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FY 2013 Food Aid Proposal Entry Instructions

How to Use this Guide

This document provides applicants to the U.S. Department of Agriculture (USDA) Foreign
Agricultural Service’s (FAS) two food assistance programs (Food for Progress and the
McGovern-Dole Program) with specific guidance for entering application content into the Food
Aid Information System (FAIS). All proposal applications must be entered into FAIS, and FAS
recommends that applicants draft their applications directly in the system.

For ease of use, this document has been laid out in the same sequence as the FAIS proposal
module, so that applicants can reference this guide while entering their proposals into FAIS.
Specifically, FAIS requires applicants to register their organization, assign roles to their staff in
FAIS and complete five sections in order to submit a complete proposal: (1) Proposal Summary,
(2) Introduction, (3) Results, (4) Commodity, and (5) PVO Budget. This document is also
structured into these five sections.

FAIS URLs:

Public Site: www.fas.usda.gov/fais/public

Log-in Page (user account required): www.fas.usda.gov/fais/webapp

For questions on FAIS, please contact any of the following people:

Dorothy Feustel, Food Assistance Division, Deputy Director .........ccccueue.... (202) 720-0150
Nicola Sakhleh, Food for Progress, Branch Chief..........c.cccoovniiieccncnnncnene. (202) 720-4228
Debra Pfaff, McGovern-Dole Program, Branch Chief .......cccovvevvicvenenen. (202) 720-9434


http://www.fas.usda.gov/fais/public�
http://www.fas.usda.gov/fais/webapp�
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HOW TO REGISTER FOR FAIS

Register for a USDA EAuthentication Account

All FAIS users must have a USDA eAuthentication (eAuth) account in order to register. Program
Participants only require a Level 1 account to access FAIS. To set up an eAuth account, please
access the eAuth website and follow the onscreen instructions:
http://www.eauth.egov.usda.gov/.

USDA United States Department of Agricullure
ﬁ USDA eAuthentication

m About eAuthentication Help | ContactUs | Find an LRA

| : eAuthentication
I Create an account

USDA eAuthentication is the system used by USDA agencies to enable customers to obtain

I Update your account accounts that will allow them to access USDA Web applications and services via the Internet. This
includes things such as submitting forms electronically, completing surveys online, and checking

Administrator Links the status of your USDA accounts.

I Local Registration Please note that USDA will only accept eAuthentication Accounts from individuals.

Authority Login

. Currently USDA eAuthentication does not have the mechanism to issue accounts to businesses,
' corporations or other entities.

To apply for a USDA eAuthentication Account, please visit the Create An Account Page.

Register Your Organization with USDA

Once you have your e-authentication account you may register your organization with USDA in
FAIS. When creating a new account in FAIS (see next step), you must associate yourself with a
registered organization. In order to register your organization, follow the instructions under
the “How to Use FAIS” heading on the FAIS homepage: http://www.fas.usda.gov/fais/public.

Please note that your organization is already registered if you have applied for a USDA food aid
grant through the previous FADS proposal entry module.


http://www.eauth.egov.usda.gov/�
http://www.fas.usda.gov/fais/public�
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Create a New Account in FAIS

Once your organization is registered, go to https://www.fas.usda.gov/fais/webapp/ where you
will be prompted to sign in using your eAuth account the first time you visit the FAIS webpage.

After signing in through the eAuth, you will be directed to create a new account. (See
screenshot below.) Follow the onscreen instructions to create your account. After registering,
you must wait for a system administrator to activate your account before you can begin to use
FAIS. You will be notified by email when your account has been activated.

USDA United States Department of Agricutture Linking ULS. Agriculture /f%

=—=o Food Aid Information System

— | Y Tl
Home ; Agreement : Administration : About FAIS

m “You are hers : Home = Account = Register Welcome colinamiller [ Log OFf ]

Alert: H

ers Create a New Account in FAIS
INSTRUCTIONS ?

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

Account Information
User name
Last name
First name

Email address

Organization

Organization Type | Program Participant b

=Select>

Food Aid Division

Maonitoring & Evaluation Staff
Office of Country & Regional Affair
Office of Deputy Administrator
Office of General Council
Office of Global Analysis
FCP

POST

State Department

Us AlID

User Roles and Profiles in FAIS

When setting up an account in FAIS, new users must be designated as either Administrative or
Non-Administrative Users. Administrative users will maintain the profiles of all your
organizations users and maintain the user accounts. Administrative users can activate user
accounts, grant permissions (assign roles) to other users, and disable user accounts. It is the
responsibility of the Administrative User for the organization to ensure that roles are properly
assigned and those users are deleted (unregistered) as they leave the organization. Non-
administrative users can request certain roles, which must be approved later by an
Administrative person in their organization and edit their own profile data.


https://www.fas.usda.gov/fais/webapp/�
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HOW TO CREATE A PROPOSAL

This section explains all of the steps necessary to create a proposal in FAIS up to the point of
actually entering proposal content. This section will explain how to initiate a proposal, how to
assign contact information, types of users in FAIS, how to assign these user roles, and how to
delegate roles to other users.

How to Initiate a Proposal

To initiate a proposal, applicants must select an active solicitation on the FAIS website:
http://www.fas.usda.gov/fais/public/FoodAid. (See screenshot below.) Please note that only

the Program Participant Director can decide to create a proposal response to the solicitation.

USDA United States Department of Agriculture Linking U.S. Agriculture @
=—=o Food Aid Information System
(QA) ST \Worid
Home : Reports Out | Payment ;| Agreement | Administration | Compliance ;| Proposal | Budget ;| About FAIS |
m You are here : Home = Proposal Welcome FAD DO1 [ Log Off ]
Alerts

Proposal List

(=]

Proposal # 2011-003%
Organization:
PWVO_Organization1

(=]

INSTRUCTIONS ?

