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Introduction to Grants.gov

Grants.gov, www.grants.gov, is a central storehouse for information on over 1,000 grant programs totaling $400 billion in annual awards. By registering once on this site, an organization can apply for grants from 26 different Federal agencies.
There are a series of procedures that both grantors and grantees need to know in order to successfully utilize Grants.gov.  This guide has been provided to equip grantors and applicants with information to make navigating and fulfilling the Grants.gov application process as straightforward as possible.  
This guide has been divided into two main sections.  The first section covers the requirements and procedures for grantors, such as the procedures for posting and publishing opportunities.
The second section contains procedures for grantees during the application process.  This section is further sub-divided into an individual applicant and organizational applicant sections.  Organizational applicants have more requirements than individual applicants.  The sub-section on organizational applicants outlines the requirements in the order in which an applicant new to the Grants.gov application process must fulfill them.  Some of the sections also address foreign applicants specifically.
The Appendix offers additional resources and further detail of the various requirements and procedures outlined in the body of the guide.  Help desks are available for all required registration procedures and for Grants.gov. 
Comments and/or suggestions about the improvement of this guide are appreciated by the Department of State, Office of the Procurement Executive.  Please refer to the web-site at http://aopefa.a.state.gov for the appropriate contact information.
Department of State’s Grants.gov Policy

Posting and Publishing Requirements
The primary method for announcing assistance opportunities and receiving applications is through the use of Grants.gov (www.grants.gov), the single portal for applicants to find all Federal assistance opportunities.  All posted opportunities must have corresponding application packages in order to offer electronic submission as an option for applicants.  All full and open competitive assistance opportunities must be announced through Grants.gov unless they are:

· Single source announcements of funding opportunities issued by an agency which are specifically directed to a known recipient.

· Announcements of funding opportunities for awards less than $25,000 for which 100 percent of eligible applicants live outside of the United States.
· Programs that publish funding only in the Catalog of Federal Domestic Assistance (CFDA).
In order to offer an electronic submission method for applicants, bureaus, offices, and posts are encouraged to post application packages for limited and non-competitive opportunities on Grants.gov as well.  Posting opportunities on Grants.gov does not preclude the utilization of other methods of announcement.  As detailed in Grants Policy Directive No. 5 and 27, the requirements and procedures for soliciting full and open competition are applicable.

The CFDA exception is for the rare instance that a bureau or office has a program listed in the CFDA (as required by law) but would never publish an opportunity for it.  For programs that qualify for a CFDA exemption, contact the Grants.gov coordinator.
Personnel Eligible to Post on Grants.gov
For Domestic offices, the Bureau’s Grants Officer, Grants Officer Representative or programmatic personnel, such as the Program Officer, may post to grants.gov.
Constituent posts with warranted Grants Officers may elect to post to Grants.gov themselves or pass on their information to the Embassy to post for them.  Please advise A/OPE if you are forwarding your grant data to an Embassy for posting to grants.gov.  For overseas posts, the Public Affairs Officer, or the senior grants official, is responsible for ensuring that all qualifying opportunities are posted to Grants.gov.  

Grantor Requirements and Prerequisites 

Steps for Grantors
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Obtain E-Authentication
Grants.gov requires all agency users (both Federal and non-Federal employees) to login using E-Authentication’s federation of Multiple Credential Providers (CSPs). 
To obtain an E-Authentication you must:

1. Choose a CSP from the list below; 

2. Register with your chosen CSP to acquire a new username/password. If you already hold a Level 1 or Level 2 credential from one of the following CSPs, there is no need to re-register; 

3. The first time you login to Grants.gov, follow the Grants.gov login instructions as provided below after the list of CSP’s.
The three CSP’s are listed below: 

Option 1: ORC, Inc. 


All Grants.gov agency users (both Federal and non-Federal) can utilize ORC, Inc. as their CSP.  Basic user information including name, address, and email address is required to register. 

ORC, Inc. provides credentials for several agencies and all Grants.gov applicants (AORs). ORC offers two security levels for users — Level 1 and Level 2 — each with a slightly different login procedure. To enter Grants.gov, you need a Level 1 (or higher) credential. Higher level credentials take longer to secure. 

STEP 1: Register at https://csp.orc.com/ 

STEP 2: Click on the “Register” button. At the User Information Data Entry page, enter your registration data in the required fields and Submit.

STEP 3: At the User Confirmation page, follow the instructions and click Submit. 

STEP 4: At the User Successfully Added page, you can print a Registration Success confirmation for your records. 

STEP 5: Activate your account by following the security link provided in an email message from EAuthra@orc.com . 

NOTE: Level 2 Subscribers must print the Registration Success confirmation, have it signed and notarized, and return it to ORC for Level 2 access to be activated. Prior to activation, your credential will have Level 1 access.

Option 2: USDA eAuthentication 

All Grants.gov agency users (both Federal and non-Federal) can utilize USDA eAuthentication Services.  Basic user information including name, address, and email address is required to register through this CSP. 

USDA offers credentials to both USDA employees, Federal employees of other agencies, and non-federal employees. [Please note that USDA’s National Finance Center is NOT the same as USDA eAuthentication]. 

STEP 1: Get your username/password by going to:
https://eauth.sc.egov.usda.gov/eAuth/selfRegistration/selfRegLevel1Step1.jsp 

STEP 2: At the "Create an Account" screen, enter your registration data in the required fields and Continue.

STEP 3: At the “User Confirmation” page, follow the instructions and click Submit. 

STEP 4: At the “Print and Check Email” page, print the confirmation for your records. 

STEP 5: To activate your account, follow the security link provided in an email message from eAuthHelpDesk@USDA.gov . 

Option 3: Employee Express 

Only Federal employees at agencies and sub-agencies that subscribe to Employee Express may utilize this CSP for Grants.gov. For a complete list, see the link below.  User information and account setup is provided by your agency. No new users may register.

Employee Express is an automated system that Federal employees use to make their personnel and payroll transactions electronically. There are 55 Federal agencies and offices that utilize Employee Express. Employee Express is open ONLY to participating agencies, and no new registration is permitted. PINS are mailed to new employees by the Office of Personnel Management (OPM) about two weeks after an employee enters duty.
STEP 1: To see if your agency is a member, go to the Employee Express Homepage: https://www.employeeexpress.gov/ 

STEP 2: If your agency is a member, you should have a username and PIN number. If you can’t remember your PIN, go to the Employee Express website in Step 1 to request a new one.

Follow these steps when you login for the first time:

· Go to the “For Agencies” section of the Grants.gov website and click the E-Authentication logo to begin the login process. 

· You will be automatically redirected to the E-Authentication portal. Choose the Credential Service Provider (CSP) supporting your new username/password (or, if you haven’t yet registered for such an account, choose the one you want to register with). 

· Once at the CSP, follow the login instructions or the instructions for registering for a new account. You will be automatically returned to Grants.gov when you have successfully logged in. 

· Choose menu option #1 to associate your new credential with your existing Grants.gov profile, if you possessed a profile previous to 08/30/06. Enter your existing Grants.gov username and password (NOTE: This is the last time you will need your Grants.gov username and password). 

For more detailed instructions and screenshots that will help you through the process, please consult the E-Authentication User Guide at http://www.grants.gov/agencies/agency_help.jsp (it’s the last item on the list of Agency Help documents).  This document also includes instructions for new Grants.gov users and advanced features of E-Authentication. In case you haven't already obtained your new username and password, the User Guide also provides information on the different Credential Providers and details the process for obtaining the username and password from each provider.  

If the User Guide does not address your issue fully, you may also contact the Help Desk via email, mail, or telephone.  The page provided above has a link to this information as well.  
Post a Synopsis
Introduction

To post grant opportunities through Grants.gov, you’ll first need to set up your agency within the system if it hasn’t already been done. 

If you have questions regarding your agency’s participation with Grants.gov, please contact your Agency Point of Contact. The Agency Point of Contact serves as the overall point of contact for Grants.gov and the strategic decision-maker for an agency. They are also responsible for initial establishment of the agency on Grants.gov and the integration of Grants.gov within an agency.

