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Instructions for Submitting Proposals in the Food Aid Information System

Executive Summary

The Food Aid Information System (FAIS) is an integrated information system that the International Food
Assistance Division (IFAD) of the USDA’s Foreign Agricultural Service manages and administers its food aid
programs and interacts with its Participating Partners (PPs). The proposal management process includes the
solicitation of food aid proposals, proposal submission by PPs; and proposal evaluation, scoring, and approval by
IFAD.

These guidelines are intended to assist the preparer in submitting a food aid proposal for the McGovern-Dole
International Food for Education and Child Nutrition (McGovern-Dole) program, Food for Progress (FFPr)
program, and the Local and Regional Food Aid Procurement (LRP) program. as required by

7 CFR Part 1599.14, 7 CFR Part 1499.13, and 7 CFR Part 1590.14. All proposals will be submitted through
FAIS. Participants are required to monitor their own progress toward creating and recording data into their

proposal. It is important for all PPs to submit proposals within the appropriate deadline by completing all
required sections in FAIS. If Applicants have any questions, please seek assistance by sending an email to
ppded@usda.gov. Below, Applicants will find step-by-step guidance for submitting the proposal in FAIS.

The following instructions use hypothetical examples and are not indicative of a particular country, program, or
PP. It is intended for instructional purposes only. Appropriate screenshots have been included in the manual to aid
the user in understanding FAIS functional navigation. A brief orientation of the layout and design of the FAIS
interface is provided below.

Important: Applicants should always save their work! If there is no activity by the user, FAIS will time out
after approximately 25 minutes.


https://www.ecfr.gov/cgi-bin/text-idx?SID=9dfff371eeaeee4cef83c4cee94eeee5&mc=true&node=pt7.10.1599&rgn=div5#se7.10.1599_114
https://www.ecfr.gov/cgi-bin/text-idx?SID=9dfff371eeaeee4cef83c4cee94eeee5&mc=true&node=pt7.10.1499&rgn=div5#se7.10.1499_113
https://www.ecfr.gov/cgi-bin/text-idx?SID=9dfff371eeaeee4cef83c4cee94eeee5&mc=true&node=pt7.10.1590&rgn=div5#se7.10.1590_114
mailto:ppded@usda.gov.

SECTION 1: REGISTERING FOR AN e AUTHENTICATION ACCOUNT IN FAIS

For Users Affiliated with Organizations Already Registered in FAIS
An eAuthentication account is the primary way for Program Participants (PP)s to interact with USDA websites.

This account gives Applicants the ability to identify oneself to the USDA via the User ID and password, and it

allows access to FAIS as well as a wide range of other applications across the many USDA agencies and their
services.

Note: If Applicants already have an eAuthentication account and are associated with a particular PP or PVO, he
or she may proceed to login to FAIS.

1. To register, go to https://identitymanager.ecems.usda.gov/registration/index.aspx

2. Click on Register for a Level 1 Account. Applicants do not need to register for Level 2 Access, nor an
Internal Account. Additionally, there is no need to come to the USDA to confirm the account.

USDA United States Department of Agriculture
3’“"’— USDA eAuthentication EHS

S T, # e oy B

Heme
Qulck e You are here: eAuthentication >

» Wht s an sccount? Create an Account - Getting Started

v Greate an account

: About eAuthenfication i Help | Contact Us Find an LRA

Account Creation

b Update your account

USDA Federal Employees, Contractors, & Affiliates

Administrator Links

If you are a USDA Federal Employee, Contractor, or Affiliate of the

v Local Registration USDA, you must register for a USDA Internal Account.
Authority Login

(Register for an Internal Account ]

USDA Customers - What Level of Access Do You Need?

Request Level 1 Access to:

o Visit 3 USDA web page that indicates a Level 1 account is necessary
« Obtain general infermation about the USDA or its agencies
« Participate in public surveys for a USDA agency

Register for a Level 1 Account i

Request Level 2 Access to:
* Submit official business transactions via the Internet
« Enterinte a contract with the USDA
« Submit forms or applicatiens for the USDA via the Internet

Register for a Level 2 Account i

Changing from Level 1 Access to Level 2 Access

If you already have a Level 1 account and require Level 2 access:

1. Log intoe your profile
2. Fill in and submit the required information
3. Visit your Local Registration Authority (LRA)

Log into Your Profile

eAuthentication Home | USDA.gov | Site Map
Accessibility Statement | Privacy Policy | Non-Discrimination Statement | USA.gov

3. Once Applicants fill out the necessary information, including a username and password, he or she will
receive an email from FAS confirming the creation of the account.


https://identitymanager.eems.usda.gov/registration/index.aspx

4. Once Applicants have their eAuthentication account established with a username and password, they
should go to the FAIS website: https://www.eauth.usda.gov/Login/login.aspx

Contact Us | Find an LRA

ick Links
b What is an account?
v Create an account

v Update your account LincPass (PIV) ? User ID & Password 4

Administrator Links
User ID: Your Username
b Local Registration 5
TOG 1
LOG IN 1 forgok my User ID | Password
LlnCPaSS (PlV) REGISTER LOGIN

Change my Password

5. After Applicants login, they will be required to complete a one-time registration in FAIS. The system
displays “Create New FAIS Account” screen, which will display the username. Please select Program
Participant as the organization type. All other selections for U.S. government personnel only. For Level 1
Applicants, the PIN and Confirm PIN fields will be enabled as part of your eAuthentication, and you must
have it to login to FAIS. The Pin should be a minimum of six digits.

You are registered with USDA EAuthentication. To access the FAIS, you are required to confirm to create a new FAIS account.

Account Information

User name ¥ St

Last name

First name ! stestuse
Email address ‘ testuser(@adl
User has to select

Organization Organization Type as
Organization Type |Program Participant E| —p "Program Participant"
Pin

T —® Based on E Authetication Level.
PIN & Confirm Pinwill be Enabled

Register or Disabled

Organization

Organization Type | <Select> r
=Select=

Food Aid Division

Confirm Pin | Monitoring & Evaluation Staff

Office of Country & Regional Affair
Office of Deputy Administrator
Office of General Counsel

Office of Global Analysis

Pin

6. Next, Applicants will be brought to the FAIS User Registration page. The eAuthentication details will be
automatically generated in the cells. In the following Organization Details section of the FAIS User
Registration page, Applicants must complete the following information:


https://www.eauth.usda.gov/Login/login.aspx

FAIS User Registration

INSTRUCTIONS

E-Authentication Details

User name
First name
Last name
Email address

TESTTEST
TESTTEST
FAS

TESTTEST@dummy.org

Organization Details

PP Organization Type | <Select> v

PP Organization | <Select>
Organization Name
Short Name

Address Type | ¥

e PP Organization Type — Select from the drop-down list. If Applicants are associated
with a foreign government, or the World Food Program, select Government or World
Food Program respectively. All other PPs, including PVOs, NGOs, etc. must register
as a Program Participant.

e PP Organization — This list will be automatically generated based on the PP
Organization Type selection.

e Address Type — After a proposal creator selects the address type, either Main or
Branch, the field will be automatically populated with the organization’s address.

Organization Details

PP Organization Type | <Select= v

PP Qrganization

FAD Legacy Other CrganizationType
Government

Program Participant

World Food Program

Organization Name

Short Name

Address Type v

Organization Details

PP Organization Type | Program Participant v
PP Organization Test Participant Organization v
Organization Name
Short Name | Test

Address Type | Main v

Test Participant Organizat

Address Line 1 | Address Line 1
Address Line 2 |Address Line 2
City "Washinﬁu;

State Province |D.C.

Country |United States

Zip Code | 00000

Email Address  |Applicant Email Address
Phone Number ((000) 000-0000
Is Faith Based?

Is Community Based? X

7. Requested Roles — For creating and producing proposals, the minimum FAIS permission levels
required are Program Participant Proposal Contributor or Program Participant Proposal Creator.
For those persons who are Program Administrators, they must also select the Program Participant
Administrator box. Applicants may also request other FAIS permissions depending on the



organization’s needs. For these requests, please detail these requests in the comments section. The
level of permissions requested will be authorized by the IFAD staff.