O Solicitation ID: 3
O Program Type: FFPr
O Fizcal Year: 2011 .
O Status: Evaluation Complete Sea I'Ch Informatlon
o Country: Afghanistan Organization |ALL 3
Data Navigation )

Fizcalvear | 2011 »
O Print Propozal
O View Proposal Assignment Program Type |.»‘\LL w
O Proposal Summary

Country |ALL w

Select the ID number to see the Solicitation for the Program for which you plan to submit a
proposal. Select “Apply” to start your application in the FAIS system.

q
USD United States Department of Agricutture Linking U.S. Agriculture @
=—= Food Aid Information System
| T ol

T, Active Solicitations : All Programs

Navigation
O Home Solicitation List
O Active Solicitations
0 Success Stories (1) Short Description Fizcal Year Type Solicitation Period Ant. Award Date  Actions
O FAS - Food Aid Page
7 |FY 2012 Food for Progress Program Proposal Solicitation 2mz2 FFPr | 06/27/2011 - 09/30/2011 03012012 Apply
& |FY 2012 McGovern-Dole Program Proposal Solicitation 2mz2 MGD | 06/27/2011 - 08/30/2011 03012012 Apply



http://www.fas.usda.gov/fais/public/FoodAid�
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How to Assign Contact Information

In order to assign contact information to your proposal, click the “Applicant Details” link on the
“My FAIS” gray navigation pane on the left hand side of the screen. This will lead you to the
screenshot below. Your organization’s general contact information will prepopulate. To add
individual contacts, click the “Create New Proposal Contact” link, as indicated by the blue arrow
in the screenshot. Fill out the information prompted in the screen that appears. When you
save a contact, it will appear in the Proposal Contact table shown in the screenshot.

LU | Cianyge

* Alerts
oy This page displays the list of people assigned as the contact people for this proposal. A PP Creator or PP Director are given the abilty to specify the Propsal

Data Navigation Contact perzsonnel by clicking Create New Proposal Contact link above the contact people list table. Notice that this set of people is different than the PP

+ View Proposal Creator and PP Contributors. The proposal contact people do not necessarily play a part in the proposal development.

+ View Proposal Assignment - AddEdit

*+ Proposal Summary

+ Proposal Assignment . .

+ Applcant Detais Participant & Proposal Information

+ Introduction Organization Name _
*+ Activity Objective

> T Address Location |Main
* PVO Budget

Proposal Applicant Summary

Address Ling 1 |address1

Address Line 2 |1[]5

City |richmond

State Province |VA

Country |United States
Zip Code 20876

Proposal Number |2[]11-0132

Program Type  |4168

Status |Ir1 Progress

Proposal Contact
Create Wew Proposal Contact

Last

Title |First Name s Designation |Email Phone Zip |Contact Type(s) Action
wr e oR1|Fas none I 7 OR1@dummy.org | 2027204472 |20g76| 592 Sianatory, Donation Country, Edit|
. | - ] - - my-org Applicant Contact Delete

Note that every proposal must have a contact designated to each of the following contact
types. One person may be assigned as multiple contact types.

e US-based contact: Person in the US to contact for following up on this proposal

e Organization Headquarters Contact: Person in the organization HQ for proposal follow up
e Legal Signatory Contact: Person who can legally sign documents related to the proposal

e Applicant Contact: Person to contact for technical questions regarding the proposal

e In-Country Contact: Person to contact in the country where the project will be carried out

The Program Participant Director can assign contacts that are not registered in FAIS. By
entering a contact in this section, FAIS will automatically register them. If the contact is already
registered in FAIS, FAIS will identify this by the email address entered in the proposal contact
information.
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Types of Users in FAIS

While the contact designations explain a person’s role within their own organization, there are
also roles which designate the person’s role within the FAIS system. There are three types of
Program Participant (PP) users that organizations can designate in a FAIS proposal.

e Program Participant Director: creates an organization’s proposal in FAIS. The PP Director’s
roles include: creating a proposal; assigning a PP Creator; assigning PP Contributors to work
on proposal sections; and approving and submitting a final proposal.

e Program Participant Creator: manages the development of a proposal. The PP Creator’s
roles include: assigning PP Contributors to work on proposal sections and reviewing a
proposal before submission to the PP Director.

e Program Participant Contributor: works on specific proposal sections, as assigned by the PP
Director and PP Creator.

An applicant does not need to designate all three roles in a proposal. The Program Participant
Director can designate him/herself as a Creator or Contributor if desired, and Program
Participant Directors and Creators can work on proposal sections, in the same way as a
Contributor. Additionally, an organization may have more than one person in the same role. It
is the responsibility of the PP Admin for the organization to ensure that roles are properly
assigned, and that users are deleted (e.g. unregistered) as they leave the organization

For information on how to assign user roles, please see the next section, on page 10.
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How to Assign User Roles in a Proposal

In order to assign user roles in a new proposal, the PP Director (who creates the proposal in
FAIS) should click the “Proposal Assignment” link in the “My FAIS” gray navigation pane on the
left hand side of the screen. The PP Director should assign a PP Creator, using the dropdown
menu seen in the screenshot below. This dropdown menu automatically populate with the
contacts entered previously.

USDA United States Department of Agriculture Linking LS. Agriculure @

=—== Food Aid Information System e
C {aa) ! T Wiorld

Home ; Reports Out | Agreement ;| Administration | Proposal Management : Budget | About FAS

My FAIS *You are here : Home = Proposal Management = Proposal Summary = Proposal Assignment Welcome jamint pp dird [ Log Off]
Current | Change

Assign Proposal

T — This page is used to assign the roles for a given propesal. The proposal roles are:

« View Proposal # Propozal Creator, The person in the organization assigned to be the overall propozal manager. This perzon will have edit capabilties to all proposal

0 W T e sections and will be the first level reviewer for the various proposal sections if these sections are assigned to other staff members. In order for a
person to be assigned this role, that person must be given this role in their FAIS registration profile.

il * Proposal Contributor, A staff member who is assigned to write a given section. A section contributor will be given edit capability only to the

* Proposal Assignment section(s) to which he/she is assigned, but is given read capabilty to all other sections.

+ Applicant Details

s Introduction The Comments fields are used to convey any instructions to the various people assigned; e.q., date by which the section is due.

+ Activity Obiective =il

+ Commodity

+ BVO Budat Basic Information

Organization ~ MEG—_—_—-

Proposal Number |2011-D145
Program Type IFFE
Status |In Progress

PP Creator I <Select> E *

Comments

To assign PP Contributors to specific sections, scroll down the page, until you see the table in
the screenshot below. In this section, you can assign PP Contributors to specific proposal
sections. These dropdown menus will populate with the contacts entered previously.

