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ARC Area Development Project Grant Application (NYS - FFY2022-23)
TABLE OF CONTENTS / CHECKLIST
Section 1: INTRODUCTION
One-Page Summary/Cover Page (form)
Certification Form (form)
Table of Contents (This checklist is a template.)
Section 2: REQUIRED APPLICATION FORMS
Federal Forms
▪ Standard Form (SF) 424
▪ SF424A Budget Information – Non-Construction (2 pages)
(Or, SF424C Budget Information – Construction (2 pages))
▪ SF424B Assurances – Non-Construction (or, SF424D Assurances –Construction)
▪ Memorandum of Understanding for ARC Projects
NYS Required Forms
▪ Self-Sufficiency Statement
▪ Project Workplan and Project Timeline
▪ Sustainability & Phased Effort Questionnaire
▪ Budget Format B Non-Construction
▪ Funding Sources and Commitment Status
Section 3: PROJECT NARRATIVE
3.1 Goals and Strategies
a. ARC Investment Goal
b. NYS Implementation Strategy
3.2 Strategic Rationale
a. What is the problem/ opportunity the project addresses?
b. Why was this strategy chosen?
c. What is the evidence of the demand for the project?
d. How does this project relate to regional development strategies?
3.3 Project Description
a. Project Summary: A one to two paragraph explanation of the proposed project’s purpose,
main activities (and what ARC funds will pay for), and roles of key project partners.
b. Service Area: Description of the where the proposed project will be based and the counties
and locations in those counties that will be served. Also identify any economically distressed
census tracts in the service area. Include maps to clearly illustrate the project’s service
area(s) in the counties served.
3.4 Collaborative Partnerships
a. Identify major partners involved in the proposed project and how they are tied to the
project financially, or by a leadership role, or by providing skills, relationships, or expertise
to implement or support the project.
b. Reference any commitment letters that have been provided by all key partners.

TABLE OF CONTENTS / CHECKLIST (Cont.)
3.5 Project Sustainability and Grantee Capacity
a. Sustainability Plan
b. Grantee Capacity
3.6 Performance/ Impact Measures
a. Outputs and Outcomes
b. Additional Project Benefits
c. Performance Measures Table
Section 4: BUDGET NARRATIVE
1. Funding Sources (and Commitment Status) and Uses of Funds (as provided by each source)
2. Budget Details
(This section explains the details of the SF424A (or SF424C))
3. Match Rate Calculation
(This section explains the ARC economic designations for each county in the proposed project’s
service area and how those designations are related to calculating the funding match required to
qualify for ARC funds.)
4. Procurement Discussion
(This section explains the applicant’s procurement procedures and how the applicant’s policies
conform to the relevant parts of 2 CFR 200 (“Uniform Administrative Requirements, Cost Principles,
and Audit Requirements for Federal Awards”).
Section 5: ADDITIONAL DOCUMENTATION
5.1 Additional Materials Contents Page
(An itemized list of supporting materials and documents, as sequenced in the following subsections, must be provided)
5.2 Required Supporting Materials
• REDC representative comment or support letter (If unavailable, LDD comment regarding project
linkage to applicable REDC’s Strategic Plan)
• Match commitment letter(s) in order of dollar value (highest to lowest). For all in-kind
contributions, please explain how the fair market value was calculated.
• All applicable board or sponsor resolutions supporting the project.
• All other commitments from collaborative partners and that confirm the project’s long-term
sustainability after ARC’s investment has been secured.
5.3 Additional Support Letters
• Community and local partners
• Non-financial strategic partners
• Elected Officials (federal, state, local)
• All other support letters
5.4 Procurement Documentation
• Supplies and equipment lists
• Price quotations

•
•

RFP documents
Local procurement guidelines as appropriate

TABLE OF CONTENTS/ CHECKLIST (Cont.)
5.5 Credentials Documentation
• 501(c)3 or other non-profit status documentation, if applicable
• Key staff and contractor credentials
5.6 Technical Documentation (if more than 3 pages, provide URL to online documents)
• Maps and diagrams
• Surveys
• Agreements
• Other enclosures

SELF-SUFFICIENCY STATEMENT
INSTRUCTIONS:

The assurance statement below is to be submitted with the formal grant application.