If you would like to talk to a Grants.gov representative, please reference the Grants.gov Program Advisor document. These program advisors have been assigned to specific federal agencies and are available to help your agency with any questions you may have regarding the website. 

Remember, to post grant opportunities on Grants.gov, you will need to enter your username and password and then click on the “Login” button to access the site. If you don’t have a username and password, but would like to sign up to use Grants.gov, a username and password must be obtained via the CSP of your choice from the three listed in the e-Authentication section above.
Procedure
Before you post your grant:
1. Read the tutorial on www.grants.gov available on the screen after you click grantor at the top of the home page.

2. Make sure you are registered for www.grants.gov.  If you experience a problem logging into the site, contact A/OPE for assistance.

3. Make sure you have a complete Request for Applications (RFA), if you chose you may break out Proposal Submission Instructions (PSI) in the RFA into a separate document.

Posting a grant announcement:
1. Log into www.grants.gov by clicking the “Agency Login” button located under the quick links heading on the right side of the page.

2. Click “Manage Opportunities” button at the left-hand side of the page.

3. Click “Create Opportunity.”

4. Generate opportunity number per the guidelines below.
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5. Enter the short title of the opportunity, select a category, and enter the CFDA number if appropriate.  If there is not a CFDA number associated with the program, then either leave it blank or enter 00.000.

6. Click “Add” next to “Synopsis.”

7. Transfer the data from your RFGP into the web-form.  Tips for grants.gov:

a. Hold down the control key to select more than one option in a box.

b. The last data field, “Description of Full Announcement,” refers to the description of the link and not the actual internet address.  For example, if you do not want the applicant to see www.drl.state.gov in the description of the full announcement, you could type a statement such as, “Assistance for Southern Sudanese Refugees and Returnees.”

c. Do not put dollar signs or commas for the award floor and ceiling cells.  If there are no ceilings or floors, then type “none” (all lower-case).

8. Please check the button under archive that states “automatically after 30 days.”  Do not select “manually archive.”

9. Click the “Publish” button at the bottom of the screen and examine the preview for errors.  If the preview is correct, push the “Publish” button again.

10. Upon successful completion of the upload you will receive a confirmation notice on the screen.

Post an Application Package
Introduction

To publish grant applications through Grants.gov, you’ll first need to set up your agency within the Grants.gov system if it hasn’t already been done. 

The Grants.gov Technical Library provides information and support to help you publish and retrieve grant applications.

Remember, to post grant opportunities on Grants.gov, you will need to enter your username and password and then click on the “Agency Login” button to access the site. If you don’t have a username and password, but would like to sign up to use Grants.gov, you will have to obtain username and password via the CSP of your choice from the three listed in e-Authentication section above.
Procedure

To post an application package:
1. To add the application package click the “Add” button next to the “Application Packages” button.

2. You may leave “Competition ID” and “Title” fields blank.  These fields are not mandatory, but may be used to further identify the funding opportunity number.  Using this field will allow applications with the same funding opportunity number to be assigned unique identifiers.

3. The “Expected Number of Applications” and “Size” boxes are also optional.  “Size” indicates the digital size of the application. (e.g. 5Mb)  This information is useful to the grants.gov managers so that they can anticipate when and by how much the system will be stressed.

4. Enter the relevant open and close dates.  If you select a grace period, the applicants will not see this displayed, but grants.gov will stay open for submissions past the deadline date for the period indicated.

5. Form Package – You will select a template from the drop-down list.  You will use one of the templates marked DoS-bureau, such as DOS-PMWRA.  If you do not have one then you should contact A/OPE to have them make you one.  If your application is simple, you can use the “DOS-BASIC” template which includes the SF-424 A and B as well as a form that allows for the upload of attachments.

6. Upload you proposal submission instructions (PSI) or the full RFA, choose “Applicant Type”, and then click “Publish.”

Upload of Full Announcement

Procedure

To upload full announcement:
1. You now have the option to upload your full grant announcement document beyond the synopsis which you entered in earlier.  

2. Click on Manage Opportunities select the opportunity you are working on and click modify opportunity.

3. Next click the “Attachments” button next to the word Synopsis. 

4. Then click the “Add” button, browse for your document, and follow the prompts to upload.

5. This is also the place to upload questions received or any FAQs you might have.

6. You should log out of the system as a grantor and attempt to find you opportunity as an applicant.  If you can find you application package by clicking “Apply Online”, you are now finished.  Note – it can take as long as thirty minutes for your synopsis and application package to post online.

Applicant Requirements and Prerequisites 
Individual Applicants
Overview

An individual submits grant applications on their own behalf, not representing an organization, institution or government. Individual applicants are only eligible for grants that are open to individuals and published on the Grants.gov website.  The requirements for both domestic and overseas individual applicants are the same.  Both require internet access in order to complete the two-step registration process as outlined below.

The process and requirements for applying for a grant as an individual are different than those required as an organizational applicant.  Make sure that, in the process of navigating the website to obtain the appropriate prerequisites, you follow the links from the “individual” web-page and not those from the “organizational” webpage.

Individual registration is a one-time process and can take up to one day to complete. Individuals wishing to submit a grant application using Grants.gov are required to (in this order):
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Take note, if you register as an Individual, you will only be able to apply to grant opportunities that are open to individuals. An individual cannot submit a grant application to a grant opportunity that is just open to organizations.
Registering with the Credential Provider

To safeguard the security of electronic information, Grants.gov uses a Credential Provider to allow applicants to create a secured username and password. The Credential Provider for Grants.gov is Operational Research Consultants (ORC).

To register with ORC as an individual, you will need the Funding Opportunity Number associated with the opportunity for which you want to apply.  This number can be found in the synopsis of the opportunity announcement.

When you register with ORC, you will receive a username and a password which allows you to register with Grants.gov.  Remember to write down your username and password, you will need it to complete your registration as well as to submit all of your applications at Grants.gov.  You should receive your secured username and password the same day.

Register with Grants.gov
Once you have registered with a Credential Provider, you will need to register with Grants.gov.  Follow the “register with Grants.gov” link from the “individual registration” webpage to access the registration prompt.  Enter the username and password provided by the Credential Provider. You will then be asked to provide the Funding Opportunity Number associated with your grant application.  Once you complete this step, you will be able to electronically apply for Funding opportunities through the Grants.gov portal
Organization Applicants
Overview

Organizations must fulfill certain prerequisites before they can submit applications for opportunities posted on Grants.gov.  Details and guidance pertaining to these requirements are arranged in this section in the order that they must be discharged.  

Although this is re-iterated below in the subsections, it should be absolutely clear from the onset that fulfilling the prerequisites in order to register on Grants.gov can be a lengthy process.  Domestic applicants can expect up to two weeks processing time in addition to the time it takes to successfully fill-out and submit information for the prerequisites.  For foreign applicants, those organizations that are incorporated outside the U.S and its territories, the process can take much more time – up to three months, depending on their location and the level of additional conditions they must satisfy before successful registration to Grants.gov.

Conversely, once the registration process has been completed, the Grants.gov portal simplifies searching and applying for Federal assistance opportunities, not just with the Department of State, but with all 26 Departments in the U.S. Government.

An outline of the basic requirements and the estimated times they can take for organizational applicants are as follows:
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	Steps
	Considerations

	1
	DUNS Number
	Domestic Applicants: 48 hours
· Foreign Applicants: up to 1 month


	2
	NCAGE code
	Foreign Organizational Requirement

· In NATO aligned countries: 1 week
· In non-NATO aligned countries: up to 2 months 



	3
	Central Contractor Registration (CCR)


	· Requires DUNS number
· Foreign Orgs: require NCAGE code

· Domestic / Foreign: up to two weeks


	4
	E-authentication


	· Domestic / Overseas: 24 hours



Total possible times for the pre-application process:

· Domestic: 2.5 weeks

· Overseas (NATO-aligned): 7 weeks
· Overseas (non-NATO aligned): 14 weeks
Obtain a DUNS Number
Domestic Applicants

The Data Universal Numbering System (DUNS) number, is a unique nine-character number that identifies your organization. It is a tool of the Federal government to track how Federal money is distributed. Most large organizations, libraries, colleges and research universities already have DUNS numbers. Ask your grant administrator or chief financial officer to provide your organization’s DUNS number.   