Section Name Contributor Comments

e
introduction Secton [Selec B

-~
Commodity Section I «Select> E|‘

-
Activity Objective Section | <Salact> B

e
Budget Section | <Select> v

Assign

10
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User Delegation

A FAIS user can delegate his/her responsibilities to any user in his/her organization. The
delegating user can terminate the delegation when necessary. To set up user delegation, select
“Participant User Details” from the “Administration” tab on the menu bar at the top of the
screen. Then select the “User Delegation” link on the gray “My FAIS” menu on the left hand
side of the screen.

q
USDA. United States Department of Agriculture Linking LLS. Agriculiure
=—= Food Aid Information System - g LLS. 7""%
0 ¥ =

Home | Reports Out | Payment ; Agreement ; Administration | Compliance ; Proposal | About FAIS

‘You are here : Home = Administration = Wiew Participant User Profile Welcome ppuserlcontl [ Log OFf ]
alerts Participant User Details
Profile
o Wiew Profile INSTRUCTIONS ?

< Edit Profile
o iew PP Organization

P E-Authentication Details

Next, click the “Create New User Delegation” link,

Home Reports Out Payment Agreement Administration Compliance Proposal About FAIS

My FALS You are here : Home > Administration = Delsgated Users Welcome ppuserlcontl [ Lag Off ]
Alerts View User Delegations
INSTRUCTIONS ?

User Delegation

Delegated Account - Delegated TO - Delegated Untl - Active Actions -
ppuserlcontl FAS Stg_PP_Dirl FAS 87102011 12:00:00 AM False dit | Miew
|Shuwing 1to 1 of 1 entries Filter all columns: I

Then select the user to whom you want to delegate your duties.

Home Reporis Out Payment Agreement Administration Compliance Proposal About FAIS

My FAIS You are here : Home = Administration > Delegate User Welcomne ppuserlicontl [ Log Off ]
Alerts Delegate User
INSTRUCTIONS ?

Delegste To |FAlSuat pps
FAlSuat pps

PPUser1Dirl FAS
ppusert CR1 FAS
Testlser! 00 FAS

Delegate Lintil |s;11;2011 [E (MMADDA A

Save I

When the delegated user logs in, he/she will now be able to choose whether they are logged in
as him/herself or on behalf of the delegating user.

Home Reports Out Payment i Agreement Administration Compliance Proposal About FAIS

My FAIS You are here : Horme = Account > PIM welcorne testuser100 [ Log Off ]

Alerts FAIS Log On

INSTRUCTIONS ?

Please enter your PIN

Fird I *
On Behalt Of I(ND Crelegation) 'I

(Mo D i

1)
ppusericontl FAS

11
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OVERVIEW OF PROPOSAL SECTIONS

Applicants must enter their proposals in five sections in FAIS: (MyFAIS = N

e Proposal Summary Alerts
. O Propo=al # 2011-0055
e Introduction 0 IDrgﬂnizatil:ln:1\4-'i*3.i|:|n Street
nc.
° Results* o Solictation ID: 3
* O Program Type: FFPr
i O Fizcal Year: 2011
* Commodlty O Status: In Progress
O

e PVO Budget Country: To Be Decided
Data Navigation

Print Proposal

View Assignment(i)
Propo=al Summary
Propesal Assignment(M)
Applicant Details
Introduction

Result

Commodity

PO Budget

Applicants can navigate amongst these sections by using the “My FAIS” gray
navigation pane on the left hand side of the FAIS window. (The navigation
pane is pictured in the screenshot at the right.)

Every section in FAIS consists of several tabs that are used to navigate

OO0 000000

throughout the section. Every section contains a summary tab, which
contains basic information and sections status. This tab is where you can
submit the entire section for review. Each section also contains other
information tabs. The screens contained under these tabs allow you to enter

information specific to that section and to attach additional documents.

Note that every section contains some additional instructions to help applicants enter content.
These instructions also contain character limits for the text boxes in that section, if any exits.
To access these instructions, click the questions mark, as in the screenshot below.

USDA United States Department of Agriculture Linking LS. culture %
=—o Food Aid Information System e -
. o

Home | Reports Out | Payment | Agreement ;| Administration | Compliance ;| Proposal | About FAIS

You are here : Home = Proposal = Proposal Summary Welcome ppuserlcontl [ Log Off ]

Alerts

Proposal Summary
O Proposal # 2011-0060

O Organization: StgPP
O Solictation ID: &

INSTRUCTION S ?

*

Note that the Results and Commodity Sections in FAIS make up what USDA calls the “Plan of Operation” in its
regulations. (See 7 CFR 1499.4 and 1599.4.)

12
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Proposal Summary Tab

Every proposal in FAIS contains a Proposal Summary Screen (see screenshot below). Applicants

can access this screen by clicking the “Proposal Summary” link in the “My FAIS” gray navigation

pane. This screen allows applicants to view the status of each section, view the proposal
workflow history, and submit the proposal for review and submission by the PP Director.

Please note that “submit for review” does not submit the proposal to USDA, it only submits the
proposal to the PP Director for his/her review. This section is also where applicants must attach

all required proposal attachments. See the next section (on page 14) for additional guidance on

these attachments.

00000

Solicitation |D:3
Program Type: FFPr
Fiscal Year: 2011
Status: Assigned
Country: Afghanistan

Data Navigation

Print Proposal
View Proposal Assignment
Proposal Summary

—

)
>

Proposal Summary Attachments

Proposal Information

Crganization
Solicitation 1D
Froposal Number
Progiam Type
Status

Country

PVO_Crganization1
3

20110028

FFPr

Assigned

Afghanistan

Proposal Section Details

Section Name

Introduction Sectien
Commedity Section
ResultSection

Budget Section

Contributor

PPOrgiDirl FAS
PPOrgiDirl FAS
PPOrglDirl FAS
PPOrglDirl FAS

Submitted
Submittad
Submittzd
Submirtad

Comments

Proposal Workflow History

User H Date = Action = Status = Comments %
fad_dol FAS 7/1/2011 10:25:48 Assign Assigned
PPOrgiDirl FAS 7/1/201110:19:20 Submit To FAD Submitted asdf asdfasd
PPOrglDirl FAS 7/1/2011 10:17:56 Submit For Review Submitted For Review asdf asdfasf

PPOrglDirl FAS
PPOrglDirl FAS

5/20/2011 02:35:14
5/20/2011 02:34:51

Assign

Create

In Progress

In Progress

Assign Proposal

Proposal Creation

Showing 1 to 5 of S entries

e B

Workflow Actions
Submit Far Review

13
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Attachments Tab

Al
USDAUni:ed States Department of Agriculturs Linking 1S, Agviciline "%
ﬁr&?}d Aid Information System ’ y S

Home ! Reports Out | Payment | Agreement ! Administration ;| Compliance | Proposal | Budget | About FAIS

m “ou are here : Home > Proposal > Propesal Summary > Attachments welcome FAD DO1 [ Leg Off ]

Alerts Attachments
© Proposal £ 2011-0055%
Organizstion: 1 Vision Strest
Inc.