ASSURANCE STATEMENT
The sponsoring agency understands that grant assistance is limited to the amount approved and that
there is no obligation on the part of ARC or the Department of State to fund budget overruns or
additional project phases. The sponsoring agency further understands that ARC funds are to be
considered the last dollars spent on a given project and subject to adjustment in the event of budget
underrun.

SIGNED ________________________________
Responsible Sponsor Representative

Project Workplan & Timeline (3.3c)
Activities/Tasks
Corresponding to Project Workplan

At/Before
1st
2nd
3rd
Start-up Quarter Quarter Quarter

4th
Quarter

Post-Yr1
Qtr(s)

Responsible Party
(Specify Dept./Team & Leader)

[Attach additional pages if needed]
Revised: 8/19/2022

Table 4.2: Funding Sources, Commitment Status, and Uses
#

Funding Source:
(Agency & Program, &
Contact Information

Funding Type:
(Federal; State
Local; Private;
or Program)

Funding
Status:
(Committed
or Pending)

Support
Type:
(In-Kind
or Cash)

1

Appalachian Regional
Commission ARC) Grant

Federal

Pending

Cash

Value of
Support:
($)

For all non-cash matching
funds, describe how
match value is calculated

Commitment
Letter Status &
Date:

NA

NA

Intended Use of Funds
from this Source:
(Describe in 12 words or less;
Provide details in Narrative.)

2

3

4

5

6

7

8
Total All Match Sources
(less-ARC Request Amt (Ln
#1))
Total Project Amount (ARC
Funds + ARC Grant
Request)
Match % ($ match / $ total)

Does total match meet or exceed required % match? Y / N: _____
[Attach additional pages if needed]
Revised: 6/16/2021

Section 3: PROJECT NARRATIVE
3.1

Goals and Strategies
a. ARC Investment Goal
Choose the ARC Investment Goal and one of the corresponding ARC Action Objectives
that your project most clearly addresses. See ARC’s 2016-2020 Five-Year Strategic Plan
for a list of goals and objectives.
• Example: [ARC Investment Goal 2: Ready Workforce]
b. NYS Implementation Strategy
From the list of NYS Implementation Strategies that correspond to your stated Goal,
choose the ONE your project most clearly addresses. See New York State ARC Program
Strategies.
•

3.2

Example: [NYS Implementing Strategy: Strategy 2.1: Develop and support educational
programs and institutions to prepare students for postsecondary and for the region’s
workforce needs.]

Strategic Rationale
a. What is the problem/opportunity the project addresses?
This is your chance to tell your story more fully, providing context re: your organization
and the challenge or opportunity at hand. For example, can the proposed project turn a
problem into an occasion for growth? Is there a one-time opportunity that your
organization to take advantage of? How do the issues involved impact your organization
and your community?
b. Why was this strategy chosen?
Why is this project the most practical, cost-effective solution when compared to
alternative approaches?
c. What is the evidence of the demand for the project?
Document local/regional demand for your project. This may include quotes from
stakeholders, excerpts from studies or other research on the issue, and/ or support
letters from stakeholders. Summarize your material here; include longer or more
complete documentation in Section 5: Additional Documentation.
d. How does this project relate to regional development strategies?
Reference REDC Strategic Plan, LDD Comprehensive Economic Development Strategy
(CEDS) plan(s), and/or any relevant county or local plans or visioning documents or
initiatives.

