SF424 with instructions located on the NBRC 
Resources page.

Mandatory 
for all!

Pro Tip: Complete the SF424-cbw Budget Details before completing the SF424 
Application for Federal Assistance.  



All Forms
Assurances for Construction

• Complete within the GMS either SF424B or SF424D. The required 
form to complete and submit is dependent on the scope of the 
project. Projects with primarily programmatic activities or minimal 
construction complete SF-424B, while project with primarily 
construction activities complete SF-424D. 

• The GMS indicates these forms as not mandatory, with an “X” 
under the “Mandatory” column, however applicants must submit 
one or the other.

• Common errors:
• An applicant submits both forms. 

Only one 
required!



All Forms
Disclosure of Lobbying Activities

• “SF-LLL”
• Complete this form to disclose lobbying activities. 
• Complete within the GMS

• The form requires that all fields be completed. Use NA for fields 
that do not apply.

• Common errors:
• The form is not signed by the identified Authorized Official

• Resources
• Sample SF-LLL available on the NBRC Resources page

Mandatory 
for all!



Do Not Include:
Documents that should not be submitted in the GMS include:
 Architect and Engineering plans
 Annual reports
 Studies and academic reports* 

*You may reference reports in the narrative and provide a link or 
citation, but it is not necessary to include the reports.



Northern Border
Regional Commission

QUESTIONS?

• Program FAQs will continue to be updated

• Send questions to admin@nbrc.gov with the GMS ID in 
the subject line



NBRC GRANT PROGRAMS
APPLICATION WORKSHOP SERIES

The Technical Proposal

Adrianne Harrison, Program Manager: aharrison@nbrc.gov 
Marina Caceres, Program Manager: mcaceres@nbrc.gov



Topics for today’s session:
1. How to Create an Application
2. Information that carries into the application
3. Key Performance Indicators
4. Technical Proposal Elements + Program Tips

• Approach and Methodology
• Economic Impacts
• Project Readiness
• Capacity and Qualifications

5. LDD Support
6. Common GMS Errors



Creating an Application

RESOURCES:
• Grants Management System Resources

• Creating and Submitting an Application
Guidance Document

• Application Office Hours

• 2026 NBRC Grant Programs User Manual
• Catalyst – Part 2A
• Forest Economy – Part 2B
• Timber for Transit – Part 2C

• Application Support
• Application info session
• Workshops
• Narrative Guidance



Application Workshop Series

All application workshop slides will be 
available on NBRC's Program Application 
Support webpage

• Application Workshop #1: Budgets, 
Budgets, Budgets! 

• Application Workshop #2: The 
Technical Proposal

• Application Workshop #3: Forms, Files 
and Checklists

Pro Tip: First, review Collab tab email for feedback.



Information from Pre-Application

Overview Project Information that was created in the pre-application will 
carry forward to the application:

• Project Abstract
• Goals and Outcomes
• Beneficiaries and Community Context
• Statement of Need
• Program Investment Priorities
• Contacts

If applicable, don’t 
forget to associate 
your LDD partner in 

Contacts!

Pro Tip: View response email for feedback and requested revisions to 
address in the Application.



Investment Locations

• Within the Locations tab, you will be asked to enter investment 
locations. Follow instructions in the Application Narrative Guidance to 
complete locations information.

• List only the County(ies), Community(ies) and State(s) where project 
activities will occur. Validate locations using the Census Geocoder tool.

• You will be asked to associate locations with key performance indicators 
in the next section. 

• If the investment location entered returns an “Invalid” Status, enter the 
latitude/longitude coordinates in the address bar.



Workforce Development Program

• Enter locations of where program will take place, for example 
training locations or networking events

• If program has expected direct impact area for the entire town, 
enter the Town Office address as a proxy

• If program expected direct impact area for neighboring towns, enter 
the Town Office addresses for those towns as a proxy

Construction or renovation of facility
Enter the address of the facility

Examples - Investment Locations



Examples - Investment Locations

Water or sewer line installation project
• Enter the latitude/longitude of the mid point along the road where 

the installation occurs. 
• If water/sewer lines have expected direct impact on a facility such 

as hospital, housing development, or industrial park, enter the 
addresses for those facilities. 

• If water/sewer lines have expected direct impact on the entire town 
or neighboring towns, enter the Town Office addresses for those 
towns as a proxy. 

If Investment Locations are not clear for your project, email 
admin@nbrc.gov for guidance.



Key Performance Indicators (KPIs)

• KPIs are in the Locations Tab
• KPIs connect investment locations with project 

goals and outcomes

Important!
• Not all KPIs are relevant to every project
• Select 3-5 KPIs that apply to your project
• At project close out, you will be asked to report against the KPIs set at 

time of application
• Provide detailed written justification and support for the KPIs selected 

in the Proposal Tab of the application. 

Quality
over

Quantity!