If your organization does not have a DUNS number and resides in the U.S., use the Dun & Bradstreet (D&B) online registration at http://fedgov.dnb.com/webform or call 1-866-705-5711 to receive one free of charge.  

An applicant organization must have a different DUNS number for each physical location / address in the organization as well as each legal division that may be co-located.
The information you need to get your DUNS number is:
· Name of organization 

· Organization address 

· Name of the CEO/organization owner 

· Legal structure of the organization (corporation, partnership, proprietorship) 

· Year the organization started 

· Primary type of business
· Standard Industrial Classification (SIC) Code

· To find the SIC code that best matches your organization go to  http://www.osha.gov/pls/imis/sicsearch.html and search the database

· If your organization is a non-profit and does not seem to fit any of the categories listed, the SIC code 8999 (Services, not elsewhere classified) can serve.
· Total number of employees (full and part time) at the location
Foreign Applicants
The information required by D&B (listed above) is the same for overseas applicant organizations as it is for domestic organizations.  If your organization is located outside the United States, you can request and register for a DUNS number online at fedgov.dnb.com/webform.  However, due to international data processing times, it may take up to one month to process an online request.  

To expedite the process, a foreign organization can contact D&B internationally via the telephone.  A list of international telephone numbers is available in Appendix A organized by country and region.  
Note:

Obtaining a DUNS number places your organization on D&B’s marketing list that is sold to other companies. You can request not to be added to this list during your application or subsequently to receiving your DUNS number.  In addition, the applicant organization should limit its request to a DUNS designation only.  Requests from D&B for additional services are not free of charge.

Moreover, issues have been reported in conjunction with this registration process concerning additional requirements or payment requests.  Any additional requests encountered during this process are not necessary and the applicant is under no obligation to sign up for them.  Most of the issues reported have been experienced by foreign applicants.  If an applicant is required by D&B to pay for a DUNS designation it should be reported via http://www.acquisition.gov/contact_us.cfm.

Obtain a North Atlantic Treaty Organization (NATO) NCAGE Code

Organizations that reside outside the U.S. and its territories must first obtain a North Atlantic Treaty Organization (NATO) CAGE (NCAGE) Code before applying for Central Contractor Registration (CCR).  For applicant organizations that reside in NATO member or sponsor nation, it can take up to 2 weeks to process a NCAGE code request.  For applicant organization based in a country unaligned to NATO, it can take up to two months to process a NCAGE code request.  U.S. based organizations will be designated a CAGE code automatically during the CCR application process. To research whether your organization has a NCAGE code, search on this website: www.dlis.dla.mil/cage_welcome.asp.
For organizations that reside within either a member nation or sponsored nation of NATO: 

A NCAGE Code can be obtained either through an online form or directly from the Codification Bureau of the organization’s country. The online form AC135 is available at www.dlis.dla.mil/Forms/Form_AC135.asp.  Contact information for an organization’s respective Codification Bureau can be obtained at www.dlis.dla.mil/nato_poc.asp.

Note, applicant organizations which reside in Italy cannot apply via the online form and must apply via the Codification Bureau of Italy.
For organizations that reside in nations outside NATO: 
If the applicant organization resides in a non NATO member nation, the applicant must apply via internet only.  Fill out the online Form AC135 at www.dlis.dla.mil/Forms/Form_AC135.asp.  Instructions are provided, but note, under the dropdown field number 2 for country, select “Other” and fill-out the remaining appropriate fields.  Additionally, as noted above, this registration process can take up to two months to process.
Register with Central Contractor Registration

Once an applicant organization has received its DUNS designation and, if applicable, its NCAGE designation, then it must register via the Central Contractor Registration.  Despite the title, this requirement applies to grant applicants as well as contractors.  The guidelines provided in this section highlight those areas of the application process which either are specific to grantees or have proven to be obstacles for many applicants in the past.  For a comprehensive guide to the application process, please read the CCR handbook at www.ccr.gov/handbook.asp or refer to the amended and highlighted copy provided in Appendix B for grantees.
Note – it can take 3-5 business days for the CCR data to be processed and approved.  In addition, it can take 1-5 business days to then upload to Grants.gov.  Until the CCR data makes that transition, which could take up to two weeks, the applicant organization cannot apply for opportunities via the Grants.gov website.

All Applicants

Information:

· During CCR application process, an applicant is issued a temporary confirmation number – it should be written down in case of a loss in connection or inability to complete registration during one session.

· Selecting “validate/save” option during application process saves registration information entered up to that point.

· A list of necessary information missing can be obtained via “show errors” list.

· Upon successful submission of CCR application, a Trading Partner Identification Number (TPIN) will be issued via email.

· The TPIN is provided to make updates or changes to CCR and is not to be utilized on assistance applications or other government paperwork.

· Organizations must renew registration at least once a year.

· Each DUNS number uniquely corresponds to a specific physical location/address and legal division in the organization.  An applicant’s street address must match the street address for which Dun and Bradstreet has it registered.

· An applicant must supply at least one North American Industry Classification System (NAICS) Code for registration to be complete.  A complete listing of NAICS codes is found at www.census.gov/epcd/www/naics.html.  

· An applicant must supply at least one Standard Industrial Classification (SIC) Code for registration to be complete.  A complete listing of SIC codes is found at www.osha.gov/pls/imis/sic_manual.html.  If your organization is a non-profit and does not seem to fit any of the categories listed, the SIC code 8999 (Services, not elsewhere classified) can serve.
· All registrants must complete Section 6.d., Financial Information, unless they and the programs that they oversee are located outside the U.S.

· An applicant organization must designate E-business points of contact in order to apply for Federal assistance through Grants.gov.  Under the “Points of Contact” section in the subsection titled, “Government Business POC” the applicant must designate a primary and alternate POC and designate a “Marketing Partner Identification Number (M-PIN).”

Foreign Applicants
In addition to those areas listed above, organizations that reside outside the U.S. must be aware of the following factors when registering via CCR:

· A NCAGE code is required to complete CCR application process.

· Applicant organizations are not required to provide a Tax Identification Number (TIN) if and only if they are located outside the U.S. and do not pay employees within the U.S.

· If the organization is incorporated outside the U.S., the applicant must provide country of incorporation and select “foreign supplier” under the “business types” subsection of the “Corporate Information” section.

· The “International Organization” designation is defined in the Code of Federal Regulations (26 CFR 1.6049-4) found at www.access.gpo.gov/nara/cfr/cfr-table-search.html. 

· All registrants must complete Section 6.d., Financial Information, unless they and the programs they oversee are located outside the U.S.
Register with Grants.gov
After grantees have registered with CCR, the registration has been approved, and the data has been transferred to Grants.gov (this process can take up to two weeks); they must then register with the Grants.gov credential provider as an “Authorized Organization Representative” to obtain a username and password.  Both domestic and foreign applicants have exactly the same requirements during this step.

To safeguard the security of electronic information, Grants.gov uses a Credential Provider to allow applicants to create a secured username and password. The Credential Provider for Grants.gov is Operational Research Consultants (ORC).

When you register with ORC, you will create a username and a password which allows you to register with Grants.gov as an Authorized Organization Representative (AOR). Once your organization’s E-Business Point of Contact has assigned these rights, you will be authorized to submit grant applications on behalf of your organization. Remember to write down your username and password, you will need it to complete your registration, as well as to submit all of your applications at Grants.gov.
This step is accomplished through the Grants.gov portal.  Under the “Get Registered” side-menu at www.grants.gov, applicants can access the login page to the credential provider by following the links from “Register as an AOR.”  There they must enter their DUNS number to access.  Once the applicant has filled out the necessary information, the e-business POC listed in the CCR will be notified via email of the grantee’s registration.