3.3

Project Description
a. Project Summary: Describe your project succinctly, in one to two paragraphs. State
the project’s primary purpose, main activities – including what ARC funds will pay for –
and expected impacts. Make sure to include all the major points; if it appears in your
budget, it should be referenced here. (Suggestions: Since this is basically a summary of

the entire Project Narrative, you may want to write it LAST, after you’ve established your
timeline and built your budget. Also, the projected impact(s) of ARC projects are one of
the most important factors in the review process, so make sure you state them clearly. In
3.8 Performance/ Impact Measures you will be asked to describe them more fully.)
b. Service Area: Describe the project’s entire service area and intended populations
served within that area. List any Distressed Census Tracts in your service area. If
applicable, state whether the area meets income requirements of any other funding
sources such as HUD or Rural Development. Other relevant demographic information
such as educational attainment, employment, housing, and poverty levels may also be
appropriate here.
c. Project Workplan: In narrative form discuss major tasks or activities involved in
completing the project from expected grant approval through project completion. Detail
here all parts of your project and how they fit together. This important part of the
narrative is to be supplemented by the Project Workplan/Timeline Table required in the
NYS Program Required Forms section. This section should explain the timeline of the
workplan as laid out in that table.
•

3.4

Example [Task 1. Request for Proposals (RFP): Grace Rogers, Project Coordinator, in
consultation with the Advisory Committee, will develop the RFP. This group will
develop a list of required qualifications for the project consultant. They will then
conduct a wide area call for proposals and compile a list of qualified firms.
Consultants in the Buffalo/Jamestown/Rochester area will be considered. The Advisory
Committee will then review proposals and make a final determination. …; Task 2.
Equipment: etc.…]

Collaborative Partnerships
a. Identify all major partners involved in the proposed project and how they are tied to
the project financially, or by a leadership role, or by providing skills, relationships, or
expertise to implement or other support the project.
b. Reference any commitment letters that have been provided by all key partners.
(Suggestion: This section should describe any collaborations with other community, state,
regional or federal partners. What exactly will the partners contribute? All partners
referenced in this section must have a corresponding Support Letter in Section 5:
Additional Documentation.)

3.5

Project Sustainability and Grantee Capacity
a.

Sustainability Plan

Describe the plan to ensure the project’s long-term sustainability once ARC funds are
expended. This is applicable to projects that initiate 0programming or other activities
that are intended to become permanent, rather than those that have, for instance, a
planning document as the output. Include efforts to secure other sources of support.
b.

Grantee Capacity

Provide a brief description of the applicant and key project partners. Detail the
applicant’s capacity to manage the project’s continuing, long-term activities (again, if

applicable), and its history in managing comparable projects. Summarize the
qualifications of identified project participants as well as those of consultants and
subcontractors. Complete CVs or resumes of these individuals should be included in
Section 5: Additional Documentation. If the applicant is a 501(c)3 not-for-profit, a onepage documentation of that status should also be included in Section 5.
3.6

Performance/ Impact Measures
a. Outputs and Outcomes
Describe the project’s total forecasted Outputs and Outcomes for the expected period of
the report and for three years following the project’s completions. Refer to the Guide to
ARC Project Performance Measures to develop this section, and since these measures are
ARC’s standard reporting measures of its grant fund’s impact, utilize the language of
these performance measures. “Outputs” are the direct result of the project workplan’s
activities, whereas “Outcomes” measures the rate of success of those activities. In this
sense, when a project “serves” or “trains” a certain number of participants or
communities – these are its outputs; but “outcomes” refers to the number “improved”,
reflecting on the project’s success toward achieving its purpose. Provide a description of
methodology used to forecast the Outputs and Outcomes for the project. (Suggestions: A
project’s impact is one of the most important factors considered by reviewers; this
section lets the applicant quantify those impacts. NOTE: Applicants will only be required
to report on those Outcomes that accrue during the actual project period, NOT on those
projected for 3 years post-project.)
b. Additional Project Benefits
When a project’s success attainment of targeted outputs and outcomes is likely to
facilitate other follow-on or complementing private or public investments, initiatives, or
other desired outcomes, these can enhance the desirability of investing in the proposed
project. Unlike the hard Outputs and Outcomes above, these are any additional benefits
to the region and local economy that will result from the project. Consult your LDD to
determine if these forecasted additional benefits should be included here.
c. Performance Measures Table
The table ad
Outputs

Outputs

Outcomes

Project period
Example:
75 students served

Project period + 3 years after
Example:
225 students will be served (trained
in skills demanded by regional
employers) during the project
period and over the 3 years after
completion.