Requested Roles

Program Partjci

¥ Program Participant Proposal Contributor (Work on One or More Assigned Sections of a Proposal)
“ pr ogram Participant Proposal Creator (Manage Proposal Creation and Submission to Participant Direcigs

on Details; Grant / Revoke Participant User Access)

Program Participant Administrator (M

8. Next, refer to the following cells for the Personal Details section:

» Title: Mr./Mrs./Ms. Etc.; Mandatory

* Position: Designation in the organization, e.g. Manager, Program Analyst; Mandatory

*  Phone Number: Mandatory

*  Phone Extension: Not Mandatory

* Fax: Not Mandatory

* Email Alerts: Check this box if email alerts are preferred whenever any workflow action
(i.e. submit, request modification) are sought on any process in FAIS; Encouraged

*  FAIS Alerts: Check this box if system alerts are preferred whenever any workflow action
(i.e. submit, request modification) are sought on any process in FAIS; Encouraged

* Requested Comments: Please add comments that details which requested roles wanted
for the FAIS account; Not Mandatory

Personal Details

Salutation |Your Salutation
Position |Your Position
Phone |000-000-0000
Phone Extension | Your Phone Extension
Fax |Not Required
Email Alerts?
FAIS Alerts?

Requestor Comments |Please add me as a Program Participant Creator and
Contributor

Register |

For Users of Organizations Unregistered in FAIS
If the Applicant’s organization is not yet registered, please download and fill out the Organization
Registration Form, located on the FAS public website here: https://www.usda.gov/food-aid-information-

system. Once completed, please attach the file in an email and send to ppded@usda.gov with the subject
line: Request to Register New Organization. An IFAD Analyst will create the organization record in
FAIS and will notify the Applicant once completed so they may select their organization.

Activation of the Account
After successful registration, the Applicant will see the following message below regarding the

activation of the account. IFAD will also receive a notification that a new user has registered and will
approve the account.


https://www.fas.usda.gov/sites/default/files/2019-06/organization_registration_form.xls
https://www.fas.usda.gov/sites/default/files/2019-06/organization_registration_form.xls
https://www.usda.gov/food-aid-information-system
https://www.usda.gov/food-aid-information-system
mailto:ppded@usda.gov

Sorry, FAIS Log On Failed.

INSTRUCTIONS ?

You have successfully registered as a FAIS user. However, your account has not been activated yet. Please follow the appropniate
guidelines in the green box just above this message.

Once approved, Applicants will be able to login with their respective username and password and will
be taken to the FAIS homepage.

FAIS Homepage

Once the Applicant is logged in, he or she is taken to the FAIS homepage. Here, users will find links
pertaining to the food aid solicitation, this training manual for PPs as well as other relevant documents.
Please refer to the links and save the files as necessary.

USDA United States Department of Agriculture
=—=o Food Aid Information System
)

Linking ULS. Agriculture @

seded FAIS Home Page

INSTRUCTIONS ?

2 i AR s HE S e

Notice: Public Meeting Announcement for USDA FY 2019 Food Aid Notice of Funding

Opportunities

A sitemap index with links is provided horizontally across the top of each page below the menu bar.
These links will help in navigating through the hierarchies of each element and to keep track of locations
within FAIS. The homepage consists of the following column headings:

o Home — This link takes the Applicant to the FAIS homepage

e Proposal — All proposal and solicitation actions can be found here. This section is explained in
greater detail below

e Agreement — Database of every agreement associated to the organization

o Compliance — Links to the database of the organization’s Monitoring and Evaluation (M&E)
reports and other compliance-related actions

e About FAIS — Information regarding FAIS including new system enhancements and data
releases



In addition, brief instructions are provided on each screen in a green box as shown below. The
instructions describe the mechanics of viewing and editing the screens and defined the data fields.
Important business rules that must be followed are also included, where appropriate.

FAIS Home Page

INSTRUCTIONS

Welcome to the Food Aid Information System (FAIS) homepage. This page contains the following information:

* ANMOUMNCEMENTS: This section consists of several parts:

& Overview of the full FAIS functionality.

# How to use FAIS: Describes the need to register as a FAIS user, and the need to belong to a registered organization.

¢ Recent Updates: The complete FAIS functionality will be delivered in multiple releases. This section provides an overview
of the functionality and enhancements delivered to date.
& FAIS Support: Describes the process for seeking technical support.

* FOR PROGRAM PARTICIPANT USERS: Provides links to the Training Material and the User Manual pertaining to the

Program Participant users. Please click on any link and save the file to yvour computer.

¢ FOR NON-PROGRAM PARTICIPANT USERS: Provides links to the Training Material and the User Manual pertaining to

Mon-Program Participant users. Please click on any link and save the file to your computer.

Important: In FAIS, the system displays a list of validation errors (if any) in red if there are issues with

the data the Applicant submits. FAIS will not commit the workflow action until the user fixes all

validation errors. An example error message:

> The Proposal Contributor field is required for each section

SECTION 2: CREATING A PROPOSAL IN FAIS

To begin creating the organization’s food aid proposal, click on the Solicitation icon that is located under

the Proposal tab.

Linking ULS. Agriculture @

TN Vol

Agreement | Compliance : Administration

v

The next screen displays the list of solicitations. If the current solicitation year is not displayed, the
Applicant can find the current program solicitations by searching by Fiscal Year and Program Type.



Solicitation List

INSTRUCTIONS

Solicitation Search Criteria
——
—>

Program Type | All
Fiscal Year (2016 |TO 2016

Status ﬂ b Iid ¥

List of Solicitations

n Short Description ~ Fiscal Year Type Solicitation Period .~ Ant. Award Date Status  Action
17 FY16 FFPr Solicitation 2016 FFPr |04/16/2015 - 10/16/2015 11/16/2015 Published | View
18 FY16 MGD Salicitation 2016 MGD |D4/16/2015 - 10/16/2015 11/16/2015 Published  |View &

‘Showing 1 to 2 of 2 entries Filter all columns: ‘

e Solicitation Period: Start and end dates for accepting proposals for that solicitation.

o Anticipated Award Date: The date by which FAS anticipates selecting proposals for funding
under the solicitation. A proposal submitted against a solicitation should specify a project
start date after the Anticipated Award Date.

Click on the View link of the program solicitation for which Applicants will create a proposal. This is
found under the Action column.

The following page allows both a PP Director and PP Proposal Creator to view a solicitation and to
create a proposal for that solicitation. If Applicants have Proposal Contributor permission levels only,
they cannot create a proposal. In this example, the 2016 Food for Education solicitation has been
selected. The solicitation information listed below will be based on the award type. Click Create Online
Proposal to generate a proposal template which the proposal creator will submit once completed.

You are here : Home > Proposal > Proposal Creation Welcome localadmin [ Log Off ]
Create Proposal
INSTRUCTIONS ?
Search and Select Solication
Fiscal Year | 2016 ¥
Program Type | MGD - Food For Education v
Solicitation FY16 MGD Solicitation v
|View Solicitation || Create Online Proposal | _
Front Page Home Page

Once created, the proposal record is archived as In Progress in the FAIS system. After the Applicant
logs off, he or she can return to the proposal and work on it at any time. To find it, click on the Proposal
tab located in the drop-down menu and select Proposal.

a1l

Linking ULS. Agriculture @

T\l

Agreement | Compliance | Administration ;: About FAIS




Applicants can then search for each created proposal affiliated with the proposal. Click on the Proposal #

to access the proposal and continue the submission process.