The e-business POC will need to log into the E-BIZ section of Grants.gov and assign the AOR role to the grantee.  Once this process has been completed, the grantee will receive an email confirming the ability to submit grant applications on behalf of the grantee organization through Grants.gov.

Search for an Announcement and Submit a Proposal
Searching Announcements
Applicants can use Grants.gov to search for grants as well as sign up to receive grant opportunity notifications.  Applicants have four basic options for searching on Grants.gov:

1. Basic Search

2. Browse by Category

3. Browse by Agency

4. Advanced Search

Submitting Proposals
Once the applicant has found the grant opportunity on the Grants.gov website, they will need to download and install the PureEdge Viewer.  This is a small, free program that allows the applicant to access, complete, and submit applications.  PureEdge viewer is downloaded from the “Resources” section under “Downloads” at Grants.gov.  

The grantee is able to download the grant application package for the “Apply for Grants” section under the “Download Application Package” sub-section.  The applicant will need to populate one of the following fields in order to download the application package:

· CFDA Number

· Funding Opportunity Number

· Funding Opportunity Competition ID Number

Once the application package has been downloaded, it can complete it offline, a feature that allows you to share the document in your office and complete it at your own pace.

Instructions are available on the application package cover sheet that explains how to open and use the forms in the application package. Also, there is direct access to the agency application instructions, which will include all the necessary information on what is required for your submission.  

Note: 

· Save your application to your computer as changes are NOT automatically saved. 

· Remember to click the Save button when you have completed the package and are ready to submit it. 
· The package cannot be submitted until all required fields have been completed. 

If you’re having problems completing the process, view the  Frequently Asked Questions.

There is also a training demonstration of How to Complete an Application Package available.
Once an application has been submitted, you can check the status on the Track My Application page. You may identify your application by CFDA Number, Funding Opportunity Number, Competition ID, and/or Grants.gov Tracking Number.

Helpful Hints:

· Remember that all username ID and passwords are case sensitive. 

· If the Submit button is not active, please check to be sure you have: 

· Completed all mandatory fields in all mandatory forms and moved them to the Mandatory Completed Documents for Submission box. 
· Clicked the Save button AFTER all documents have been moved to the Mandatory Completed Documents for Submission box. 
· Completed all mandatory fields in all optional forms that have been moved to the Optional Completed Documents for Submission box. 
· Closed all Internet browser windows. 
· If the Submit button is active and you are still unable to submit the form, make sure that your computer meets the system requirements and you have the latest version for the PureEdge Viewer. 

· If you are using a dial-up modem, it may take several minutes for the application to upload and be submitted. A high-speed Internet connection or DSL connection will process the application much faster.
Appendix A - Dun and Bradstreet Overseas Telephone Directory
http://www.dnb.com/US/customer_service/global_listing.asp 
	Region
	Country
	Corresponding Areas
	E-mail, Phone, Fax & Location

	Africa
	Emerging Markets Centre
 
GMT
 
Hours: M-F
8:00 am - 4:00 pm
	Algeria, Angola, Benin, Burundi, Cameroon, Cape Verde, Central African Republic, Chad, Congo, Djibouti, Equatorial Guinea, Guinea Bissao, Ivory Coast, Liberia, Malawi, Mali, Mauritania, Morocco, Niger, Nigeria
	Contact D&B Customer Service
 
+44 1494 423858 phone
 
+44 1494 422080 fax
 
Emerging Markets Centre
D&B Europe, Ltd.
High Wycombe

	
	South Africa
 
GMT +2
 
Hours: M-F
8:00 am - 4:30 pm
	Botswana, Lesotho, Namibia, South Africa, Swaziland
	Contact D&B Customer Service
 
+27 11.488.2911 phone
 
+27 11.499.2282 fax
 
Information Trust Corp (Pty.) Ltd.

	
	Zimbabwe
 
GMT +2
	 
	Contact D&B Customer Service
 
+263 4 70 8698 phone
 
+263 4 70 4891 phone
 
+263 4 72 6189 fax
 
+263 4 72 6169 fax

	

	Region
	Country
	Corresponding Areas
	E-mail, Phone, Fax & Location

	Americas
	United States
 
GMT -6
 
Hours: M-F
8:00 am - 6:00 pm Local Time
	USA, US Virgin Islands, Puerto Rico
	Contact D&B Customer Service
 
(800) 234.3867 In US phone
 
1 (512) 794.7768 Outside US
 
1 (512) 794.7670 fax
 
D&B
Austin, Texas 78731

	
	Peru
 
GMT -5
 
Hours:
8:00 am - 3:00 pm
	 
	Contact D&B Customer Service
 
+51 (1) 433.5533 phone
 
+51 (1) 433.2897 fax
 
D&B, SA
Lima

	
	Mexico
 
GMT -6
	 
	Contact D&B Customer Service
 
+52 5.229.6900 phone
 
+52 5.514.7502 fax
 
D&B de Mexico, S.A. de c.v.

	
	Canada
 
GMT -5
	 
	Contact D&B Customer Service
 
1(905) 568.5833/6254 phone
 
1(905) 568.5815 fax
 
D&B Canada
Mississauga, ONTARIO

	
	Brazil
 
GMT -3
	 
	Contact D&B Customer Service
 
+55 (11) 3888.6800 phone
 
+55 (11) 3888.6840 fax
 
D&B do Brasil Ltda.
Sao Paulo - SP

	
	Argentina
 
GMT -3
	Paraguay, Uruguay
	Contact D&B Customer Service
 
54 11 4318.3100 phone
 
54 11 4318.3199 fax
 
D&B, SA
Buenos Aires

	
	Latin America Business Information Center (LABIC)
 
GMT -4
 
Monday-Friday
	Anguilla, Antigua & Barbuda, Aruba, Bahamas, Barbados, Belize, Bermuda, Bolivia, Bonaire, British Virgin Islands, Cayman Islands, Chile, Columbia, Costa Rica, Dominica, Dominican Republic, Ecuador, El Salvador, Grenada, Guatemala, Guyana, Haiti, Honduras, Cuba, Jamaica, Nicaragua, Panama, Trinidad & Tobago, Venezuela
	Contact D&B Customer Service
 
(954) 963-7807 phone
 
(954) 893-4080 fax
 
D&B
Hollywood, Florida 33021
USA

	

	Region
	Country
	Corresponding Areas
	E-mail, Phone, Fax & Location

	Europe
	Austria / Osterreich
 
GMT +1
	 
	Contact D&B Customer Service
 
+43 1 58861 1306 phone
 
+(43) 1 581 2944 fax
 
AUSTRIA

	
	Belgium / Belgie
 
GMT +1
	Luxembourg
	Contact D&B Customer Service
 
+32 2 778.7281 phone
 
+32 (2) 778.7272 fax
 
D&B Eurinform SA-NV

	
	Switzerland / Schweiz
 
GMT +1
	 
	Contact D&B Customer Service
 
+41 (0) 1.735.6464 phone
 
+41 (0) 1.735.6161 fax
 
D&B Schweiz AG

	
	Czech Republic / Ceska republika
 
GMT +1
	Slovakia
	Contact D&B Customer Service
 
+420 2.7103.1500 phone
 
+420 2.7103.1510 fax
 
D&B Prague

	
	Germany / Deutschland
 
GMT +1
	 
	Contact D&B Customer Service
 
+49 (0) 6151.1375.777 phone
 
+49 (0) 6151.1375.675 fax
 
D&B Deutschland GmbH

	
	Denmark / Danmark
 
GMT +1
	Greenland, Faroe Islands
	Contact D&B Customer Service
 
+45 36.738.000
 
+45 36.709.129
 
D&B Danmark A/S

	
	Spain / Espana
 
GMT +1
	Andorra, Baleraic Islands, Canary Islands, Ceuta, Melilla
	Contact D&B Customer Service
 
+34 902 44 66 88 phone
 
+34 93.253.5801 fax
 
D&B Espana, S.A.