3 years post-project
Example:
200 students are expected to be
improved -- gaining employment
in their field; 50 locally & 150
regionally and nationally –within
3 yrs. of project completion

,

Section 4: BUDGET NARRATIVE
[Sample format – content is not representative of a particular ARC application]

SAMPLE Project title: Get a Job Now
SAMPLE Project applicant: ABC WorkForce Training
SAMPLE Project Timeline: 18-month project period
SAMPLE “Get A Job Now” Total Project Expenses: $70,930
▪ ARC: $34,953 (49.3%)
▪ Local cash: $2,982 (4.2%) ##
▪ Local In-kind: $32,995 (46.5%) ##
Personnel - $33,000
Get a Job Now program will be ABC WorkForce Training’s regional programmatic response to the
substantiated high-demand jobs that employers currently can’t fill with appropriately skilled or
trained workforce. ABC WorkForce Training’s Project Manager will apply at least 40% of her work
time and effort to this project and assume responsibility for development and implementation of the
entire program. She brings high-level expertise in program development, management, grant
compliance, and has the professional credentials and experience in employment and training
programs, as well as entrepreneurial ventures and creative business modeling. As well, she also has
developed a state-wide network of peers and resources which will be utilized as much as possible in
the creation of the Get a Job Now program development.
Annual salary $55,000 @ .40 = $22,000 x 1.5 years = $33,000
$33,000 @ .45 = $14,850 (ARC)
$33,000 @ .55 = $18,150 (ABC WorkForce Training In-kind)
ARC: $14,850
Local In-kind: $18,150
Fringe Benefits - $9,570
The standard annual rate for fringe expenses used at ABC WorkForce Training is 29%. The fringe for
this project has been calculated on the associated personnel expenses for 1.5 years (18-month project
period).
Project personnel expense $33,000 @ 29% = $9,570 (ABC WorkForce Training in-kind)
Local In-kind: $9,570
Travel - $6,600
This project involves considerable travel costs as the service area covers over 3,200 square miles. by
both ABC WorkForce Training staff and the Get a Job Now Advisement Team. The travel by ABC
WorkForce Training staff for this project is in addition to any other travel performed for non-project
business. The project will take place in all areas of the LDD region, encompassing more than 3,300
square miles. ABC WorkForce Training staff will travel a minimum of 400 miles per month for the
project development and implementation = total of 7,200 miles.
The Advisement Team will convene in person as the full group at least several times and in smaller
group session with ABC WorkForce Training staff and to participate in immersive skill and trades
training program days. Advisement Team mileage is calculated for a flat total of 600 miles.
1

Staff - $3,600
18 months @ 400 miles/month = 7,200 miles @ .365/mile = 2,628 (ARC)
18 months @ 400 miles/month =7,200 miles @ .135/mile = $972 (ABC WF cash)
Advisement Team - $3,000
600 miles @ .365/mile = $219 x 10 people (ARC $2,190)
600 miles @ .135/mile = $81 x 10 people (ABC WorkForce local cash $810)
ARC: $4,818
##
Local cash: $1,782
Supplies - $6,460
The project budget includes the startup supplies and device purchases needed for program launch.
Once Get a Job Now is operational, the annual program fees will cover the consumable supply
expenses and general printing and materials development. Category and line-item expenses will be
included with the final application. All purchases will be made according to federal cost principles.
Office supplies: $1,250 (ARC) ##
Expenses for the consumable supplies and items needed to support the meetings of
the Advisement Team, the group activities for each of the program modules, and
distributed materials to promote the program. An itemized expenditure list will be
provided with the final application submission. At minimum, the initial supply cache
will include: copy paper cases (various sizes of paper), photo paper, binders, clips,
name tags, name tag lanyards, pens, markers, flip charts, post it notes, folders,
manila envelopes, 3-ring binders, brochure holders/stands, portable file portfolios,
spiral binding, materials totes, attendance certificates
Printing/marketing: $2,650
The expense budget includes items and costs for promotion of the Get a Job Now
program and materials needed to support the recruitment effort. Banner stand
displays will be used for multiple years and displayed at regional and state-wide
conferences, or other similar venues where ABC WorkForce Training can set up a table
display. Program brochures will be outsourced for professional quality output. General
copies and materials preparation will be done in-house.
• Pull up banner stand displays, full color – 3 @ $175 = $525 (ARC)
• Glossy 2-sided, fold over brochures, full color – 5,000 @ .18 = $900 (ARC)
• Copies @ 1000s of pages, program handbooks, resource materials,
Advisement Team materials, handouts = $1,225 (ABC WF Training in-kind)
Devices: $2,560
A strategy to develop leadership, build team cohesion, and to produce creative
outputs that capture the cohort’s or individual’s program experience is the production
of video footage. The videos can be edited and produced with text and music and then
used as promotional pieces for the Get a Job Now program and shared on other
websites. Team building exercises will be developed that help the workforce training
cohorts through the process of skills development and introduce the participants to
using tech-nology in ways they may not be exposed to. Two iPad Pro tablets and a
higher-quality video camera will be available during each program day; the external
monitor will be available when participants begin to work on the editing of the
footage.
2