Selicitation 10:2

Fiscal Year: 2011

Status: In Progress
‘Country: To B Decided

@

INSTRUCTION 5 7

o000

Upload a file

Data Navigation
File Typs: | Generic w |

Print Proposal

View Assignment{M)
Propesal Summary File Name: | |[ Browse. . ]
Proposal Assignment{M)
Applicant Detsils Commant: |
Introduction

Result
Carrero: ity

FVO Budget

(SIS T T~ W= IS S I

To access the Attachments subsection, click the Attachments tab at the top of the Proposal
Summary window. (See the screenshot above.) Under this tab, applicants must upload the
following required documents:

e SF-424

e Project-level Framework

e Strategic Analysis

e Performance Monitoring Plan

e Evaluation Plan

e Negotiated Indirect Cost Rate Agreement (NICRA)

Applicants may also attach Letters of Support under this tab, but it is not required.

For specific guidance on what information to include in these attachments, please see the FY13

Food Aid Proposal Guidance document.

14



FY 2013 Food Aid Proposal Entry Instructions

COMPLETING THE INTRODUCTION

To complete the Introduction section, click the “Introduction” link on the gray “My FAIS”
navigation pane. This will lead you to the Introduction section (see screenshot below), which is
broken down into three subsections: Introduction Summary, Introduction Details, and Program
Administration List. Applicants can navigate among these subsections by using the tabs at the
top of the window (pictured below).

USDAUmted States Department of Agriculture Linking .S, Agriadiure /’%

,.-a-——Food Aid Information System —_—
— T

Home | Reports Qut | Payment | Agreement ! Administration | Compliance | Proposal | Budget ! About FAIS |

You are here : Home > Proposal » Proposal Summary = Introduction Sectien Summary Welcame FAD DO1 [ Log Off ]

;
i

Proposal Introduction Section Summary

Proposal #: 2011-0058
Organization: 1 Vision Strest
Inc.

Solicitation 10:2

P!"’Q ram Type: FFPr Introduction Summary Introduction Details Program Administration List
Fiscal Year: 2011

(=151

INSTRUCTION S ?

Status: In Progress

00000

Country: To Be Decided Proposal Information
Data Navigation Organization |1 Vision Street Inc.
G Print Propasal Fropossl Number  [2011-0058
C View Assignment{M)
C Proposal Summary Frogram Type |FFFr
C  Proposal Assignment{h)
C Applicant Details Status  |In Progress
O Introduction
© Result Country |ToBe Decided
C  Commeodity
© PVO Budgst
Proposal Section Workflow History
Waer = Date 5 Action = Status = Comments o
Mo data availablzintable
|Sh0\'\'ing 0 to 0 of O entries Eiltzr zll calumns: I:”
h FaS Home USDa. gov UsSa gov White Houss Fora Accecsibility Statsment Privacy Policy Non-Discrimination Statemant

The Introduction Summary Tab

To view the Introduction Summary, click on the Introduction Summary tab on the top of the
Introduction window. The introduction summary tab serves two purposes: it shows general
proposal information and captures the workflow history for the introduction section (in the
“Proposal Section Workflow History” table shown in the screenshot above). As applicants work
on the introduction section, the workflow history will automatically populate. Please note that
it is not necessary for applicants to enter any information in the Introduction Summary
subsection.

15
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The Introduction Details Tab

USDAUniI:ed States Department of Agriculture Linking 115, Agricultune /?%
ﬁFood Aid Information System " ' _—
Qa) T

Home ! Reports Out ! Payment ! Agreement | Administration | Compliance ! Proposal | Budget | About FAIS |

You are here : Heme > Proposal > Proposal Summary > Introduction Details welcome FAD DO1 [ Lag Off ]

Alerts

Proposal#:2011-0059
'Organization: 1 Vision Street

Proposal Introduction Section Details

INSTRUCTION 5 ?

Inc.

Solicitstion |D: 3

Program Typs: FFPr Introduction Summary Introduction Details Program Administration List
Fiscal Year: 2011

To begin completing the Introduction Details subsection, click the Introduction Details tab at
the top of the Introduction window. (See the screenshot above.) Fill out the information boxes
displayed in the window, including: Country, Anticipated Start Date, Anticipated Completion
Date and Introduction. (Please note that only boxes shaded yellow are required information.)
In the Introduction box, applicants should compose the narrative introduction. Applicants
should follow the program-specific guidance for what is required in the introduction in the FY
2013 Food Aid Proposal Guidance document.

|
USDA United States Department of Agriculture Linking U.S. Agriculture @
=—o Food Aid Information System ) [—
o = o
Home | Reports Out | Payment | Agreement | Administration ;| Compliance ;| Proposal ; Budget ;| About FAIS
m You are here : Home = Proposal = Proposal Summary > Introduction Details Welcome FAD DO1 [ Log Off ]
Alerts

Proposal Introduction Section Details

[e)

Proposal #: 2011-0059
Organization: 1 Vision Strest
Inc.

(=]

INSTRUCTIONS ?

O Solicitation ID: 3

© Program Type: FFPr Introduction Summary Introduction Details Program Administration List
O Fiscal Year: 2011

O Status: In Progress

O Country: Austria

Izim (ErraiT Introduction Details

o Print Propo=al Country | Austria W
o View Assignment(M) -

o Proposal Summary Anticipated Start Date [EMM/DDYYY) =

O Propozal Assignment(M) Anticipated Completion

o Applicant Details ° P Dste (MM.-"DD,-"YYYYJ *

O Introduction

o Result AnthIDﬂt:U Monetization ,—l(MMa"DDfYYYY)

o Commodity P Date

O PVO Budget Iz Thiz A Continuation Of

Previous Program
Iz This A Consortum  []

Introduction

16
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Program Administration List Tab

USDAUnitEd States Diepartment of Agriculture Linking LS. Agriculmne @
ﬁ Food Aid Information System [
(Qa) T i

Home | Reports Out | Payment ! Agreement ! Administration | Compliance ! Proposal | Budget | About FAIS |

“ou arz here : Home > Proposal = Propasal Summary > PropesalPragramAdministration Welcome FAD DO1 [ Log Off ]

Proposal Program Administration

INSTRUCTION § 7

: Introduction Summary Introduction Details Program Administration List
© Fiscal Year: 2011

To begin completing the Program Administration List subsection, click the Program
Administration List tab at the top of the Introduction window. (See the screenshot above.)
Under this tab, applicants need to complete the Program Administration List, which will capture
the personnel that the applicant organization will dedicate to work on the proposed program.
To add personnel to the table, click the “Add new record” button (shown in the screenshot
below), and enter the person’s title, the percentage of time he/she will dedicate to the
program, and his/her main responsibility. Click the “Insert” button to save the information to
the table. Be sure to enter all personnel that will work on the proposed program.