	
	Finland / Suomi
 
GMT +2
	 
	Contact D&B Customer Service
 
+358 (0) 9.2534.4400 phone
 
+358 (0) 9.502.2940 fax
 
D&B Finland OY

	
	France
 
GMT +1
	French Guyana, Guadeloupe, Reunion Island, Martinique, Mayotte, New Caledonia, Saint Pierre et Miquelon, Wallis et Fortuna, French Polynesia / Tahiti
	Contact D&B Customer Service
 
+33 (0) 825 805 802 phone
 
+33 (0) 4.72.65.14.99 fax
 
D&B France, S.A.

	
	Hungary / Magyarorszag
 
GMT +1
	 
	Contact D&B Customer Service
 
+36 1.280.3380 phone
 
+36 1.280.3379 fax
 
D&B Hungary Kft

	
	Ireland
 
GMT
	 
	Contact D&B Customer Service
 
+353 (0) 1.676.4239 phone
 
+353 (0) 1.678.9301 fax
 
D&B (Ireland) Ltd.

	
	Italy / Italia
 
GMT +1
	 
	Contact D&B Customer Service
 
+39 (0) 800-821058 phone
 
+39 (0) 2.28455.501 fax
 
D&B Italy Ltd.
Via dei Valtorta, 48-20127 Milano

	
	Northern Ireland
 
GMT
	 
	Contact D&B Customer Service
 
+44 (0) 2891 270363 phone
 
+44 (0) 2891.270405 fax
 
D&B Ltd.
Northern Ireland

	
	Netherlands / Nederland
 
GMT +1
	 
	Contact D&B Customer Service
 
+31 10 400 9470 phone
 
+31 (0) 1.414.7380 fax
 
D&B Netherlands

	
	Norway / Norge
 
GMT +1
	 
	Contact D&B Customer Service
 
+47 22 91 53 34 phone
 
+4 22.915.303 fax
 
D&B Norge AS

	
	Poland / Polska
 
GMT +1
	 
	Contact D&B Customer Service
 
+48 (0) 22.533.2400 phone
 
+48 (0) 22.533.2424 fax
 
D&B Poland

	
	Portugal
 
GMT
	 
	Contact D&B Customer Service
 
+351 21. 350.0300 phone
 
+351 21. 350.0345 fax
 
D&B Portugal, Lda.

	
	Russia / Rossiya
 
GMT +3
 
Hours: M-F
9:30 am - 6:00 pm
	 
	Contact D&B Customer Service
 
+7 (0) 95940.1816 phone
 
+7 (0) 95 940.1702 fax
 
D&B CIS
123007 Moscow

	
	Sweden / Sverige
 
GMT +1
 
Hours: M-F
8:00 am - 5:00 pm
	 
	Contact D&B Customer Service
 
+46 8 51 90 1350 phone
 
+46 (0) 8.5190.1359 fax
 
D&B Sverige AB

	
	United Kingdom
 
GMT
 
Hours: M-F
8:30 am - 5:30 pm
	 
	Contact D&B Customer Service
 
+44(0) 870.243.2344 phone
 
+44(0) 161.455.5193 fax
 
D&B UK

	

	Region
	Country
	Corresponding Areas
	E-mail, Phone, Fax & Location

	Asia Pacific
	Australia
 
GMT + 10

Hours: M-F
8:30 am - 5:00 pm
	Admiralty Islands, American Samoa, Caroline Islands, Christmas Islands, Cook Islands, Fiji, Guam, Kiribati, Mariana Islands, Marshall Islands, Nauru, Norfolk Island, Midway Islands, Papua New Guinea, Tonga, Tuvalu, Vanuatu, Wake Island, Western Samoa
	Contact D&B Customer Service
 
+(61) 3 9828 3333 phone
 
+(61) 3 9828 3300 fax
 
Dun & Bradstreet (Australia) Pty Ltd
479 St. Kilda Road
Melbourne, Vic 3004
Australia

	
	China
 
GMT + 8

Hours: M-F
8:30 am - 5:30 pm
	 
	Contact D&B Customer Service

+(8621) 6384 4636 phone
 
+(8621) 6384 4570 fax
 
D&B International Consultant (Shanghai) Co, Ltd.
Unit 907-910A, Pidemco Tower
318 Fu Zhou Road
Shanghai 200001
P.R. China

	
	Hong Kong
 
GMT + 8

Hours: M-F
9:00 am - 5:30 pm
	Macau
	Contact D&B Customer Service
 
+(852) 2516 1111 phone
 
+(852) 2565 9791 fax
 
Dun and Bradstreet (HK) Ltd
18/F Caroline Ctr, Lee Gardens Two
28 Yun Ping Road
Causeway Bay
Hong Kong

	
	India
 
GMT + 5.5

Hours: M-F
9:00 am - 5:30 pm
	Bangladesh, Bhutan, Maldives, Nepal, Sri Lanka, Brunei, Burma (Myanmar), Indonesia, East Timor, Pakistan, Thailand, Philippines, Vietnam, Laos, and Cambodia.
	Contact D&B Customer Service
 
+(91) 22 28574190 phone
 
+(91) 22 28572060 fax
 
Dun & Bradstreet India Pvt Ltd
ICC Chambers
Saki Vahir Road
Powai
Mumbai 400072,
India 

	
	Japan 
 
GMT +9
 
Hours: M-F
9:00 am - 5:00 pm
	 
	Contact D&B Customer Service
 
+81 3.3574.2067 phone
 
+81 3.3574.4901 fax

Tokyo Shoko Research Ltd.
(International Division)
Shin-ichi Bldg.
1-9-6, Shinbashi,
Minato-ku, Tokyo 105-0004
Japan  

	
	Korea
 
GMT +9
 
Hours: M-F
9:00 am - 5:30 pm
	 
	Contact D&B Customer Service
 
+(822) 2122 2500 phone
 
+(822) 2122 2591 fax

D&B Korea Co., Ltd.
4/F, Credit Center,
686, Ahhyun-dong,
Mapo-gu
Seoul
121-709 Korea

	
	Malaysia
 
GMT +8
 
Hours: M-F
9:00 am - 6:00 pm
	 
	Contact D&B Customer Service
 
+(60) 3 2718 1000 phone

+(60) 3 2718 1001 fax
 
Infocredit D&B (M) Sdn Bhd
Level 9-4, Menara Milenium,
Jalan Damanlela,
Pusat Bandar Danasara,
50490 Kuala Lumpur
Malaysia

	
	New Zealand
 
GMT +12
 
Hours: M-F
8:30 am - 5:00 pm
	 
	Contact D&B Customer Service
 
+(64) 9 359 8000 phone
 
+(64) 9 309 2050 fax
 
D&B New Zealand
Level 3, 1 Queen Street
PO Box 9589 Newmarket
Auckland
New Zealand

	
	Singapore
 
GMT +8
 
Hours: M-F
9:00 am - 6:00 pm
	 
	Contact D&B Customer Service
 
+(65) 6565 6161 phone
 
+(65) 6318 7824 fax
 
Infocredit D&B (Singapore) Pte Ltd
4 Shenton Way
#17-01 SGX Centre 2
Singapore 068807
Singapore

	
	Taiwan
 
GMT +8
 
Hours: M-F
9:00 am - 5:30 pm
	 
	Contact D&B Customer Service
 
+(886) 2 8770 7099 phone
 
+(886) 2 2546 6200 fax
 
Dun & Bradstreet International Ltd
Taiwan Branch
8F, Cathay Cosmos Building No. 132, Sec. 3, Ming Sheng E. Rd, Taipei (105), Taiwan 

	

	Region
	Country
	Corresponding Areas
	E-mail, Phone, Fax & Location

	Middle East
	SAME 
	UAE, Bahrain, Oman, Saudi Arabia, Qatar, Kuwait, Iran, Iraq, Jordan, Syria, Lebanon and Yemen 
	Contact D&B Customer Service 
  
