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Getting Started with ZoomGrants





A. Create a New ZoomGrants Account
 
1. If you DO NOT already have a ZoomGrants account, you will have to create a new account. Please copy and paste the following link and go to https://zoomgrants.com/gprop.asp?donorid=2163 and enter the following information: 

a. Email. Enter an email that is (preferably) issued by your agency and easy to remember. Please keep this information in a safe and secure location. After creating your ZoomGrants account, you will be asked for this email every time you log in.  
b. Password. The password must be at least 8 characters, and contain 1 letter and 1 number.  Please keep this information in a safe and secure location. After creating your ZoomGrants account, you will be asked for this password every time you log in.  
c. First Name: Enter your first name; initial capitalization is fine (e.g., John).
d. Last Name: Enter your last name; initial capitalization is fine (e.g., Smith).

2. Click the “New Account” button. A new window should appear, which confirms your successful account creation. Toward the bottom of this window, click on “City of Tucson Housing and Community Development Dept. PCD” as your “Available Programs” choice.  


B.  If You Already Have a ZoomGrants Account

Go to https://zoomgrants.com/gprop.asp?donorid=2208 and log in at the top right-hand corner of the screen. Go to “Available Programs” and click on “City of Tucson Housing and Community Development Dept. PCD.”

Please note: the weblinks as advertised link an applicant specifically to the application referenced;
I.E: 
https://zoomgrants.com/gprop.asp?donorid=2208&limited=858 is only for Human Services application
and 
https://zoomgrants.com/gprop.asp?donorid=2208&limited=856 is only for the Homeless Preference Program application




C.  The Library Section

The Library Section provides a listing of documents that may be useful to you as you prepare all the sections of your ZoomGrants application for this particular RFP: i.e., the Summary Section, the Pre-Application Section, the Application Section, the Budget Section, the Tables Section, and the Documents Section.

1. Once you click on “City of Tucson Housing and Community Development Dept. PCD” (per instructions in “A” and “B,” above), you will be brought to a page with the following tabs at the top: “Description,” “Requirements,” “Restrictions,” “Contact Admin,” and “Announcements.”  
2. Beneath the above tabs, you will see two headlines: “Description,” and “Requirements.” Please familiarize yourself with the overview information provided here. 
3. Directly under the above headlines, you will see a headline titled, “Library.” Here, you will be able to access instructions as well as other documents that will help you proceed through the ZoomGrants application process. 
4. No matter where you are electronically as you move through the ZoomGrants application process, you will be able to scroll to the top of whatever page you are on, and be able to view the “Library” headline and access its contents.
Below are the current Library resources available:
City of Tucson Ward map 
CAPER (Consolidated Annual Performance and Evaluation Report) 
Five Year Consolidated Plan 
Annual Action Plan 
Plan Tucson Goals 
ESG rules 
Attachment 1 
Attachment 2: Priorities 
CDBG training & Guidelines 
CDBG- Playing by the rules 


	
The Pre-Application
(Due Thursday, December 18, 2015 at 4:30 p.m.)




The Pre-Application allows City Staff to review initial funding requests, and provide technical assistance—if appropriate—to assess applicant eligibility for the type of funding requested based upon the project description. 

A.  The Pre-Application Is Mandatory

1. Applicants are required to submit a Pre-Application. 
2. If you are submitting the Pre-Application through ZoomGrants, please read this section thoroughly. 
3. The "Pre-Application" is due by Friday December 18, 2015 at 4:30 p.m. 
4. Your answers are automatically saved as you progress through the questions.  
5. You must answer all questions and upload all "Required" documents as requested in order to submit. This is also required for your pre-application to be complete. Incomplete pre-applications will prevent applicants from moving on to the full application. 
a. If any section does not apply, enter “N/A” into the application field; if you do not, your application may not be accepted by ZoomGrants for submittal. 
b. Answer ALL questions
c. Submit ALL requested documents
6. Only after your Pre-Application is submitted and approved will you be able to proceed to the Application section of this RFP.
a. You will receive an email receipt when your Pre-Application has been approved.
b. The email notification will be sent to the person who registered as the applicant on the first screen with their username and password; as well as an email to the CEO/Director as submitted for the organization. 
7. If you have any questions regarding the Pre-Application Section of this ZoomGrants-based RFP, please contact:

Ramona.williams@tucsonaz.gov or (520) 837-5340.



B.  Pre-Application Instructions

Project/Program Summary

1. Provide the name of the program/project for which you are applying for funding 
2. Indicate the amount you are applying for (Minimum: $50,000-Maximum: $150,000)
3. Provide applicant information (the person filling out the Zoomgrants pre-application)
a. First name
b. Last name 
c. Telephone
d. Email address
4. Provide your organization that is applying for the funding information
a. Organization legal name
b. Address 1
c. Address 2
d. City
e. State
f. Zip 
g. Country
h. Telephone
i. Fax
j. Website
k. EIN
l. DUNS
m. (N)Cage code
n. SAM expiration (MM/DD/YYY)
5. Provide information that pertains to the CEO/Director of the organization  seeking funding
a. Director/CEO’s first name
b. Director/CEO’s last name
c. Their title
d. Their email address
6. Additional collaborators: these would be people who may help you work on the application but they do not have the authority to submit, archive or delete information in the application.  
7. Additional contacts to the application- these are people within your organization who may need to be informed of the application process along the way. Provide information for additional contacts related to this proposal. 
a. Please include name, phone number, email, etc. 
b. **Type “N/A” in this field if no additional contacts.
i. This is VERY important. If you do NOT have additional contacts to add to this field and you do not type “N/A,” then ZoomGrants may not, later, allow you to submit your pre-application.  