Add new record ’

| | 0.00 | | | Cancel

A P M Displaying items 0 - 0 of 0

dudd newe record

‘tTwe  Pporcentage of Time Main Responsibmty  Acton
Prapect Manager 160,00 Diversesng Propead Edit
Tramers (3} 10000 Training lce Fishearman Edit (=BT
Country Director 40.00 Prowviding Owversight Edit (=112 1)
= LI | E T Dsplaying fems 1 - Jof 3



FY 2013 Food Aid Proposal Entry Instructions

COMPLETING THE RESULT SECTION

To enter your proposal’s results and activities, click the “Result” link on the gray “My FAIS”
navigation pane. This will lead you to the Results section (see screenshot below), which is
broken down into five subsections: Summary, Results, Activities and Beneficiaries, Mapping,
and Other Details. Applicants can navigate amongst these subsections by using the tabs at the
top of the window (pictured below).

In the Result section, applicants will enter the results their organization will achieve and the
activities planned to achieve those results. Applicants will describe their activities, results, and
indicators. They will also map the connection between the proposed results and activities.

A |
USDA United States Department of Agriculture Linking LLS. I 4%
=—=o Food Aid Information System s Agriculuure
o R ol

Home | Reports Out | Agreement | Administration | Compliance ; Proposal | Budget ;| About FAIS ;

You are here : Home = Proposal > Proposal Summary > Results Summary Welcome FAD DO1 [ Log Off ]

s Proposal Result Summary
o Proposal # 2011-005%
< Organization: 1 Vision Street

Inc. INSTRUCTIONS ?
O Solictation ID: 3
O Program Type: FFPr m Results Activities & Beneficiaries Mapping Other Details
o FBcaIYear 2011

e e e rerrira

The Result Summary Tab

To view the Results Summary, click on the Results Summary tab on the top of the Results
window. The Results Summary Tab serves two purposes: it shows general proposal information
and captures the workflow history for the results section (in the “Proposal Section Workflow
History” table shown in the screenshot above). As applicants work on the Results Section, the
workflow history will automatically populate. Please note that it is not necessary for applicants
to enter any information in the Results Summary subsection.
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FY 2013 Food Aid Proposal Entry Instructions

The Results Tab: Selecting Results

To begin completing the Results subsection, click the Results tab at the top of the Results
window. Select “Add” to start creating your List of Results (shown in the screenshot below).
Note that all results included in the project-level framework should be included in this List of
Results. Results are presented in a hierarchical manner that mirrors the FAS program level
frameworks (found in Annex 1 of this guide). To expand a result tree, click on the small arrow
next to the higher level result. Foundational results are included under every result for your
convenience. To add a result not found in FAS’s program level frameworks, click “New Custom
Title.”

= Solicitation 1D: 7 — Nt o - -
- Program Type: FFPr Summary Results ctivities & Beneficiaries Mapping Other Details
= Fizcal Year: 2012
= Status: In Progress -
= Country: To Be Decided List of Results
Data Navigation Result - | 1D Description ~ Actions
= Print Propozal "
" A~

- Download Proposal New Custom Title Add
= Download Propo=al ¥ Increased Agricultural Productivity 1 Add

Aﬂachments X Increased Leverage of Private-Sector Resources 2 Add
= View Proposal Az=signment - —
: View Applicant Details Increased Capacity of Government Institutions 3 Add
= View Intreduction Increased Access to Improved Market Information 4 Add
: V!ew Commodity Improved Policy and Regulatory Framework 5 Add
L Rt I d Capacity of Key Groups in the Agriculture Producti
. Vi mproved Capacity of Key Groups in the Agriculture Production

U BT SLETE Sector (Coops and Small Shareholder Farmers) 6 Add
= Proposal Summary -
: Proposal Assignment P Improved Quality of Land and Water Resources 7 Add
= Applicant Detailz » Improved Farm Management (Operations, Financial) 35 Add
+ Introduction W Cacmmmdnd Teada af facimolboen] Beadocbe fPmmaetic Banineal and

After selecting “Add” for a result, the “Edit Result” screen, pictured in the screenshot below will
appear. Inthe “Result Description” box, please enter any information you wish to provide
describing your result. If you entered a custom result, this box is required. Please use it to
describe your result. The “Other Details” box is optional and can be used to add any additional
information that you wish FAS to consider.

Edit Result x

|y Fa1s [ Loq Off ]
Alerts

- Proposal#: 21 Result Tittle Improved Quality of Land and Water Resources

Result Description  |Improved Quality of Land and Water Resources ?

= Solicitation ID

= Program Type

= Fiscal Year: 2

= Status: In Pro

= Country: To *

Data Naviga Actio

E— g Other Details = |

= Print Proposa

= Download Pr¢ =

= Download Prg Add

Attachments Add

= View Propos{ —

= View Applica Add

= Wiew Introdug Add

= Vigw Commo Add

= View Result

= Wiew PVO BU Add

= Proposal Sum

= Proposal Ass Save & Close Cancel Add

: Applicant Det 4| Add

= Introduction — “

+ Resut Increased Capacity of Government Institutions 9 Add
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FY 2013 Food Aid Proposal Entry Instructions

The Results Tab: Adding Performance Indicators

To view selected results, scroll to the bottom of the Results Tab where all selected results will
appear at the bottom of the screen. To edit the Result Description or Other Details for the
results you selected, click “Edit.” To delete a result, click “Delete.” To add performance
indicators to the result, click “Outcome.”