+ (971) 4 3327920 phone 
  
+ (971) 4 3327930 fax 
  
Dun & Bradstreet SAME Ltd 
Suite 902 , 9th Floor, 

Al Moosa Tower 1 
Sheikh Zayed Road , Dubai , United Arab Emirates 

	
	Israel
 
GMT +2
	 
	Contact D&B Customer Service
 
(972) 3795 3333/3355 phone
 
(972) 3510 3397 fax
 
D&B (Israel) Ltd 61500 Tel Aviv ISRAEL

	
	Emerging Markets Centre
 
GMT
 
Hours: M-F
8:00 am-4:00 pm
	Egypt
	Contact D&B Customer Service
 
+44 1494 423858 phone
 
+44 1494 42280 fax
 
Emerging Markets Centre
 
D&B Europe, Ltd.
High Wycombe


Appendix B – Central Contractor Registration Handbook
To register in the Central Contractor Registration (CCR) go to https://www.bpn.gov/ccr/scripts/indexnew.asp and enter your DUNS number and click “Submit”.  The registration takes about 30 minutes if you have all the required information.  Please read the amended CCR Handbook provided below before you begin the registration process because it will take some time and research to obtain all the required information.  You do not have to complete the entire registration at one time.  The system allows you to save partial data. 

Below is an edited copy of the handbook on how to register in the CCR which is a step-by-step guide covering the information required for each screen in the registration process. The complete handbook is available on the CCR web site.  Foreign Grantees sections have been highlighted in yellow to assist them in working through the registration process.  Other important information for all grantees has been highlighted in green.
Central Contractor Registration Handbook 

Any questions regarding this handbook please contact the CCR Assistance Center at 888-227-2423 from within the U.S. or 269-961-4725 Internationally 
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1. Welcome to CCR 

Introduction 
The Central Contractor Registration (CCR) is the primary vendor database for the U.S. Federal Government. The CCR collects, validates, stores and disseminates data in support of agency acquisition missions. 

Both current and potential government vendors are required to register in CCR in order to do be awarded contracts by the government. Vendors are required to complete a one-time registration to provide basic information relevant to procurement and financial transactions. Vendors must update or renew their registration annually to maintain an active status. 

CCR validates the vendor’s information and electronically shares the secure and encrypted data with the federal agencies’ finance offices to facilitate paperless payments through electronic funds transfer (EFT). Additionally, CCR shares the data with government procurement and electronic business systems. 

Please note that any information provided in your registration may be shared with authorized government offices. Registration does not, however, guarantee business with the government. 

2. How to Register 

Enter your registration on-line through the world wide web (www): 

Step 1: For details on the information to gather before you register, see the section of this document, Information Needed to Register (Item 6 below). 

Step 2: Access the CCR online registration through the CCR homepage at 

http://www.ccr.gov. Click on “Start New Registration”. 

Step 3: Complete and submit the online registration. If you already have the necessary information on hand, the on-line registration takes approximately 30 minutes to complete, depending upon the size and complexity of your company. 

Additional important information for Web users: 
When you register via the Web, a temporary confirmation number will be assigned to you so that your application can be saved in the event you are unable to complete it during your initial online session. It is important that you write down your temporary confirmation number, as you must have it, along with your D-U-N-S number, to resume your application. Clicking “validate/save” will save the incomplete registration. A list of information you are missing will appear on the “Show Errors” list. Registrations-in-process are saved for up to 120 days for your convenience. Once your complete registration is submitted, the confirmation number becomes invalid. A Trading Partner Identification Number (TPIN) will replace it when the registration is active. 

3. How to Know Your Registration Was Successful 

You will be unable to submit your registration on-line unless all of the mandatory information is provided. You will be notified of missing information by a list of ‘errors’ on each page when you click “Validate/Save”. Once you have provided the information click “Validate/Save ” again to verify that all necessary fields are filled. 

If your registration was submitted successfully then you will you receive two letters via U.S. mail or E-mail. This first notice is to welcome you to CCR and will include a copy of your registration. Please make sure you review the registration for accuracy. 

The second notice contains your confidential Trading Partner Identification Number (TPIN). The TPIN is sent separately for security reasons. Receipt of your TPIN not only confirms that you are successfully registered in CCR, it is required to make or request any changes or updates to your active registration. The TPIN is your confidential password, to change your CCR information. The TPIN is not to be used on contracts or other government paperwork. In addition to receiving these letters, you can verify the status of your registration on-line by visiting CCR’s homepage at www.ccr.gov and clicking on “Search CCR”. When prompted, enter your DUNS number and click “Search”. The registration status is located at the top of the page. 

Or 

You may confirm your registration by calling the CCR Assistance Center at (888) 227-2423 or (269) 961-4725 internationally. The Interactive Voice Response (IVR) System for CCR Status allows a calling-party to check the status of their CCR registration based on entry of a DUNS number. Call 1-888-352-9333 - and select CCR from the Menu (Option 3) 

Valid Statuses are: 

Registered/Active 
Pending: Registration is in process of being validated 

Inactive: Registration has been cancelled or expired 

Invalid: DUNS number is incorrect. Contact D&B to verify the DUNS number. 

The calling party can always speak to a live agent for additional explanation. 

4. How to Renew, Change or Cancel an Active Registration 

Your Responsibilities 

• You are responsible for ensuring the accuracy of your registration. You must use your DUNS number in conjunction with your TPIN number when making and/or requesting any changes to your profile. 

• You are responsible for updating all of your registration information as it changes 

• You must renew your registration at least once a year. If you do not renew your registration it will expire. An expired registration will affect your ability to conduct business (receive contract awards or payments) with the government. 

• Please remember that once you cancel your registration, all payments in progress will cease. A vendor must remain active in CCR until all payments are completed to avoid discontinuation. 

• You may voluntarily cancel your registration at any time by going online with your DUNS and TPIN or contacting the CCR Assistance Center at (888) 227-2423 or (269) 961-4725. If you cancel your registration, your information will be removed from the CCR database. If you cancel your registration by mistake, you may also call (888) 227-2423 or (269) 961-4725 to reinstate that registration. 

To initiate any changes or submit a renewal: 
Changes can be made to your registration by: 

1. Going to CCR’s homepage http://www.ccr.gov and clicking on Active Registrations, Renew or Update”. 

2. Enter your DUNS number and TPIN, then click “submit”. 

3. Make the necessary changes then click the "validate/save" button for an update to register in the system. 

To submit a renewal with no changes, follow the same steps listed above with the exception of making changes to your information. Reminder: you must click “ validate/save or the Renew Profile button in Registration Tools ” to activate the renewal, even if none of your information has changed. Please be aware that new requirements may have been implemented since your last visit. In this case, you may receive an error on your renewal if a new requirement isn’t fulfilled. 

Two ways to cancel an active registration: 
1. Go to www.ccr.gov and click on “Update your Registration”. Enter your DUNS number and TPIN and click “submit”. On the next screen click “Delete Profile” in the upper left corner to cancel your registration. 

2. Contact the CCR Assistance Center at (888) 227-2423 or (269) 961-4725 internationally.
5. Foreign Registrants 

Reminder: Foreign companies must first obtain a North Atlantic Treaty Organization (NATO) CAGE (NCAGE) code from the appropriate source. According to the FAR, if the contractor is working for a department under the Department of Defense umbrella, they will need to register in CCR for payment from DFAS. 

The NCAGE code can be obtained directly from the Codification Bureau in your country. Please view the up-to-date list of countries and the information necessary to contact the Codification Bureau. If your organization does not already have an NCAGE assigned, for most countries you can obtain one by connecting to Form AC135 (http://www.dlis.dla.mil/Forms/Form_AC135.asp) . If you cannot submit this form by Internet, you can obtain an NCAGE by contacting the National Codification Bureau of the country where your organization is located. For a list of addresses, go to nato poc (http://www.dlis.dla.mil/nato_poc.asp). Search for a CAGE Code on our website: http://www.dlis.dla.mil/cage_welcome.asp. 

