
Attachment A

Required Proposal Information
 
Each agency interested in applying to operate the Moscow RSC from October 1, 2011, through September 30, 2012, must submit the information specified below.  Responses should be presented in the same order as the requirements listed below, with each section numbered to reflect the corresponding section under Required Information.  If any individual requirement is not applicable, that should be specifically stated and explained in the proposal. 

I. Organizational Structure/Management and Oversight

The Agency should provide a narrative describing:

· Its organizational structure, including the number of headquarters staff (to be described in terms of “Full Time Equivalent” positions) that will be assigned to oversee the RSC in Moscow; the number of local and international staff to be assigned to the RSC; staffing patterns; training protocols for all staff; 

· How it proposes monitoring its processing and cultural orientation activities under the Cooperative Agreement. 

· How it will establish an operation to handle the processing of the caseload. 

· How it will develop a formal curriculum for cultural orientation training for refugees that will prepare them for travel and initial adjustment to life in the United States. How it will develop a training and management plan for RSC staff who will conduct cultural orientation training. 


The Agency should identify the Bureau’s point of contact at the headquarters office and at the RSC.  

II.	 Proposed Budget  

Following the guidance outlined in Attachment B, the Agency should identify all costs within the specified budget categories it wishes the Bureau to consider funding for RSC activities. 


III. Certifications 

Each agency is required to complete the revised SF 424 (Version 02) as part of the Grants.gov application process.  PRM also requires that Box 21 of the SF 424 Version 02 be checked.  Completion of the electronic signature and date on the SF-424 (Version 02) form signifies compliance with all assurances and certifications as requested in block 21 of the form.  
The SF 424 Version 02 can be found at http://www.grants.gov using the following steps:
· from the Grants.gov main screen use menu to the left; 
· click on “For Agencies”; 
· click on “Forms Repository”; 
· click on “Active forms”; 
· click on “SF 424 Family”; and 
· select the form named “Application for Federal Assistance (SF 424).
The SF 424 Version 02 can also be accessed directly at: http://www.grants.gov/techlib/424_20120131.doc . 