= Print Proposal

New Custom Title

- Download Proposal Add
= Download Proposal » Increased Agricultural Productivity 1 Add

Attachments » Ewxpanded Trade of Agricultural Products (Domestic, Regional and dd
= Wiew Proposal Assignment International) 97 Add

= View Applicant Details
= Wiew Introduction

= View Commodity

= Wiew Result

= View PVO Budget

= Proposal Summary
- Proposal Assignment
= Applicant Details

= Introduction

= Result

= Commodity

= PWO Budget

Showing 1 to 169 of 169 entries Filter all columns:

Selected Results of proposal # 2012-0263

# Result Title Parent Description

1 |Improved Quality of Land and Water Resources |1 Improved Quality of Land and Water Resocurg€s dit | Delete  Qutcome
Iljnproyed Farm Management (Operations, 1 I|_'r|pr0~_/ed Farm Management (Operations, Delete | Outcome
Financial) Financial)

To enter performance indicators click on the “Create New Outcome” as shown in the screen
shot below. Applicants will be able to enter multiple performance indicators for each result
selected by selecting “Create New Outcome” multiple times. Please see the FAS Proposal
Guidance for guidance on selecting performance indicators.

m You are here : Home = Proposal > Propesal Summary = Result List > Result Outcome List

welcome fais admin , On b [ Log Off ]
Proposal Result - Qutcome List

;
i

INSTRUCTIONS

Result: Improved Quality of Land and Water Resources N

List of Outcomes

# Intended Outcome Detail - Outcome # Baseline Details = #  Actions
Data Navigation

- o T No data available in table

e Showing 0 to 0 of O entries Filter all columns:
- Download Proposal

Attachments
= View Proposal Back to Proposal Result List
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FY 2013 Food Aid Proposal Entry Instructions

The Results Tab: Entering Performance Indicators

To enter a performance indicator, use the text boxes that appear in the “Create Results
Outcome” box. Applicants can write their performance indicator in the “Performance Indicator”
box and the target for that indicator in the “Target Performance Indicator #” box. Please note
the “Target Performance Indicator #” box only accepts numbers. Please don not add commas,
dollar signs, or any other text to the box. Please add the baseline number for the performance
indicator if it is available in the “Baseline #” box. The other details box is optional and can be
used to add any other information that you would like FAS to consider. To add multiple
performance indicators per result, click “Save and Create New.” To just save one outcome, click
“Save and Close.”

m Create Result Outcome x

Alerts

= Proposal # Result Improved Quality of Land and Water Resources

rg [ Log Off ]

= Organizatic -
| Performance

= Solicitation Indicator

= Program Ty

= Fizcal Yeal

= Status: In F

= Country: Tt

Data Navic Target Performance
: Print Propo Indicator # =
> DaniaEi Other details
= Download
Attachmen
= View Propi
= View Appli
= View Introg
= View Comn
= View Resu
= View PVO
= Propozal 8 Baseline #
= Propozal A
= Applicant O
= Introduction
= Result
= Commodity
= PV Budge

Save & Create New Save & Close Cancel
g

Once outcomes are saved, they appear in the “List of Outcomes.” To edit an outcome, click
“edit” and to delete an outcome, click “delete.”

sy o
Home : Proposal ;| Agreement | Compliance : Reports ;| Administration ;| About FAIS

You are here : Home = Proposal = Proposal Summary > Result List > Result Outcomne List
Welcome fais admin [ Log Off ]
SlED Proposal Result - Outcome List
INSTRUCTIONS ?

Result: Improved Quality of Land and Water Resources

List of Outcomes Create New Outcome

Intendad Out Detail a a a a By

Data Navigation i A Outcome & Baseline Details - Baseline# ~  Actions

= Print Proposal 1 Indicator 100.00 Other details 100.00 Edit  Delete
= Download Proposal . .

= Download Proposal Showing 1 to 1 of 1 entries Filter all columns: |—”

Attachments
= Wiew Proposal Assignment | Back to Proposal Result List
= View Applicant Detailz
= Wiew Introduction
= View Commodity
= Wiew Result
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FY 2013 Food Aid Proposal Entry Instructions

The Activities and Beneficiaries Tab

To complete the Activities and Beneficiaries subsection, click the Activities and Beneficiaries tab
at the top of the Results window. (See the screenshot below.) Under this tab, applicants need
to enter the activities to be carried out in the proposed program and the associated
beneficiaries.

To begin completing the “List of Proposal Activities and Beneficiaries” table (pictured below),
the applicant should select an activity from the “Activity” drop down box, which contains many
common activities in USDA programs. However, if the drop down box does not contain the
activity that you need, you can select “custom activity.” In the “activity description” text box
(where you will describe your activity in detail) be sure to include the title of the custom
activity. A list of common activities in this drop down box is in the Proposal Guidance.

Home | Reports Out | Payment | Agreement | Administration | Compliance ; Proposal | Budget | About FAIS

m You are here : Home = Proposal = Proposal Summary = Activity and Beneficiaries Welcome FAD DO1 [ Log Off ]
Alerts

O Proposal # 2011-0058%
O Organization: 1 Vision Street

Proposal Activities & Beneficiaries

et INSTRUCTIONS ?
O Solicitation ID: 3
T HIEELIGTE R Summary Results Activities & Beneficiaries Mapping Other Details
O Fizcal Year: 2011
O Status: In Progress
O Country: Austria
Data Navigation Add/Edit Proposal Activity
Print Proposal Activity | <3elect Activity= v | =
View Assignment(M}
Proposal Summary Activity Description

Proposal Assignment(M}
Applicant Details
Introduction

Result

Commodity

PVO Budget

OO0O0OO0O0OO0O0OO0OO0

List of Proposal Activities and Beneficiaries Create New Activity

Once the applicant has described their activity in detail in this box, press the Save button, and
the “List of Proposal Activities and Benerficiaries” table will automatically populate with this
information. Repeat this process for all activities in the proposal.