6. Information Needed to Register

*Items are mandatory 

6.a General Information: This section contains mandatory fields

*Data Universal Numbering System (DUNS) Number: The Data Universal Numbering System (DUNS) number is a unique nine character identification number provided by the commercial company Dun & Bradstreet (D&B). Call D&B at 1-866-705-5711 or 610-882-7000 if you do not have a DUNS number. The process to request a DUNS number takes about 10 minutes and is free of charge. 

If you already have a DUNS number, the D&B representative will advise you over the phone. You must have a different 9 digit DUNS for each physical location/different address in your company as well as each legal division that may be co-located. When entering your DUNS number, enter only the numbers; do not include dashes. As a result of obtaining a DUNS number you may be included on D&B's marketing list that is sold to other companies. If you do not want your name/company included on this marketing list, D&B has asked that you contact them at any time, at the same numbers noted above to request your removal. 

DUNS +4: The use of DUNS+4 numbers to identify vendors is limited to identifying different CCR records for the same vendor at the same physical location. For example a vendor could have two records for themselves at the same physical location to identify two separate bank accounts. Vendors wishing to register their subsidiaries and other entities, should ensure that each additional location obtains a separate DUNS number from Dun & Bradstreet at 1-866-705-5711. If you have questions regarding the use of DUNS +4 please contact our CCR Assistance Center at 1-888-227-2423. 

CAGE Code - The Commercial And Government Entity (CAGE) Code is a five character ID number used extensively within the Department of Defense and NASA. Vendors with a U.S. address may submit the application without a CAGE Code if they do not have one. If your application does not contain a CAGE Code, one will be assigned to you. The CCR registration process will also verify existing CAGE Codes for all applicants. To speed up the process, make every effort to use a current CAGE Code in your application. You must have a separate CAGE Code for each physical location and separate division at the same physical location. Each separate CCR registration must have its own CAGE Code. If you think you have a CAGE Code, search the DLIS CAGE web at http://www.dlis.dla.mil/cage_welcome.asp. Foreign vendors must include an NCAGE Code on the registration or it will be considered incomplete. 

*Legal Business Name and Doing Business As (DBA) - Enter the legal name by which you are incorporated and pay taxes. If you commonly use another name, such as a franchise or licensee name, then include that in the DBA space below the Legal Business Name. Your legal business name as entered on the CCR registration MUST match the legal business name at Dun & Bradstreet. If the information does not match, your registration may be rejected during processing. Do not type “same” or “as shown above” in the DBA field. 

*US Federal TIN – The Tax Identification Number (TIN) is the nine-digit number companies use for income tax purposes. If you do not know your TIN, contact the Internal Revenue Service (IRS) at 1-800-829-1040. If you operate as an individual sole proprietorship, you may use your Social Security Number if you do not have a TIN/EIN. If you are located outside the United States and do not pay employees within the U.S., you are not required to provide a TIN. When entering your TIN or SSN on the web site, enter only the numbers; do not include the dashes (Example: 123456789 not 123-45-6789) Note: Authority: 31 U.S.C. 7701 (c) (3) Principal Purpose(s). The TIN may be used by the Government to collect and report on delinquent amounts arising out of the offerer’s relationship with the Government. 

Division and Branch Name and Number: If you do business as a division or branch of a larger company, use this space to indicate the proper name for your division or branch. If some other identifier commonly distinguishes your division or branch, enter that in the space on the right. Otherwise, leave blank. 

*Physical Street Address 1: PO Box and c/o MAY NOT BE USED IN THIS SPACE. You must include a valid street address where your business is located. If you use a PO Box for correspondence, this may be included in the space allocated for “mailing address” under the tab “Address Info”. Your street address, as entered on the CCR registration, MUST match the street address for which Dun & Bradstreet has you registered. If the information does not match, your registration may be rejected during processing. You may not register a branch of the business with the branch address and the headquarters DUNS number. 

Physical Street Address 2: Use this space to continue your physical street address, if needed. 

*City, State, Zip: The 9-digit zip code is mandatory. When entering the nine-digit zip code on the web, enter numbers only; do not include the dash. (Example 123456789 not 12345-6789) 

*Country: Choose the appropriate country code abbreviation from the list provided. 

Mailing Address Information: If you are unable to receive mail at your physical address enter a proper mailing address here. A Post Office Box is permissible. Any address used here will receive all CCR correspondence. If the Point of Contact is in a 

different location than the legal business address and wishes to receive the mail directly, please enter the appropriate address here. 

*Date Business Started: Enter the date your business was started in its present form. This may be used to distinguish you from others with similar names. When entering the information on the web site, you must enter as mm/dd/yyyy. (Example: 01/01/1995) 

*Fiscal Year End Close Date: Enter the day on which you close your fiscal year. For example, if you use the calendar year, this would be 12/31. When entering the information on the web site, you must enter as mm/dd. 

*Average # of Employees and Average Annual Receipts - Be sure to provide accurate information about the number of employees and 3-year average annual receipts for your business, as these values can determine your business size classification. The calculation must include the employees and receipts of all affiliates. For more information see: http:www.sba.gov/size/part121sects.htms. Average Annual Receipts cannot be zero. You must enter a number. When entering revenue in the web site, enter numbers only, no dollar signs or commas. 

Company Security Level: If applicable, choose the correct level of security for the facility. 

Highest Employee security Level: If applicable, choose the highest level of security for an employee located at that facility. 

Corporate Web Page URL: If applicable, provide a desired URL for your company. Both upper and lower cases are acceptable. 

6.b  Corporate Information: This section contains mandatory fields. 

*Type of Relationship with the U.S. Federal Government: 
Contracts: This option is for those who plan to respond to government contracts. 

Grants: This option is for those who plan to respond to government grants. 

Both Contracts and Grants: This option is for those who plan to respond to both government contracts and grants. 

*Type of Organization: You must choose one of the boxes to indicate the legal form of your business. 

Sole Proprietorship *Owner Information: Mandatory if you have checked “Sole Proprietorship” as business type. You must provide the name and phone number of the owner of the business. 

Corporate Entity (Not Tax Exempt): If you choose Corporation as your status, you must enter the state of incorporation if incorporated in the USA. If you are incorporated outside the USA, you must provide Country of incorporation and check foreign supplier under business types. 

Corporate Entity (Tax Exempt): If you choose Corporation as your status, you must enter the state of incorporation if incorporated in the USA. If you are incorporated outside the USA, you must provide Country of incorporation and check foreign supplier under business types. 

Partnership 
U.S. Government Entity 

- Federal 

- State 

- Local 

Foreign Government 
International Organization: Defined in the Code of Federal Regulations (26 CFR 1.6049-4) found at http://www.access.gpo.gov/nara/cfr/cfr-table-search.html. 

Other 
Note: If you are a Limited Liability Partners Company or S-Corporation, choose Corporation 

*Business Types Check all the descriptions that apply to your business (you must choose at least one). If you are unsure of whether you qualify under a category, contact your local Small Business Administration (SBA) office for the appropriate guidelines. You may visit their web site at www.sba.gov. If you check 8(a) Program Participant, HUBZone, certified SDB, or DoT DBE, then you will be required to complete name and address of certifying party. 

PLEASE NOTE: You should select business types that reflect the current status of your business. The business types are not an indication of the business opportunities you hope to pursue. 
Type of Organization: 
Corporate Entity, Not Tax Exempt 

Corporate Entity, Tax Exempt 

Partnership 

Sole Proprietorship 

U.S. Government Entity 

Federal Government 

Federal Agency 

Federally Funded Research and Development Corporation 

State Government 

Local Government 

City  

County 

Inter-municipal 

Local Government Owned 

Municipality 

School District 

Township 

Foreign Government 

International Organization 

Other

Other Government Entities:

Airport Authority 

Council of Governments 

Housing Authorities Public/Tribal 

Interstate Entity 

Planning Commission 

Port Authority 

Transit Authority 

Other Business/Organization Factors:

Foreign Owned and Located 

Limited Liability Company 

S Corporation 

Types of Business: 

Architecture and Engineering (A&E) 

Community Development Corporation 

Construction Firm 

Domestic Shelter 

Educational Institution 

For Profit Organization 

Foundation 

Hispanic Servicing Institution 

Hospital 

JWOD Non-Profit Agency 

Manufacturer of Goods 

Nonprofit Organization 

Other Not for Profit Organization 

Research and Development 

Service Provider 

Veterinary Hospital 

Education Entities:

1862 Land Grant College 

1890 Land Grant College 

1994 Land Grant College 

Historically Black College or University (HBCU) 

Minority Institutions 

Private University or College 

School of Forestry 

State Controlled Institution of Higher Learning 

Tribal College (other than 1994) 

Veterinary College 

Socio-Economic Factors: (if you select “small business” a sub-set of your data will be sent to the Small Business Administration for size validation and inclusions in the Dynamic Small Business Search). 