Proposal List

INSTRUCTIONS

Search Information

Organization | Your organization A

Fiscal Year | 2016 v
ALL
ALL |

|Search |
L 5 |

Program Type
Country

List of Proposals

Proposal # P';’g"a'“ f{':‘:;' p“""’::' PP Creator ‘?‘"":';_at'o':’ Country S'T""'“F Organization Contributors ~ Action
Name of Every Assigned Contributs
) I ry Assigned Contributor
> |zoi6-0004| MGD 2016 IIﬂl:ogress Proposal 0% Tnzgge g Online | oo tion | will bedisplayed here Delete
Creator
‘Showing 1 to 1 of 1 entries Filter all columns: ‘

A left panel titled My FAILS displays information describing the
Applicant’s proposal:

e Alerts — The link displays a log of pending and
completed FAIS-program actions that the user
initiated

e Proposal # — Proposal identification automatically

Alerts

o Proposal # 2016-0003

< Organization: Your
Organization

Solicitation 1D: 18
Program Type: MGD

Fiscal Year: 2016
Status: In Progress
Country: To Be Decided

generated in FAIS
e Organization — The name of the organization
submitting the proposal

L= - T - - -]

e Solicitation ID — This is the number associated with the
solicitation the proposal is competing under

o Fiscal Year — Federal fiscal year under which the proposal is competing for funding

e Status — All unsubmitted proposals will be labeled /n Progress. This status will change once the
proposal is submitted in FAIS

e Country — This section will be labeled with the country or region the proposal is applicable to and
is entered in the Introduction section of the proposal

Data Navisati
This menu provides links to the various required sections of the proposal that must to be completed before
it can be submitted. All other functions are arranged as menu items under several subsections. Access to
these menus are governed by FAIS roles. Each proposal section presented in the Data Navigation menu is
highlighted in greater detail throughout this document. In Data Navigation, the following links are
displayed:



1. Print Proposal — This is the display to which the proposal will be viewed by the reviewers, all
information, including links to attachments will be displayed
2. Download Proposal — This function downloads the entire proposal as a HTML file. In viewing the
proposal, it is recommended that the Print Proposal function be used
instead My FAIS
3. Download Proposal Attachments — This downloads all uploaded Alerts
documents into a single zip-file « Proposal # 2016-0004
4. View Proposal Assignment — This page displays a read-only view of | ® Orga”izatm”:\é‘:;;mzatim
the proposal assignments; i.e., the Proposal Creator and the Proposal + Solicitation ID- 18
Contributor assigned to each proposal section. Applicants cannot = Program Type: MGD or FFP
make any changes to the proposal in any of the View links ® ;'tsial ‘r’leag 2016
. oo = Status In Progress
5. View Applicant Details — Shows the Applicant details in a read- o Country: To Bge Declded
only mode. 1 B N
6. View Introduction — Shows the Introduction section in a 2 at? avigation
read-only mode s B Print Proposal
’ ) o o Download Proposal
7. View Commodity — Shows the Commodity section in a 4 | . Download Proposal
read- only mode : ﬁ‘lctacr;ments e -
8. View Result — Shows the results, activities, and the mapping 7 : V:S\: A;%ﬁ:igg?wt Dsestlagirl‘lsmen
sections in a read-only mode 8 | ¢ View Introduction
9. View PVO Budget — This page shows the Budget narrative in 9 | © View Commodity
a read-only mode 10 & vEwiRel
_ . N . 41 | ° View PVO Budget
10. Download Budget — This function was utilized for previous 12 p=—Rounload Sudget
years’ budget proposals and is no longer used in FAIS. Refer 43 | ° Proposal Summary
to the budget guidelines for more information "
s |° Applicant Details
= Introduction
The followin tions require data entry: 16 | . result
17 | = commodity
11. Proposal Summary — This is the homepage for a specific proposal ¢ _PVO Budget
where Applicants can upload attachments and submit proposal 5
sections for review
12. Proposal Assignment — The page where roles are assigned to each of the proposal sections
13. Proposal Applicant Details — This page where primary Applicants of the organization are assigned
as contacts for the proposal
14. Introduction — Where project start and end dates are selected in addition to country determination and key
personnel
15. Results — This page is for entering the Results, Activities, Activity Mapping, and Other Details
16. Commodity — This page is for submitting commodity selection and detailed commodity logistics
17. PVO Budget — Displays the section to submit the budget narrative

There are multiple sections within each link in the Data Navigation menu which require data entry in addition to
uploading required Attachments. These sections are detailed below.



SECTION 3: PROPOSAL SUMMARY

This section is the homepage of the Applicant’s proposal. This page displays:

Proposal Information — Basic proposal information indicating the name of the organization submitting
the proposal, solicitation ID number, proposal number, which program the proposal is applying to, the
status of the proposal in FAIS, and the country the organization is proposing to operate in.

Proposal Section Details — Staff assigned as the PP Creator (Proposal Manager) and the various
Contributors (Authors) to each of the four proposal sections (Introduction, Commodity, Results, and
Budget). Only one PP Creator may be assigned to a proposal, and one Contributor may be assigned to a
given section. One person may be assigned multiple sections, or as a PP Creator and PP Contributor

Proposal Workflow History — Shows each proposal review event (Create, Assign, Submit for Review,
Submit to USDA, and Withdraw)

Workflow Actions — Shows the actions that can be executed based on the proposal status

Attachments — Tab on the Proposal Summary page which lists all of the proposal attachments that have
been uploaded (Refer to the Attachments portion of this document)

All proposal assignments will be displayed in this section, including changes to proposal contributor contacts,
workflow history, and workflow actions such as when a section is submitted for review.

— | . — 2

a Country To Be Decided

ﬁ User Date Action Status Comments
Name of Proposal Creator 4/20/2015 01:27:19 Create In Progress Proposal Creation
a |Showing 1 to 1 of 1 entries Filter all columns:

You are here : Home > Proposal > Proposal Summary Welcome localadmin [ Log Off ]

Proposal Summary

Proposal Summary Attachments

Proposal Information

Organization | Your organization
Solicitation 1D | ID #
Proposal Number |2016-0005
Dmgram Type MGD or FFPr

Status |In Progress

Proposal Section Details

Section Name Contributor Status Comments

Proposal Workflow History

Workflow Actions

Submit For Review
Proposal Section Details
Section Name Contributor Status Comments
Introduction Section Contributor 1 In Progress Comments are displayed here
Commodity Section Contributor 2 In Progress
Result Section Contributor 2 In Progress
Budget Section Contributor 3 In Progress

Proposal Workflow History

User Date Action Status - Comments
Proposal Creator 4/20/2015 01:33:34 Assign In Progress Assign Proposal
Proposal Creator 4/20/2015 01:27:19 Create In Progress Proposal Creation
Showing 1 to 2 of 2 entries Filter all columns: | |

Important: FAIS will prevent the proposal from being submitted if all sections (Applicant Details, Introduction,
Commodity, Results, Budget, and all Attachments) are not reviewed and approved by the proposal creator. During
the review process, each proposal section must have a status of Submitted for Review for the proposal creator to

submit.




Proposal Assignment

After the proposal is created, the Applicant will be immediately brought to the Proposal Assignment
page. This section is used to assign the roles for the proposal and manage each section. These roles
include:

Proposal Creator: The person in the organization assigned as the overall proposal manager. This person
will have edit capabilities to all proposal sections and will be the first-level reviewer for the various
proposal sections if these sections are assigned to other staff members. To be assigned this role, a person
must be given this role in their FAIS registration profile. This role can be changed at any time.

Proposal Contributor: A staff member who is assigned to write a given section. A section contributor
will be given edit capability only to the section(s) to which the person is assigned and has a read-only
capability to all other sections.

Note: This person may also be the Proposal Creator and PP Director if there is only one person
responsible for producing the proposal.

In addition, there is a Comments field that is used to convey any instructions to the persons assigned by
the proposal.

Home > Proposal > Proposal Summary > Proposal Assignment
Welcome localadmin
Assign Proposal

INSTRUCTIONS

Basic Information

Director | Select Director v
PP Creator |Select Proposal Creator ¥ | *

Comments | You may add comments relevant to your organization and to staff assignments here.

Section Name

<Select>
p

Introduction Section

<Select>
*

Commoedity Section

=Select=
*

Result Section

Budget Section <Select>

Assign

The proposal contains four main sections that require an assigned contributor. The sections can be
assigned to persons in the Applicant’s organization if they are registered in FAIS, and they have their own
workflow and statuses as mentioned in the table below. The same person may be selected as contributor
for all sections. Each field must be assigned to an individual. After the Applicant clicks Assign, an
automated email is sent out to the contributors assigned to the section. This applies only to contributors
who opted for email alerts when they registered.