For each activity added to the “List of Proposal Activities and Benerficiaries” table, applicants
must enter beneficiary and output information. For guidance on entering this information,
please see the FAS Proposal Guidance.
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FY 2013 Food Aid Proposal Entry Instructions

Adding Outputs and Beneficiaries

To enter output indicators and beneficiaries for a specific activity, click the “Outputs and
Beneficiaries” link listed in the “Action” column next to the activity description. This will lead
you to a screen where you can add output and beneficiary information to the “List of
Beneficiaries” table. (See screenshot below.) Here you should select a fiscal year, describe the
output indicator, i.e. “number of wells built” or “number of kids fed” (in the “Output” box),
enter the output target for each fiscal year (in the “Output #” box), and select direct and
indirect beneficiaries for this activity. Click save, and the “List of Beneficiaries” table will
populate with the information that you’ve just enetered. Be sure to complete separate entries
for different fiscal years, even if the outputs, targets, and beneficiaries are the same for each
year. Applicants may add as many outputs and beneficiaries to this table as they like. Be sure
to add output and beneficiary information for each activity listed in the “List of Proposal
Activities and Beneficiaries” table.

List of Proposal Activities and Beneficiaries

ID Activiby Activity Description i
SEE FAS PROPOSAL GUIDANCE FOR HOW TO WRITE vOUR ACTIVITY DESCRIPTION, PYO Y| Edit Activity |
1840 Build on-farm | will use CCC funds to to build on-farm wells for farmers in target area ¥, These wells are Delete Activity |

wells necessary for xyz and to maximize investrnents as well as to maximize the use of water res Dutputs &
; ; PR ! ! b Edit Activity |
Business ee FAS Proposal Guidance for what to enter in this box. PVYO ¥ will assist new organizations Delste Activity |
' : . - . . L . v
1581 development | register with business development, in order to expand relationships and opportunities with Oete et &'V'
SErvices other local producers, This will be coordinated with a nationally-recogn ... SILDHLS &
Beneficiaries
Train farmedrs WO will train farmers to upgrade tillage techniques and technology in animal traction, —‘Lgd'lt ?Ct.\ll\g:: L |
. : - ! ! v
1554 M ||jnp|r;:ove| allowing farmers to farm larger parcels of land in a shorter period of time. Conservation Oete et &'V'
agricultura tillage will reduce wind and water soil erosion, reduce soil compaction, and ... SUIEES &
practices Beneficiaries
Showing 1 to 4 of 4 entries Filter all columns:

Activity Details

Activity | Build on-farm weells
Fizcal Year | 2012 D
—

Qutput | Number of on-farm well
Cutput # |15

Direct Beneficiaries Indirect Beneficiaries

Direct iary iary # Indirect iary iary #

Unknown a Unknown a

Ag Producers 1] Ag Producers 1]

AgroBusiness Owners a AgroBusiness Owners a

Baoy students 1] Baoy students 1]

Carmmunities a Carmmunities a

Community Groups ] Community Groups ]

Cooks a Cooks a

Cooperatives ] Cooperatives ]

Earthquake Victims a Earthquake Victims a

Elderly 0 Elderly 0

Famnilies 1] Famnilies 1]

Farmers 25| Farmers a

Girl students [1} Girl students [z}

Nurses & Health Workers [z} 5| | Murses & Health Workers [1} =
List of Beneficiaries

D Year Output Output # Direct Beneficiaries Indirect Beneficiaries Actions
Numnber of

3676 2012 fon-farm 34 Farmers (1) Families (55) Edit | Delete

wells built
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FY 2013 Food Aid Proposal Entry Instructions

The Mapping Tab

To begin completing the Mapping subsection, click the “Mapping” tab at the top of the Results
window. (See the screenshot below.) Under this tab, applicants will link the activities listed in
the “Activities & Beneficiaries” subsection to the results listed in the “Results” subsection.

|
USDA United States Department of Agriculture Linking LS. - ./?%
=—=o Food Aid Information System e Agriculuure
(QA) Tl
Home | Reports Out | Payment ;| Agreement | Administration | Compliance ; Proposal ;| Budget | About FAIS
m You are here : Home > Proposal = Proposal Summary = Result-Activity Mapping Welcome FAD DO1 [ Log Off ]
Alerts Proposal Result & Activity Mapping

(=]

Proposal # 2011-005%
Organization: 1 Vigion Strest

(=]

e INSTRUCTIONS ?
O Solicitation ID: 3
O Program Type: FFPr Summary Results Activities & Beneficiaries Mapping Other Details
O Fizcal Year: 2011
O Status: In Progress
O Country: Austria
Data Navigation Add/Edit Result & Activity Mapping
O Print Propozal ISGLLEE Y Ul =S elect Proposal Activity=
O View Assignment(M)
% Foires Giomey) Resutt | <Select Result- v«
O Propesal Assignment(M)
o Applicant Detaile Percentage l:l
O Intreduction
O Result
O Commodity
O PV0 Budget
List of Result & Activity Mapping Create New
Activity Result Percentage Action
FFPr-Build farm-to-market roads FFPr-Improved Agricultural Value Chains 60 Edit | Delete
‘Showing 1to 2 of 2 entries Filter all columns: l:”

The “Proposal Activity” and “Result” dropdown boxes will preload with the activities and
resultes entered in the Results and Activities &Beneficiaries subsections. Applicants should
select and activity from the “Proposal Activity” dropdown menu and should select a result
supported by this activity from the “Result” dropdown menu. Applicants should also enter the
percentage of the activity the supports the selected result in the “Percentage” textbox. For
example, if an activity supports two different results equally, you would enter 50 percent in the
mapping information for both results. However, if the activity supports one result a little bit
more than another, you could enter 60 percent for one result and 40 percent for the other.
After mapping an activity to a result, click save, and it will automatically populate in the “List of
Results & Activity Mapping” table (pictured in the screenshot above).

Please note that you should map your activities only to the lowest level result you are seeking

to affect. Do not link your activities to every result in the framework that it will affect.
Additionally, please note that every activity must be mapped to at least one result.
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FY 2013 Food Aid Proposal Entry Instructions

The Other Details Tab

To begin completing the Other Details subsection, click the Other Details tab at the top of the
Results window. (See the screenshot below.)

You are here : Home > Proposal = Proposal Summary = Result additional Details

welcome fais _admin , + [ Log Off
IS Proposal Result Other Details
INSTRUCTIONS ?