Key Performance Indicators (KPIs)

KPI fields to complete:
• Target Value (# or $)
• Enter 0 if the KPI does not apply to your project
• Refer to Grant Programs User Manual Appendix E description 

of Outcomes and Outputs used in KPIs



Technical Proposal

Technical Proposal section
• Review the information you submitted for the pre-application and build 

on it here.
• Have the detailed Scoring Criteria open and available to reference.
• Prepare in a Word document, then copy and paste into GMS.
• Keep the formatting simple, e.g. bullet points rather than tables and 

cells to avoid potential errors when saving complicated formatting.

Save 
often!



Approach & Methodology

Technical Proposal section - Approach & Methodology
• Provide a detailed explanation of the approach and methodology that 

will be used to implement the proposed project.

• Identify and explain how the project addresses State and program 
objectives and investment priorities.



Program Tips: Approach & Methodology

Catalyst:
• NBRC Scoring Criteria for Approach and Methodology 
• State Scoring Criteria for state priorities

Forest Economy:
• See the Forest Economy scoring criteria for Approach and 

Methodology

Timber for Transit:
• See the Timber for Transit scoring criteria for Approach and 

Methodology

MC1



Slide 13

MC1 Confirm
Marina Caceres, 2026-03-31T17:38:18.688



Economic Impacts

Technical Proposal section – Economic Impacts
• Explain the anticipated economic impact of the project, including 

justification for the chosen Key Performance Indicators. 
• Provide a robust but realistic description of the expected direct

economic outcomes
• Highly competitive proposals will include supporting documentation 

such as letters of support, relevant studies or plans that support your 
claims.

For all programs, see Appendix E of the Grant Program User Manual for 
Key Performance Indicators.



Program Tips: Economic Impacts

Catalyst:
• NBRC Scoring Criteria for Economic and Community impact, specific 

attention to points allocation for economic importance and 
documented impact, KPIs, and community impact.

• State Scoring Criteria for evaluation of state economic impacts.

Forest Economy: 
• Refer to Scoring Criteria for Forest Economy Sector Impact.
• Review the invitation to apply for specific feedback 

Timber for Transit: 
• Refer to Scoring Criteria for Economic Impacts
• Review the invitation to apply for specific feedback



Project Readiness

Technical Proposal section – Project Readiness
• Describe whether the project is ready for implementation or will 

require additional planning tasks to begin.
• Provide a detailed milestone schedule for completing the project 
• Provide an explanation of the applicant's ability to complete the 

proposed work within the 3-year period of performance and begin 
to draw down funds within 12 months of award

Pro Tip: Don’t forget to account for NEPA! The applicant is encouraged to 
review NBRC’s NEPA webpage and build a timeline and budget for NEPA 
review accordingly.



Program Tips: Project Readiness

All Programs:
• NBRC Scoring Criteria for Project Readiness
Catalyst: 
• State Scoring Criteria for additional evaluation of project readiness
• See NBRC Scoring Criteria for Project Readiness with specific 

attention to points allocation for timeline with milestones, 
completeness of application, match sources, LDD contact and 
overall readiness.

Forest Economy:
• See the Forest Economy scoring criteria for Project Readiness

Timber for Transit:
• See the Timber for Transit scoring criteria for Project Readiness



Capacity & Qualifications

Technical Proposal section – Capacity & Qualifications
• Provide an explanation of the capacity of the organization to meet 

the project objectives, including any partnerships with other entities 
to support project.

• Provide an explanation of the qualifications of the personnel as they 
relate to project activities.



Program Tips: Capacity & Qualifications

Catalyst: 
• See State Scoring Criteria for additional evaluation of capacity and 

qualifications.
• See NBRC Scoring Criteria for Capacity & Qualifications with 

specific attention to points allocation for roles, qualifications and 
past performance

Forest Economy: 
• See the Forest Economy scoring criteria for Capacity and 

Qualifications (10 points)

Timber for Transit: 
• See the Timber for Transit scoring criteria for Capacity and 

Qualifications (10 points)



Example – Capacity & Qualifications



Example – Capacity & Qualifications



LDD Application Support (Optional)

For applicants planning to contract with an LDD, ask them if they are 
willing to review a draft application. Reviewing applications takes time 
and LDDs are not directly compensated for this request.
• Designate LDD in Contacts, reach out to see if they can take on a review
• Budget enough time for LDD to complete review
• Share Invitation to Apply by email or using "Collab tab" to support review
• LDD will focus on NBRC and state feedback in invitation, budget tab 

including NEPA/LDD costs, and LDD info is correct in Contacts section
• LDD will not review/comment on all narrative text
• Use the “Complete Review” button to resume work on or submit application



Common Technical Proposal Errors

• If you encounter an error when submitting 
your application, you can find the answer to 
common errors in our GMS errors resource



Catalyst: Refer to NBRC and your State’s Scoring Criteria

Forest Economy: Refer to NBRC Scoring Criteria

Timber For Transit: Refer to NBRC Scoring Criteria

Technical Proposal Evaluation

Refer to the relevant Scoring Criteria within the Grant 
Program User Manual as you develop your proposal!



QUESTIONS?

• Program FAQs will continue to be updated

• Send questions to admin@nbrc.gov with the GMS ID in 
the subject line
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