Proposal Section Status

Status Status Description Action Button | Ul / Page
In Progress Proposal is created by a participant | Create Online | Create Proposal
director Proposal

Modification is requested on a | Request for | Section Summary

proposal section Modiciation
Submitted For Proposal section is submitted to | Submit for | Section Summary
Review proposal creator for review by | Review

proposal contributor
Submitted Proposal is submitted to FAD by | Submit to FAD | Proposal Summary

participant director

Important: In each section (Introduction, Commodity, Results, and Budget), the assigned contributor
can click on Submit for Review, which is located under Workflow Actions. This will send an email alert to
the Proposal Creator who will then have access to review the section and make any edits.

If necessary, the proposal creator can then request a modification of that section.

Workflow Actions
Submit For Review

The Applicant may also add comments regarding any actions or updates to the section in question. These
comments should be for the organization team members only.

Note: These comments are visible to FAS.

| Action Comment

Comment:

Add brief comments to team members here.

| OK Cancel

SECTION 4: PROPOSAL APPLICANT DETAILS

This page displays the list of people assigned as contacts for the Applicant’s proposal. Both a Proposal
Creator and PP Director are given the ability to specify each contact by clicking Create New Proposal
Contact link.

Important: This is a mandatory section. The list of contacts in this section is different from the list of
PP Creator and PP Contributors. The persons listed do not necessarily play a part in the proposal
development nor require an account in FAIS.

To begin, click on Create New Proposal Contact.



You are here : Home > Proposal > Proposal Summary > Applicant Summary Welcome localadmin [ Log Off ]

Proposal Applicant Summary

INSTRUCTIONS ?

Participant & Proposal Information

Organization Name :_Your Organization
Address Location 5_'[:\'-'1_a_|-_r_1_
Address Line 1 | Line 1
Address Line 2 Line 2
City :“anatinn
State Province | State or Province
Country _“USA or Foreign

Zip Code |Zip Code, If in US.

List of Proposal Contacts Create New Proposal Contact
Title First Last Desi ion Email Pho; Zip Co Type(s) Action
Showing 1 to 1 of 1 entries Filter all columns: ‘

For each proposal, there are five types of required contacts. Applicants must assign a contact type to all
individuals or FAIS will reject the proposal when submitted. A single person may be assigned multiple
roles by selecting one person from the drop-down menu and checking multiple checkboxes. The contact
types are:

¢ U.S. Contact: The organization’s primary proposal contact located within the United States

o Legal Signatory: The organization’s proposal contact with the legal authority to sign
proposal documents

¢ Donation Country: The organization’s contact in the proposed project country

¢ Organization HQ: The organization’s proposal contact at the headquarters or main
office of operations

o Applicant: The organization’s proposal contact who is able to address proposal questions or
issues. This is typically the Proposal Director or PP Creator

When a person is selected from the drop-down menu, the person's contact information will be populated
from their FAIS registration profile. Only the person's phone number and fax number will be editable for
the purposes of this proposal; i.e., the new information will not be stored permanently in the person's
registration profile information.



Contact Type

Participant Contacts
Salutation

First Name

Last Name

Middle Initia
PosItion

EMai

Phone

Fax

PP Address Location
Address Line 1
Addiess Line 2

City

State Province
Country

Zip Code

Basic Information

¥ US Contact

# Legal Signatory
Donation Country
Organization HQ

Applicant Contact

<Add New> v

First Name

Last Name

Executive Director
Email Address

000-0000

This address may either be the primary or branch address located within the proposal country v

line 1
Line 2
City
[state or Province
United States

Zip Code #

Save

—

Applicants may select from a
drop-down list of all Participant
Contacts who are registered with
the organization in FAIS or create
a new contact.

Reminder: All listed contact types must be included in the proposal. The created records will be

displayed on the Applicant Summary page.

List of Proposal Contacts Create New Proposal Contact

First

Title Name Last Name Designation Email Phone  Zip Contact Type(s) Action
First Last b . N Email 000- N . 5 Edit |
i Zip Cod =k
Salutation Nae M Executive Director diiress 0000 ip Code| US Contact, Legal Signatory Delete
. First Last Applicant Contact, HQ |Email 000- - Donation Country, Crganization HQ, Edit |
el Name |Name IT |Director Address1 |oopo  |ZPCede Applicant Contact Delete

Showing 1 to 3 of 3 entries Filter all columns: |

The following sections details each of the four primary sections required to submit a proposal in FAIS. In
regards to the Results, Commodity, and Budget sections of FAIS, to minimize duplicative entry of information
already provided by the Applicant in a proposal attachment, Applicants may enter language in a FAIS data field
referencing the location of proposal information in said attachment. For example: “See Attachment X: Project
Level Results Framework™ can be entered in the field for Results.

Refer to the proposal solicitation for specific content guidance.

SECTION 5: INTRODUCTION

Intr tion
The Introduction Summary page displays summary information and a workflow history about the
introduction section, e.g., section submissions and requests for modification. This page also allows for

the submission of sections for review by clicking on Submit For Review in the Workflow Actions section.

mmar

Two required subsections exist here and are displayed as tabs:

1. Introduction Details (Country Selection)
2. Key Personnel (Program Administration List)



Proposal Introduction Section Details

INSTRUCTIONS

Introduction Summary Introduction Details Key Personnel

Introduction Details
Country I ﬂ *
Anticipated Start Date [F[(MM/DD/YYYY) *
Anticipated Completion ’7__(MM/DDIYYYY) "
Date s
Anticipated Monetization —
MM/DD/YYYY
Completion Date l:l E((MM/DD/Y )

Is This A Continuation Of
Previous Program O

Save

To begin, click on the Introduction link in the Data Navigation menu, and the system will display
the Introduction Details page. Applicants will be able to edit the following details:

e Country — Please refer to the solicitation for the list of priority countries and regions. Every
country, territory, and region is listed alphabetically

¢ Anticipated Start Date — Project implementation date. This date must not be prior to the
Anticipated Award Date stated in the solicitation

¢ Anticipated Completion Date — This is the tentative date which the project willend

¢ Anticipated Monetization Date — FFPr program only. This date must fall within the
anticipated start and completion dates

¢ Check box for a Continuation of a Previous Program — Check the box if the proposal is
an extension of an existing project

Click Save to record the details for this section.

Proposal Introduction Section Details

INSTRUCTIONS
Introduction Summary Introduction Details Key Personnel

Introduction Details

Country I l‘ *
Anticipated Start Date [11/3/2020  [2a/(MM/DD/YYYY) *
Anticipated Completion

Date 1073172024  [E[MM/DD/YYYY) *
Anticipated Monetization —
Completion Date |3/18/2021 | [FE(MM/DD/YYYY)

Is This A Continuation Of

Previous Progra
Key Personnel

This page lists the key project staff participating project implementation. Applicants should highlight the
technical and management experience of the Chief of Party or Country Director and the proposed
management structure of the project which outlines the appropriate positions. Refer to Organizational
Capacity and Staffing section of the NOFO for instructions regarding the list of project personnel. In
addition, Applicants are required to submit as an attachment an organizational chart which identifies

key positions.



Proposal Key Personnel

INSTRUCTIONS

Introduction Summary Introduction Details Key Personnel
Add new record

No records to display.

Mo [ Displaying items 0 - 0 of O

~)

To create a new entry, click on the Add new record button. Enter the values for each field; e.g.,
<Executive Director, 100 percent, corporate support>, in the table and press the /nsert button.

Proposal Key Personnel

INSTRUCTIONS ?

Introduction Summary Introduction Details Key Personnel

M&E Specialist 100.00 Fieldimplementation x
| H b 0

Use the Edit button to enter new values for an existing entry, then click Update. Use the Delete button to
delete an entry from the table. Applicants should not use more than 128 characters for Main
Responsibility description.