Large Business 

Small Business 

These categories require that the firm is 51% owned and controlled by one or members of the selected socio-economic group. 

Veteran Owned 

Service Disabled Veteran Owned 

Woman Owned 

Socially and Economically Disadvantaged Owned 

Minority Owned 

Subcontinent Asian (Asian-Indian) American Owned 

Asian-Pacific American Owned 

Black American Owned 

Hispanic American Owned 

Native American Owned 

No Representation/None of the Above 

Socio-Economic Certifications:

SBA Certified Small Disadvantaged  Business 

SBA Certified 8(a) Program Participant 

SBA Certified HUBZone Business 

DoT Certified Disadvantaged Business Enterprise

Federally Recognized Native American Entities:

Alaskan Native Corporation Owned Firm 

American Indian Owned 

Indian Tribe (Federally Recognized) 

Native Hawaiian Organization Owned Firm 

Tribal Government 

Tribally Owned Firm 

Other Socio-Economic Categories:

Community Developed Corporation Owned firm 

Labor Surplus Area Firm 

6.c  Goods/Services: This section contains mandatory fields. 

*North American Industry Classification System (NAICS) Codes: NAICS Codes are a method for classifying business establishments. You must supply at least one for your registration to be complete. If you do not know your NAICS codes, you may search on the Internet at www.census.gov/epcd/naics02 or you may utilize the link provided in this section. You must use six-digit NAICS Codes in your registration. 

Standard Industrial Classification (SIC) Codes: Use this section to list all the classification codes that apply to your products and services. Be sure to list as many as apply. SIC codes can be four or eight digits, all numeric. You must supply at least one valid SIC code for your registration to be complete. If you do not know your SIC codes, you may search on the Internet at www.osha.gov/oshstats/sicser.html or you may utilize the link provided in this section. 

Product Service Codes (PSC Codes): PSC Codes are optional, 4 character, alpha-numeric. Product Service Codes are similar to SIC Codes. PSC Codes are used only to identify services. You may search for PSC Codes at http://fpdcapp.gsa.gov/pls/fpdsweb/pscwiz 
Federal Supply Classification Codes (FSC Codes): FSC Codes are optional, 4- numeric digits. FSC Codes are similar to SIC Codes. FSC Codes are used only to identify products. You may search for an FSC Code by utilizing the link provided in this section, http://www.dlis.dla.mil/h2 or http://www.dlis.dla.mil/PDFs/h2.pdf 
When typing in your SIC’s, PSC’s, or FSC’s separate them with a comma - no spaces or list them. (Example: 1234,5231,9012) 

6.d Financial Information: This section contains mandatory fields 

All registrants must complete this section except foreign vendors doing business outside the U.S, utility companies, and federal government agencies. Electronic Funds Transfer (EFT) is the U.S. Government’s preferred payment method and has been legally mandated for all contract payments. Contact your bank or financial institution for the necessary information to complete this section. 

Electronic Funds Transfer (EFT): 
*Financial Institution: Name of the bank used for EFT/banking purposes. This field will be automatically filled from the ABA Routing Number provided below. 

*ABA Routing Number: ABA Routing number is the American Banking Association 9-digit routing transit number of your financial institution. Contact your financial institution if you require assistance obtaining this number. You may also find the routing number on a check. It is usually the first nine digits in the lower left-hand corner. Must be the EFT ABA Routing number, not the Wire Transfer ABA number. 

*Account Number, Type, & Lockbox Number - Enter the appropriate account number to which you want your EFT payments deposited and check the proper box to indicate whether it is checking or savings account. If you prefer to use a lockbox service, enter the appropriate account number in the space provided. If you use a lockbox for your banking purposes, you must also check “checking” under account type. 

*Automated Clearing House: ACH is the Automated Clearing House department of your bank. Enter the appropriate contact information for the ACH coordinator at your bank. This information is necessary in case problems occur with your EFT transfer; payment offices must have a bank contact to call. Note that e-mail addresses requested under the contact entries refer to Internet e-mail, not a local area network e-mail address within your office. When entering the phone numbers on the web site, enter the numbers only; do not put in dashes or parentheses. (Example: 9995551212 not (999) 555-1212) 

*Remittance Information: This is the address where you would like a paper check mailed in the event an EFT transfer does not work. Please indicate on the name line the party to whom the check should be mailed and fill in the appropriate information. If you use a lockbox, and want checks mailed directly to the bank, put in the bank name and address here. 

*Accounts Receivable: Provide contact information for the accounts receivable person at your company. An email address is required. This is the contact provided to Defense Finance and Accounting Service regarding EFT payments on your government contracts. Please note that this contact is not authorized to receive and/or release information regarding the CCR registration to any Registration Assistance Center personnel. It may be beneficial to have the accounts receivable contact also act as the additional contact for the registration. 

* Credit Card Information: Does your company accept credit cards for payment? This is a YES or NO question. 

6.e  Point Of Contact: This section contains mandatory fields. 

*Registrant Name: Also known as the CCR POC. List the name of the person that acknowledges that the information provided in the registration is current, accurate and complete. The person named here will be the ONLY person within the registering company to receive the Trading Partner Identification Number (TPIN) via e-mail or U.S. Postal mail. The Registrant and the Alternate Contact are the only people authorized to share information with CCR Assistance Center personnel. It is important that the person named here have knowledge about the CCR Registration. An email address is required. Both upper and lower cases are acceptable for all email addresses. 

*Alternate Contact: Provide name and a phone number for another person at your company, in case questions arise when the primary contact is not available. 

*Government Business POC: This POC is that person in the company responsible for marketing and sales with the government. An email address is required. Both upper and lower cases are acceptable for all email addresses. This POC and contact information, if entered, will be publicly displayed on the CCR Search Page. All contact methods are mandatory. 

Past Performance POC: This POC is that person in the company responsible for administering the company’s government past performance reports and response efforts. An email address is required. Both upper and lower cases are acceptable for all email addresses. This POC and contact information is optional and, if entered, will be publicly displayed on the CCR Inquiry web site. . All contact methods are mandatory. 

Electronic Business POC: The EBPOC is the person in the company responsible for authorizing individual company personnel access into government electronic business systems (e.g., Electronic Document Access (EDA), Wide Area Workflow (WAWF)). POC and contact information is mandatory. This information will be publicly displayed on the CCR Inquiry web site. All contact methods are mandatory. Visit https://wawf.eb.mil to view detailed information on EBPOC responsibilities for WAWF. 

*Marketing Partner ID (MPIN): This is a self-defined access code that will be shared with authorized partner applications (e.g., Past Performance Information Retrieval System (PPIRS), Federal Technical Data Solutions (FedTeDS) etc.). The MPIN acts as your password in these other systems, and you should guard it as such. The MPIN must be nine positions and contain at least one alpha character, one number and no spaces or special characters. 

6.f.  Electronic Data Interchange (EDI) 
This is an optional section for those doing business through EDI. If you have questions about doing business through EDI please contact your local Procurement Technical Assistance Center (PTAC) by visiting them at http://www.dla.mil/db/procurem.htm. 

EDI Contact Information: If you are registering as an EDI-capable company, please provide an EDI Point Of Contact here. 
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