•
•
•
•
•

Apple iPad Pro 2, 10.5” display, wi-fi, camera - 2 @ $685 each = $1,370
Digital camera compatible with iPad and iMovie - $570
External microphone with extra-long cord - $65
Portable external HDMI 15” monitor for full screen viewing - $450
Memory cards 3 @ $35 each = $105
ARC: $5,235
Local In-kind: $1,225
Supplies Total: $6,460

Other - $15,300
Expenses in this category include the stipends for the 10 Advisement Team members, stipends to the
program session special presenters, and to field site visit hosts. Also included are the expenses related
to building out the regional WorkForce website, purchase of domain name, and content population
and updates. The fees for graphic design services to develop a logo for the “Get a Job Now” program
are also included.
• Advisement Team: 10 stipends @ $900 = $9000 (ARC) ##
• Presenter stipends: 6 @ $100 = $600 (ABC WorkForce Training local cash)
• Field site hosts stipends: 12 @ $50 - $600 (ABC WorkForce Training local cash)
• Website: a URL purchase for Get a Job Now, design and populate site, content
maintenance and update = 18 months @ $225/month = $4,050 (ABC WorkForce in-kind)
• Graphic design service: program logo, website, social media, PowerPoint templates,
scalable images, full color, black/white, greyscale - $850 (ARC)
ARC: $10,050
Local cash: $1,200
Local in-kind: $4,050
Construction/ Renovation: $0
Not applicable to this project’s activities or budget.
Equipment: $0
Not applicable to this project’s activities or budget.
Procurement Compliance:
All expenditures of federal grant funds and cash and in-kind match sources will be in accordance with
ABC WorkForce Training’s purchasing policy (copy attached in Section 5: Additional Documentation),
which meets the most recent updates to the Code of Federal Regulations, Title 2, Subtitle A, Chapter
II, Part 200, sections 200.318-326.
ARC Match Rate Calculation:
[NOTE: Remember that the match rate is based on the ARC-designated income status of the county
or counties in which your project is taking place. Counties designated by ARC as “Transitional”
require a 50% match rate, while counties with an “At Risk” designation require only a 30% match.]
The ARC request for the proposed project is $34,953, which represents 49.3% of the total budget of
$70,930. The applicant demonstrates a match rate of 50.7 % of the total project expenses, or
3

$35,977 [$2,010 Local cash + $33,967 Local In-kind]. This figure meets the 50% match commitment
required by ARC.

4

Section 5:
ADDITIONAL DOCUMENTATION
Supporting Materials
•

REDC representative support letter (Whenever this can be obtained, it should be the
first document in the additional documentation section. If one cannot be obtained, a
statement by the applicant certifying the project’s consistency with the REDC(s)’s
Current strategic plan may be substituted. (Consult your LDD about this item.)
Match commitment letter(s) in order of dollar value (highest to lowest). For all in-kind
Match, please explain how the fair market value was calculated
All applicable board or sponsor resolutions supporting the project
All other commitments demonstrating project’s long-term sustainability

(Rev.
8/19/
22)
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