Proposal Key Personnel

INSTRUCTIONS

Introduction Summary Introduction Details Key Personnel

Add new record

Field implementation of
M&E Specialist 100.00 montioring and Edit
evaluation system

- 4 4 [ Displaying items 1 - 1 of 1

~)

When complete, including all other sections of the introduction section, return to the Introduction
Summary tab and click on Submit for Review.

Workflow Actions

Submit For Review

If there are no submission errors or omissions, a green box will be displayed stating that all data sections
have been recorded.

Submit For Review action has been completed successfully



SECTION 6: RESULTS

IFAD utilizes program-level results frameworks for each of its programs. In this section, Applicants
are required to produce a results framework from the tools provided. To begin, click on the Results
tab located in the Data Navigation menu.

Pr al Result Summar

In the Proposal Results Summary page, there are four tabs that require data entry. If any section is
omitted, FAIS will reject the Applicant’s proposal submission. These sections are the following:

1. Results

2. Activities

3. Mapping

4. Other Details

In the Results, Activities, Mapping, and Other Details tabs in FAIS, to minimize duplicative entry of information
already provided by the Applicant in a proposal attachment, Applicants may enter language in a FAIS data field
referencing the location of proposal information in said attachment. For example: “See Attachment X: Project
Level Results Framework™ can be entered in the field for Results.

Proposal Result Summary

INSTRUCTIONS T

mng Activities Mapping Other D@

Proposal Information

Organization Ynurbrgam_za.tmn
Proposal Number (2016-0006
Program Type |MGD or FFP
status [In Progress

Country |Selected Country or Region

Results

On this page, Applicants are required to identify from the Results Framework map all results the project will
achieve. FAIS allows the Applicant to select results based on a hierarchy that captures the relationships in the
program Results Frameworks. The program has two Results Frameworks that must be completed by the
Applicant.

Applicants must contribute to both of the highest-level results in the two program-level results frameworks. For
McGovern-Dole, the highest-level results are: “Improved Literacy of School-Age Children” and “Increased Use
of Health, Nutrition and Dietary Practices”. For FFPr, the highest-level results are: “Increased Agricultural
Productivity” and “Expanded Trade of Agricultural Products”. To begin, click on the Results tab. Both the
Results Framework #1 will be displayed, along with a link for Framework #2. The screenshots below depict the
McGovern-Dole Results Frameworks.



Framework #1

INSTRUCTIONS ?

Activities Mappin Other Details

MGD Resulls Framework #2

McGovern-Dole l ey e Ol
Results Framework #1 MTD'W
[ | ]
Improved Quality of Literacy Improved Attentiveness Improved Student
Instruction (MGD 1.2) Attendance
(MGD 1.1) (MGD 1.3)
k H =4 T [ I — = | 1
More Better Reduced Increased Reduced | Improved || Increased || Increased
A Literacy || Skillsand || Skillsand | |Short-Term | Economic Health- School Student
Teacher || School Instruc- || Knowledge | Knowledge Hunger and Cultural || Related Under-
Atten- ||Supplies & | tional | of Teachers | of School | | (MGD 1.2.1) | |Incentives (Or | Absences ture IMGD 1.3.4) || standing of
dance || Materlals || Materials || (MGD1.14) | Adminis- Decreased ||(MGD1.3.2) || (MGD 13.3) Benefits of
(MGD 1.1.1), |(MGD 1.1.2)| |(MGD 1.1.3) trators )
(MGD 1.1.5) (MGD 1.3.1) (MGD 1.3.5)
’ti :'\ ; eey 5
Increased Access to Increased Use of Health and
Food (School Feeding) | | Dietary Practices (See RF #2)
(MGD 1.2.1.1,13.1.1) (MGD 502)

(MGD 1.4.4)

# 2016-0005

Framework #2

Summary Rtesult: Result Indicators  Activities  Activity Indicators  Mapping  Other Details

MGD Results Framework #1 (19) MGD Results Framework #2 (10)

MeGovern-Dole
Results Framework #2

Access 1o
Clean Water
and Sanftation

(MGD2.4)




To select each result, click on each result box, which will turn a gray color, and a corresponding green
message box will pop-up.

Added Result: Improved Literacy of School-Age Children

Summary m Activitid Mapping Other Details

MGD Results Framework #1 (1) MGD Results Framework #2 (1)
— \ -

McGovern-Dole ’ ; 4 teracy of School-Age ‘
Results Framework #1 (MGD301)
Improved Quality of Literacy Improved Attentiveness Improved Student
Instruction {MGD 1.2) Abadaice
(MGD 1.1) (MGD1.3)
) - x J %

FAIS requires that at least one result be selected for each Framework. Refer to the example below. A
number will be displayed in parentheses next to the Results Framework indicating the number of results
selected. The selected results will be displayed in the Mapping section of the proposal.

R RRRRRRERRRRRRRRESSESSSSSEESEEBBSSNN——S g N
MGD Results Framework #1 (11) MGD Results Framework i 2 (9)
~_
In this example, nine results
McGovern-Dole were selected.
Results Framework #2 —
Increased Use of Health and
Dietary Practices
(MGD 502)

T i N\
proved Increased Increased Increased /] Increased
/K{_'pof Knowledgeof |\, Knowledge Access to Access to Access to
Health and Safe Food Prep > Nutrition (Clean Water P i Requisite Food
Hygiene and Storage (MGD2.3) and Sanitation Health Prep and
Practices Practices / Services ’ Intervention: Storage Tools
D2.1) (MGD 2.2] \, (MGD24) (MGD 2.5) \ and Equipment
% / v \\‘MGD 2.5]/
T —
Capacity Impraved Policy and Increased Increased
Foundai 1 of Government Regulatory Government Local Organizations
Resul Institutions Framework Support Community
i) (MGD 2.7.2) -

Although FAS encourages selecting results from the provided list, Applicants may also produce custom
results. To add a custom result, click on the Add Custom Result link. Refer to Project-Level Results
Frameworks section of the solicitation for more information. Custom results should be appropriately
labeled and should be linked with specific activities.



;

Add Custom Result

Result Title: “

Save & Close Cancel

Increased Capacity
of Government

Institutions
{MGD 1.4.1)

Custom Results for Proposal # 2016-0005 Add Custom R.ESLIit}

Add Custom Result x

Result Title: |Add the Result Here

A
Gﬁve & Close) Cancel
TR

Click Save & Close to record the custom result into FAIS. Applicants may edit or delete the result if
necessary.

Custom Results for Proposal # 2016-0005 Add Custom Result

Result 1.4.5 Custom Result Example Edit Delete

Conversely, the Applicant may opt to simply input one result with a reference to where the complete
information can be found:

Custom Results for Proposal # 2019-0152 Add Custom Result

See Attachment X Edit Delete

Activities

As part of the proposal application, (see Plan of Operation and Activities in the NOFO), the Applicant
must provide a complete list of activities and map the activities to the appropriate results function to
capture the linkage between activities and results. In addition, Applicants are required to provide short
Activity Descriptions for each activity.



Summary Results m Mapping Other Details

List of Proposal Activities

Create New Activity

Activity Activity Description Activity Order Action
To add an activity, click the Create New Activity link located on the activities table.
Create Proposal Activity %
Activity | Choose an Activity v
Activity Description |Add the activity description here. This text field does not accept any formatting.
£ ¥
Activity Order |1, 2, 3, etc.
Save Cancel

Refer to the list of activities found in the drop-down list. Applicants may produce a custom activity
by selecting Custom Title, which will produce a cell where the new activity can be recorded.

Create Proposal Activity

Activity | Choose an Activity v
Choose an Activi

Activity Description | Cystom Title

Building/Rehabilitation: Kitchens
Building/Rehabilitation: Latrines
Building/Rehabilitation: Schools
= Building/Rehabilitation: Warehouses and Storerooms
Building/Rehabilitation: Wells and water stations/systems
Capacity Building: Local, regional, national level
Curriculum development
Develop partnerships with farmer groups to supply food to schools
Distribute uniforms and/or shoes
Distribution: De-worming medication, vitamins & minerals
Distribution: School fumniture and equipment
Distribution: Schoal supplies and materials
Enrollment campaigns
Activity Order Establish activities to promote literacy
Establish libraries
Establish Parent-Teacher Associations
Establish school gardens
Extra-curricular activities =

Save

Cancel

The field character limits for these cells are: Custom Title (64 characters), and Activity Description

(16,384 characters). The text boxes do not allow for any formatting.