Pre-Application Questions: 


1. Describe your program/project and include the target population and the number to be served with this requested funding. 
c. Give an overview of the project.
d. Explain who the target population is
e. Estimate the number projected to be served with this requested funding
f. Please note that for those agencies requesting CDBG “Public Services” funding, you can only choose “New” or “Expanding.” Furthermore, if you choose “Expanding,” you must be able, per HUD guidelines, to demonstrate a quantifiable increase of the existing service over the past 12 months. ??
2. Check the Ward (or CityWide) that this project will operate within? If you are unsure of the Ward your project is located in, a Ward map is available in the ‘Library’ Section.

3. Indicate the federal funding source for which you are applying (you must click only one. If you are submitting multiple applications, each one can be for a different funding source.)
a. ESG 
b. CDBG
c. General Fund
What eligible grant activity are you applying for? 
· For eligibility considerations related to Community Development Block Grants (CDBG), please see Library.
· For eligibility considerations related to Emergency Solutions Grants (ESG), please see Library.

4. What eligible ESG component are you applying for? (you must answer this question. If you are NOT applying for ESG, please click “N/A, not applying for ESG” there are specific funding requirements with ESG funding which are:
•      Street outreach
•      Prevention
•      Emergency shelter
•      Rapid rehousing

5. Per priorities, goals & objectives approved in the FY 2015 Consolidated Plan, what CDBG eligible activity are you applying for? (you must answer this question. If you are not applying for CDBG, click “N/A, Not applying for CDBG”. If you are applying for CDBG, please click on the eligible CDBG activity your organization will provide.

6. General Fund (you must answer this question. If you are not applying for General Fund, click “N/A, Not applying for General Fund. The funding priorities have been established in four categories for General Fund distribution (should funding be available). Please click on the area of focus that your organization will provide service. 

a. Elderly/Disabled
b. Youth
c. Homeless
d. Special Populations

7. Projected Budget (include all of the following information)
a. This Request.
i. Enter here: the amount you are requesting to carry out your program/project activities related to the overall Eligible Activity.0
b. Other Committed Funds.
i. Enter here: the total amount already committed by other public and/or private funders.  
c. Other Uncommitted Funds.
i. Enter here: the total amount you still need to raise to cover your projected program/project budget expenses.  
ii. Note that in the more detailed sections of the application (that you will have access to once your Pre-Application is approved), you will be asked to identify prospective uncommitted funding sources and the dates when you will receive funding determinations from these sources.
iii. Note that once you input this last figure, the total amount should equal what you estimate as your total program/project budget. 

8. Identify the PROGRAM/PROJECT activities and budget line items these funds will be used for. Identify the budget line item(s) these funds will be used for.
a. Please take note of your 800-character limit here.
b. Briefly describe (with a phrase or a word) the program/project budget line item with a dollar amount. 

9. Identify the amount by contract year(s) this specific PROGRAM/PROJECT has been funded with COT General Fund, ESG or CDBG. Have you received prior City CDBG/ESG or General Fund funding for this project or program?
a. You can fill in multiple boxes here if applicable. 
b. Enter the amount(s) funded next to the applicable year (if it applies)	
c. Enter 0 (zero) if your organization has NOT been funded during these specified timeframes with COT Gen.Fund, ESG or CDBG monies. 

10. If you were previously funded and did not fully expend prior CDBG/ESG/General Fund grant dollars: FY 2014/15- through FY 2012/13, provide the amount unexpended, along with a brief explanation. If you did not fully expend prior CDBG/ESG/General Fund grant funds in the last 3 years: please provide the year, the amount of unexpended funds, and a brief explanation. 
a. Type “N/A” here if this does not apply to your agency/organization. 
b. Keep response short and on point. The only information that should be here is the year/amount and a brief explanation why. 1000 character limit.

11. If your agency is applying to other funding sources for this PROGRAM/PROJECT, indicate these sources and explain the reason for AGENCY's multiple applications.

12. Provide a brief purpose statement concisely summarizing your PROGRAM/PROJECT. What is the ultimate goal of this program/project to the community?  
a. In order to understand the type of “goal”-related language we are referencing here, please refer to the Library section and see Attachment 2-Priorities:
b. If AGENCY is funded, this statement will serve as the purpose statement for input into HUD project setup databases.

13. Enter estimated number of unduplicated outputs of service expected to receive or benefit from services /improvements with this specific funding request. If funded, your AGENCY will be responsible for providing information needed for HUD reporting.