Actwvity
Casstom Actvity Name

Activity Descripion

Artivity Crdar

Edit Proposal Activity

Custorn Title
Type the Custom Activity Name Here

Add the activity description here. This text field does not accept any formatting.

1,2, 3, ete.

Save

Cancel




Use the Activity Order cell to sort the activities in the table alphabetically. Enter whole numbers for
Activity Order and the list of activities will display in ascending order of the numbers entered.
Click Save to record the activity into the table. Applicants may edit or delete each activity where
necessary.

Summary Results Mapping Other Details

List of Proposal Activities Create New Activity

Activity Activity Description Activity Order
Applicant's Custom Title Description Entered Here 1 Edit Delete
Building/Rehabilitation: Kitchens Description Entered Here 2 Edit Delete
Curriculum development Description Entered Here 3 Edit Delete

Conversely, the Applicant may opt to simply input one activity with a reference to where the complete
information can be found:

Proposal Activities & Beneficiaries

INSTRUCTIONS ?

Proposal Activity updated for: See Attachment A.

Summary Results m Mapping Other Details

List of Proposal Activities Create New Activity
Activity Activity Description Activity Order Action
See Attachment A See Attachment A 1 Edit Delete

Mapping

This page allows for the connection of the Applicant’s proposed Activities to the selected Results. Every
Activity produced must be mapped to a Result. Conversely, not every result, including higher-level
results, is required to be mapped to an activity. These linkages should exactly reflect the Project-Level
Framework submission.

Notice that a single activity may be linked to more than one result as long as all activities are
completely mapped. Applicants may create this section by selecting the activities and results
already specified for the proposal from the drop-down menus and clicking the Save button.
Applicants may also edit or delete an existing mapping (relationship) by using the Edit or Delete
links. If there is a Result or Activity not being displayed, Applicants should return to the preceding
tabs and review the selection.

You are here : Home > Proposal > Proposal Summary > Result-Activity Mapping

Welcome localadmin [ Log Off ]
Proposal Result & Activity Mapping
INSTRUCTIONS ?

Summary Results Activities Other Details
Add/Edit Result & Activity Mapping

Proposal Activity | =Select Proposal Activity= ¥ | *
Result | <Select Result> v

Save |

First, select the Activity that was produced in the preceding Activities section. All Custom Activities
produced will be included.



Add/Edit Result & Activity Mapping

Proposal Activity | <Select Proposal Activity> |

<Select Proposal Activity=
Result
Applicant's Custom Title
Building/Rehabilitation: Kitchens
Curric ulum development

Next, select the Result that was generated from the Results tab. In this drop-down menu, all Custom
Results will also be displayed. If a particular Result required by the Applicant is not located, return
to the Results tab to review the selection and make any changes.

Add/Edit Result & Activity Mapping

Proposal Activity | Building/Rehabilitation: Kitchens ¥ | *

Result | <Select Result>
<Select Result>
Improved Literacy of School-Age Children
Increased Government Support
Increased Engagement of Local Organizations and Community Groups
Increased Capacity of Government Institutions
Improved Pclicy and Regulatory Framework
Act |mproved Quality of Literacy Instruction
Showing 1 to 1 of 1 entr iore Cnnsw_stenl Teacher Attendance ] olumns:
Improved Literacy of Instructional Materials
Increased Skills and Knowledge of Teachers
Increased Skills and Knowledge of School Administrators
Improved Attentiveness
Reduced Short-Term Hunger
Increased Access to Food (School Feeding)
Improved Student Attendance
Increased Economic and Cultural Incentives (Or Decreased Disincentives)
Reduced Health-Related Absences
Increased Use of Health and Dietary Practices
Increased Government Support
Increased Engagement of Local Organizations and Community Groups -

List of Result & Acti

Any mapped Results & Activities can be edited or deleted prior to submission.

Add/Edit Result & Activity Mapping

Proposal Activity | <Select Proposal Activity> v *
Result | =<Select Result= v|*
Save

List of Result & Activity Mapping Create New

Activity Result Action
Applicant’s Custom Title Improved Literacy of School-Age Children Edit | Delete e
Applicant's Custom Title Increased Capacity of Government Institutions Edit | Delete
Building/Rehabilitation: Kitchens Improved Student Attendance Edit | Delete
Building/Rehabilitation: Kitchens Reduced Short-Term Hunger Edit | Delete
Curriculum development Improved Attentiveness Edit | Delete
Curriculum development Improved Quality of Literacy Instruction Edit | Delete

‘Showing 1 to 7 of 7 entries Filter all columns:

Other Details

The final tab of the Results section includes the submission of information regarding the following:

e (Cash or Non-cash Contributions

e  Subrecipients

¢ Government and Non-Governmental Agencies

e  Method of Educating the Public

e Method of Choosing Beneficiaries

e Target Geographic Area (Illustrative maps can be uploaded in FAIS as anattachment)



All Applicants must complete the Other Details section regarding the results entered in their
proposal.

Note: FAIS requires data entry into each field. Applicants may choose to simply reference which
attachment(s) of the proposal contains the information.

Please fix the following in Result Section and submit again_
Cash or Noen-cash Contributions is required

Sub Recipients is required

Government and Non-Government Agencies is required

Method Of Educating Public is required

Method of Choosing Beneficiaries is required

|Save |

Once each section contains data, return to the Results Summary tab and click on Submit for Review,
located under the Workflow Actions display. If there are no submission errors or omissions, a green box
will be displayed stating that all data sections have been recorded.

J Submit For Revie§

N—

Submit For Review action has been completed successfully

SECTION 7: COMMODITY

mmodi mma
The Commodity Summary page displays summary information about the proposal, and the history for the
Commodity section; e.g., section submissions and requests for modification. This page also allows the
Applicant to submit for review using the Workflow Actions section. Three required subsections exist in
this section and are displayed as tabs:

1. Commodity List
2. Special Needs & Distribution Methods
3. Monetization



You are here : Home > Propesal > Propesal Summary > Commeodity Section Summary

Welcome localadmin [ Log Off ]
Proposal Commodity Section Summary
INSTRUCTIONS ?

Commodity Summar « Commodity List Special Needs & Distribution Methods Monetiza)

Proposal Information

Organization :YDU[.ﬁrgaﬁ.izra{‘-Dﬂ
Proposal Number |2016-0005
Program Type |MGD
Status ‘-l.n:F-'_ngr_'ggs__

Country -Coumryx

In regards to the Special Needs & Distribution Methods and Monetization tabs, to minimize duplicative entry of
information already provided by the Applicant in a proposal attachment, Applicants may enter language in a FAIS data
field referencing the location of proposal information in said attachment. For example: “See Attachment X:
Monetization” can be entered in the field for Monetization.

. lity Li

This page lists the commodities for the proposal. To add a new commodity, click on the link Create New

Commodity. Each programmed commodity must have a corresponding record in this section.
Important: Refer to Commodity List in the NOFO for specific guidance.

List of Commodities Create New Comm dity
A Est. a
" Usage Pkg. Pkg. Delivery to U.S Kinds of Qty. of  Value of .
Commodity T Qty/MT T Si Country Port(MM/Year) Sak(?.;,;ll'l' Goods. S Good Svc ($) Action

To begin, enter the Basic Information for the commodity:

Select the Commodity from the drop-down list.

Select the Usage Type from the drop-down list

Enter the Quantity MT as required. Values must be in whole numbers only, in multiples of 10

Select the Package Type from the drop-down list.

Select the Package Size from the drop-down list.

Select the Destination Country from the drop-down list.

Select the Month and enter the Year of Delivery to U.S. Port (This date should not fall outside the proposal’s
start and end date).

Nk W=

Note: All the fields marked yellow with an asterisk are listed are mandatory fields.

Textured Soy Protein
Tomatoes
- - Vegetable Oil
Basic Information Vegetable Oi Substiable
Vegetable Seeds
Well Milled Rice Substitutable
f F E F Well Milled, Long Grain Rice 2/7
Commodity | Well Milled, Long Grain Rice 2/7 T|* Well Miled, Long Grain Rice 3/15
X = Well Milled, Long Grain Rice 520
Package Size/Type | Packaged - 50 Kilogram Bag v | * Well Milled, Medium Grain Rice 2/7
g g g
Well Milled, Medium Grain Rice 3/15
i 1 LS Well Milled, Medium Grain Rice 5/20
Commodity Usage Type | Direct Feed e
. Wheat Seed
Quantity MT * Wheat Substitutable
Wheat-Soy Blend
i i LA Whole Green Peas
Destination Country Whole Yellow Peas
. Yellow Corn
Delivery To U.S Port | January v X * Yellow Soybeans

IMonth & Year



In addition, every commodity available for either direct feed (McGovern-Dole) or monetization (FFPr)
programs will be displayed in the drop-down list shown above. If the Commodity Usage Type selected is
Monetization or Barter, those detailed sections listed below will be active.

Direct Feed Commodities
For McGovern-Dole, complete only the basic information required for the commodity. Answer the
following question for each commodity: “Is the commaodity locally or regionally procured?”” Indicate

“Yes” or “No” by clicking on the corresponding box. Commodity MT value must be whole numbers in
multiples of ten. The Delivery to U.S. Port Month & Year cells must include a month and year that is
inside of the proposal’s start and end date.

Basic Information

Commodity | Fortified Rice, 2/7 Long grain, Well Milled Y| *
Package Size/Type |Packaged - 50 Kilogram Bag v | *
Commodity Usage Type |DirectFeed ¥ *

Quantity MT |2000 *
Destination Country | Unknown ¥|*
Delivery To US Port | January ¥ | * |2017 *

Month & Year

Monetized Commodities

FFPr program proposals include monetization requirements. Please fill out the required information as
highlighted below.

Enter the Estimated Sales per MT in the field

. The Estimated Proceeds field gets calculated based on the Applicant’s input

3. The Delivery to U.S. Port Month & Year cells must include a month and year that is inside of the proposal’s
start and end date

N —

Note: The destination for the commodity does not necessarily have to be the same as the project country.

Basic Information

Commodity | Milled Rice o *
Package Size/Type | Packaged - 50 Kilogram Bag v | *

Commodity Usage Type | Monetization ¥ | *

Quantity MT |20000 *
Destination Country |Selectyourdestination country or region here v |k
Delivery To U.S Port | January ¥ | * 2017 *
Month & Year

Monetization Details
Estimated Sales Per MT =

(5) |Value in Whole $ only
Estimated Proceeds ($) |

S Automatically generated after saved

Commodity Table
Once all commodities are recorded, the Applicant’s records will be displayed in the List of Commodities

table. Each column will display information appropriate to the level of detail provided. To edit or delete
a commodity from the list, click on the links Edit or Delete.



List of Commodities Create New Commodity

Est.

= Usage Pkg. Pkg. Delivery to U.S Kinds of OQty. of Value of A
Commodity T Qty/MT T Size Country Port(MM/ Year) Sak(—:;;llT N N %) Action
wWell Milled, Long Direct 50 kg Edit |
Grain Rice 2/7 Feed 2,000.00 |Packaged bag Unknown  1/2017 Delete
ial and Distribution Meth

In the Special Needs and Distribution Method tab, please refer to Special Needs & Distribution Methods
guidance provided within the Commodity Management section of the NOFO for information on the
requirements of this section. Each text section has a 5,000 maximum character limit in FAIS. In FAIS, the
user is required to enter information for the following fields:

Transportation and Storage
Processing or Repackaging
Duty Free Entry

Economic Impact

Ration Justification

AN

Select Save to record the entered data. The text boxes utilize a Rich-Text Field (RTF), and this section
should have an appropriate format that does not detract from the text language.

Note: FAIS requires data entry into each RTF box in the Special Needs & Distribution Methods tab.
Applicants may choose to simply reference which Attachment(s) of the proposal contains the relevant
information.

Special Needs & Distribution Methods
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Please use Times New Roman or Arial Font Size 12 or 14

Other Details

The final tab of the Results section includes the submission of information regarding the following:

e (Cash or Non-cash Contributions

e  Subrecipients

¢ Government and Non-Governmental Agencies

e  Method of Educating the Public

e Method of Choosing Beneficiaries

e Target Geographic Area (Illustrative maps can be uploaded in FAIS as anattachment)

All Applicants must complete the Other Details section regarding the results entered in their proposal.



Note: FAIS requires data entry into each RTF box in the Other Details tab. Applicants may choose to
simply reference which Attachment(s) of the proposal contains the relevant information.

Please fix the following in Result Section and submit again

Cash or Mon-cash Contributions is required

Sub Recipients is required

Government and Nen-Government Agencies is required
Method Of Educating Public is required

Method of Choosing Beneficiaries is required

|Save |

Once each section contains data, return to the Results Summary tab and click on Submit for Review,
located under the Workflow Actions display. If there are no submission errors or omissions, a green box
will be displayed stating that all data sections have been recorded.

J Submit For Revie§

N—

Submit For Review action has been completed successfully

Monetization
FFPr program proposals include monetization requirements. Please fill out the required information as
highlighted below.

The page allows the Applicant to enter additional details related to the monetization for the commodities
selected for the proposal. The user is required to enter details for the following fields:

Impact On Other Sales

Private Sector Participation In Sale Of Commodity
Sales Proceed Usage Activity Implementation
Assuring Receipt Procedures

Expected Interest Earned

MEE .

Enter the value in U.S. Dollars in the Expected Interest Earned field (without entering the $ sign). Click
Save to record the data.

Note: FAIS requires data entry into each RTF box in the Monetization tab. Applicants may choose to
simply reference which Attachment(s) of the proposal contains the relevant information.



Commodity Summary Commodity List Special Needs & Distribution Methods

Monetization
Impact on Other Sales
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[Save |

Once each section is completed, return to the Commodity Summary tab and click on Submit for Review,
located under the Workflow Actions display. If there are no submission errors or omissions, a green box
will be displayed stating that all data sections have been recorded.

Submit For Review action has been completed successfully

Proposal Section Workflow History

User = Date Action Status Comments

Mo data available in table

Showing 0 to 0 of O entries Filter all columns: ‘

Submit For Review

SECTION 8: BUDGET

PVO Budget Summary
Applicants must submit a budget summary which adheres to the budget summary template provided in

the NOFO. The budget summary must be uploaded as an Attachment.

P B t Narrati

Applicants can access this section by clicking on the Budget Narrative tab.

FAIS requires data entry into the RTF box in the Budget Narrative tab. Applicants may choose to upload
the budget narrative as an Attachment and simply reference in the RTF box the title of the Attachment.
Please refer to the budget narrative specific guidance in NOFO that details how the budget narrative
should be structured.



A
PVO Budget Summarv
Proposal Budget NaMeéius

Budget Narrative
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Once complete, click Save, and the following message will appear on the screen.

Budget Narrative was saved!

When the Applicant is finished with the budget narrative, return to the Budget Summary Page and click
Submit for Review.

Jsubmit For Review ;
S E——

SECTION 9: ATTACHMENTS

Use this tab to attach all documents necessary for the proposal. A drop-down list of all required
Attachments to upload is provided. Any documents not in the list below but supports the proposal can be
uploaded here and should be labeled as Generic.

Important: The Applicant’s proposal will be rejected in FAIS if any File Types in the drop-down list are
omitted (excluding Generic). Each File Type should be selected and included in the proposal. To access
this section, click on the Attachments tab that located in Proposal Summary.

Proposal Summary

INSTRUCTIONS ?

Proposal Informati®

Organization |Your organization

Solicitation ID | 1D #

Proposal Number [2016-0005

Program Type il\_AG_D_o_r_I-'F&'

|
Status | |
|

Country

Proposal Section Details

Section Name Contributor Status Comments




To submit a proposal in FAIS, the following Attachments are required:

Budget Summary

Narrative Budget

Performance Indicators
Introduction and Strategic Analysis
Single Audit

Evaluation Plan

Curriculum Vitae (CV)
Project Framework

. SF-424
10. NICRA Agreement
11. Generic (Ex. Subrecipient Commitment Letter, Org Chart, etc.)

W oo kWD =

Refer to the NOFO for more information on each required attachment.

Attachments

INSTRUCTIONS
Proposal Summary Attachments

Upload a file

File Type:

Budget Marrative
File Name: | Performance Indicators

Financial Statement
Comment: | Evalualion Plan

cv

Past Performance Records

AD-3020

Generic

Introduction and Strategic Analysis

Project Framework

SF424

NICRA Agreement

Jo attach a document:

1. Select the File Type from the drop-down list

2. Select the desired file to upload by selecting Browse

3. Add comments or a label describing the file type, this can be the title of the document or a
detailed description

4. Select Upload to upload the document. Once complete, the document will be listed in the table
below

5. To delete any document uploaded, click the Delete icon.

Attachmentis

INSTRUCTIONS ?

Proposal Summary m
List of Attachments

D Name Type Comment Action
15171 Proposal Uplead Decument.doc Financial Statement Add Comment Here Download | Delete
Upload a file
File Type: | Financial Statement v

File Name: | Choose File | Mo file chosen

Comment:

Upload

[t st




SECTION 10: SUBMITTING THE PROPOSAL

Once each section (/ntroduction, Commodity, Results, and PVO Budget) are complete and submitted for
review, and all required attachments are uploaded, the food aid proposal is ready to submit in FAIS.
Applicants should ensure that each section has been submitted for review. Click on the Submit for Review
icon listed under Workflow Actions.

Proposal Summary Attachments

Proposal Information

Organization | Your Organization
Solicitation ID | ID #
Proposal Number |2016-000
Program Type |FFP or MGD
Status |In Progress

Country |Selected Country or Region

Proposal Section Details

Introduction Section Assigned Contributor Submitted For Reffi Commste i e ey e
Commodity Section Assigned Contributor Submitted For Rq

Result Section Assigned Contributor Submitted For R4
Budget Section

Proposal Workflow History

User o Date = Action Status Comments
Proposal Creator 4/22/2015 11:28:18 Assign In Progress Assign Proposal
Proposal Creator 4/21/2015 03:52:57 Assign In Progress Assign Proposal
Proposal Creator 4/21/2015 03:48:58 Create In Progress Proposal Creation
Ishowmg 1 to 3 of 3 entries Filter all columns:

Workflow A tions

If FAIS detects any incomplete data, the system will reject the submission and a red message box(s) will
list all absences.

1. Attachments and Applicant Contacts - Check if every required attachment is uploaded with the
appropriate File Type label. For Applicant contacts, make sure that every required contact type is
included. If one is missing the system will reject the proposal.

Please fix the following in propoesal and submit again

Proposal cannot be submitted without SF424, AD-3030, Past Performance Records, CV, Evaluation Plan, Financial Statement, Project
Framework, Introduction and Strategic Analysis, Performance Indicators, Detailed Budget and Budget Summary attachments

Proposal should have all proposal contact type(s) (Missing: US Contact, Legal Signatory, Donation Country, Organization HQ,
Applicant Contact)

2. Introduction — If the monetization completion date cell is blank or falls outside of the start and end
dates, and/or the Program Administration list is incomplete

Please fix the following in Introduction Section and submit again

Proposal Country is required
Anticipated Start Date is invalid
Anticipated Completion Date is invalid

Program Administration is required



3. Commodity — If any section is left omitted, the following errors are displayed in either screenshots.
In addition, make sure the Commodity Delivery to U.S. Port is included and falls within the proposal
start and end dates.

Please fix the following in Commodity Section and submit again

Minimum cne commeodity should be created for a proposal

Special Delivery, Commodity, Processing, or Packaging Needs is required
Transportation / Logistics / Reprocessing / Repackaging Text is required

Duty Free Entry is required

Economic Impact is required

Please fix the following in Commodity Section and submit again

Delivery To Port Month & Year (5/2016) should be between Anticipated Start (4/2015) and Anticipated Completion (4/2016) Month &
Year for the Commodity

4. Results — Regarding the results section, the following errors are displayed:

Please fix the following in Result Section and submit again

Minimum cne Result should be created for a proposal
Minimum cne Activity should be created for a proposal
Cash or Non-cash Contributions is required

Sub Recipients is required

Government and Non-Government Agencies is required
Method Of Educating Public is required

Method of Choosing Beneficiaries is required

5. If there are errors with the submission date, the following message will appear. However, this will
not prevent the submission of the proposal from occurring.

Warning: Anticipated Start Date (Date will be listed here) should be greater than Anticipated Award Date

Once all errors have been resolved, click Submit for Review. If successful, and no submission errors
exist, the Proposal Creator will be given the next options for final submission. Both the Proposal Creator
and Director will then have the following available options:

Workflow Actions

| Submit To USDA | Request For Modification

e Submit to USDA — This is the final step in submitting the proposal, the proposal creator or
director may unsubmit a report if necessary

o Request for Modification — If there any changes that need to be made in the proposal, a request
will be made and FAIS will generate an email to all assigned contributors. Each section should
be submitted and approved by the Proposal Creator or Director

e Reject — Proposal submission to FAIS is cancelled. Important: Applicants cannot return to a
canceled proposal and can only view the data that was recorded. Proposals are only canceled
by the Proposal Creator or Director and should be done only if the organization is certain that the

proposal will be abandoned



If the proposal is canceled, the following message will appear:

Reject action has been completed successfully
If the proposal is submitted successfully, the following message will appear:

Submit To USDA action has been completed successfully

Applicants may return to the Proposal List, and the proposal status for the proposal will be listed as
Submitted.

Note: Applicants cannot delete any submitted proposals and the link is made inactive.

Proposal List

INSTRUCTIONS ?

Search Information

QOrganization | Organization Name v
Fiscal Year |2016 ¥
Program Type |ALL v
Country | ALL v

|Search |

List of Proposals

. Program  Fiscal Proposal __ Solicitation _ Submit P N e
Proposal # e ' PP Creator e Country “IHIR organization Contributors ~ Action

FFP or . Name of _ Name of All Contributars will
< 2016-0006 >MGD 2016 |Submitted |~ 0o D # Country X | Online S be listed here Delete >

Prior to the submission deadline, if Applicants must return to the proposal and make any revisions, click
on the Withdraw link located under Workflow Actions, located in the Proposal Summary page. After the
proposal is withdrawn, the Applicant has access to make changes to all sections of the proposal. The
Applicant must submit the proposal using the same links as mentioned earlier.

m You are here : Home > Proposal > Proposal Summary Welcome localadmin [ Log Off ]

Alerts Proposal Summary

¢ Propasal # 2016-0006

o Organization: Your INSTRUCTIONS ?
Organization -

 Solicitation ID: 18

o Program Type: FFP or MGD Proposal Summary Attachments
o Fiscal Year: 2016

o Stalus: Submitied Proposal Information
o Country: Country X
Data Naviga(iml Organization | Organization Name
o Print Proposal Solicitation ID | ID#
o Download Proposal Proposal Number | 2016-0008
o Download Proposal
Aftachments Program Type |FFP or MGD

o View Proposal Assignment
o View Applicant Details

o View Introduction Country |CountryX
o View Commodity
¢ View Result

s View PVO Budget

e Proposal Section Details

o Proposal Summary

Status |Submitted

o el Agent Section Name Contributor Status Comments
Introduction Section Contributor Name: Submitted
Commodity Section Contributor Name Submitted
Result Section Contributor Name Submitted
Budget Section Contributor Name Submitted

Warkflow Actions

If the award letter is accepted by the PVO Applicant, a draft agreement is generated in FAIS. Applicants
may consult their IFAD Analyst for more information and instructions regarding this process.
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