Summary Results Activities & Beneficiaries Mapping Other Details

Result Other Details

Data MNavigation |
o Print Propasal Cash or Non-cash
o Download Proposal Contributions:
o Dowwnload Proposal
Attachmerts
o ‘“iew Proposal Assignment
o Wiew Applicant Detalls
o Wiew Introduction
o “Wieww Commodity
o Wiew Resut
o Wiew PYO Bucoet
o Proposal Summary
o Proposal Assignment
o Applicant Details
o Introduction e
o Resut
o Commodity Sub Recipierts
o PO Budget
A *
Fovernment snd Mon-
Government fgencies
A *
Method Of Educating
Public
2l *
Method of Choosing
Beneficiaries
2l *

Target Geographic ="
Area:



FY 2013 Food Aid Proposal Entry Instructions

COMPLETING THE COMMODITY SECTION

In the Commaodity Section, applicants enter the commodities requested as well as
transportation, logistics, and monetization information (if applicable). (Please note that in FAIS,
the Plan of Operation is now composed of the Result and Commodity Sections. For additional
information on the Plan of Operations you may reference 7 CFR 1499.4 (d) for Food for Progress
and 7 CFR 1599.4 (d) for McGovern-Dole Program.)

To enter information about proposed commaodities, click the “Commaodity” link on the gray “My
FAIS” navigation pane. This will lead you to the Commaodity section (see screenshot below),
which is broken down into four subsections: Commodity Summary, Commodity List, Special
Needs & Distribution Methods, and Monetization. Applicants can navigate among these

subsections by using the tabs at the top of the window.

USDA United States Department of Agriculture Linking US. Agriculture @
=—=o Food Aid Information System
(QA) ST il
Home | Reports Out ;| Agreement ;| Administration ;| Compliance ; Proposal | Budget ;| About FAIS :
m You are here : Home = Proposal = Proposal Summary = Commodity Section Summary Welcome FAD DO1 [ Log Off ]
Alerts

Proposal Commodity Section Summary

(=]

Proposal # 2011-0058%

Organization: 1 Vision Street

Inc.

Solicitation ID: 3

E_mgrf\“; TW;:U::PF Commodity Summary Commodity List Special Needs & Distribution Methods Monetization
izcal Year:

Status: In Progress

Country: To Be Decided

(=]

INSTRUCTIONS ?

OO0 000

Proposal Information

Data Navigation - p—
: Organization |1 Vision Street Inc.
Print Propozal

0 View Assignment(M) Propesal Number [2011-0058

< Proposal Summary

O Proposal Assignment{M} Program Type |FFPr

O Applicant Details

O Introduction Status |In Progress
O Result -

0 Commodity Country |To Be Decided
O PVO Budget

Proposal Section Workflow History

User = Date = Action = Status = Comments =

No data available in table

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

The Commodity Summary Tab

To view the Commodity Summary, click on the Commodity Summary tab on the top of the
Commodity window. The commodity summary tab serves two purposes: it shows general
proposal information and captures the workflow history for the commodity section (in the
“Proposal Section Workflow History” table shown in the screenshot above). As applicants work
on the commodity section, the workflow history will automatically populate. Please note that it
is not necessary for applicants to enter any information in the Commodity Summary subsection.

26



FY 2013 Food Aid Proposal Entry Instructions

The Commodity List Tab

Th Commodity List tab contains a “List of Commodities” table that applicants must populate.
Applicants can add a new commodity and edit/delete added commodities. To add a hew
commodity to the table, select “create new commodity” (shown in the screenshot below).

-
USDA United States Department of Agriculture Linking UL.S. Agriculture @
=——2 Food Aid Information System B -
. S

Home Reports Qut Agreement Administration Compliance Proposal Budget About FAIS

m You are here : Home = Proposal » Proposal Summary = Commaodity List Welcome FAD DO1 [ Leg Off ]

Proposal Commodity Section List

Proposal # 2011-0059
Organization: 1 Vision Street
Inc.

Solicitation ID: 3

Program Type: FFPr Commodity Summary Special Needs & Distribution Methods Monetizati
Fizcal Year: 2011

Status: In Progress
Country: To Be Decided

INSTRUCTIONS

(sl =iy siysiys)

Data Navigation List of Commeodities

O Print Propo=al Usage Pkg. Pkg. Delivery to U.5 Port Est. Kinds of . . —— o
Commodity Qty/MT Country Action

O View Assignment{M) Type !/ Type Size (MM/Year) Sales/MT ($) Goods, Svc Goods Svc ($)

O Proposal Summary

Once you select, “Create New Commaodity” you will be led to a separate scree (see screenshot
below), where you can select: (1) a commodity from the drop down list of available
commodities, (2) the pack size and type, and (3) how the commodity will be used (i.e.
monetization, barter, or direct distribution). Applicants should also enter the requested
guantity, destination country, and the estimated delivery date in the available text boxes. If the
commodity will be monetized or bartered, please complete the relevant optional text boxes.

Basic Information
WLV Al BeefPacker Tallow V&

Package SizeType | Bulk - Bulk D *

Commodity Uzage Type | Monetization D *

Quantity MT | *

Destination Country #

Deivery ToUS Port | January [ = | *
Month & “ear

Monetization Details

Estimated Sales Per MT
(3}

Eztimated Procesds (3) |
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FY 2013 Food Aid Proposal Entry Instructions

The Special Needs & Distribution Methods Tab

To complete the Special Needs & Distribution Methods subsection, click the Special Needs &
Distribution Methods tab at the top of the Commodity window. (See the screenshot below.)
Under this tab, applicants need to complete five text boxes displayed in the window, including:
Special Delivery, Commodity, Processing, or Packaging Needs; Description of Transportation
and Storage and Logistics Plan; Duty Free Entry; Economic Impact; and Other Remarks. (Please
note that only boxes shaded yellow are required information.) Specific guidance on what to
enter in these boxes is provided in the Proposal Guidance.

USDA United States Department of Agriculture Linking LS. " 4%
=—=o Food Aid Information System e Agiculture
(QA) TRl

You are here : Home = Proposal > Proposal Summary > Delivery Detail / Distribution Method Welcome FAD DO1 [ Log Off ]

Gl Proposal Commodity Section Special Needs & Distribution Methods
O Proposal # 2011-0059

O Organization: 1 Vision Street
Inc.

Solicitation ID: 3

T EEEEILEE FA Commeodity Summary Commodity List Special Needs & Distribution Methods Monetization
O Fizcal Year: 2011

INSTRUCTIONS ?

(=]

The Monetization Tab

To begin completing the Monetization subsection, click the Monetization tab at the top of the
Commodity window. (See the screenshot below.) Please note that information under the
Monetization tab is only required if you state that you will monetize requested commodities
from the List of Commodities table in the Commodity List tab.

If applicants plan to monetize commodities, they must fill out the text boxes displayed in the
window, including: Impact on Other Sales, Private Sector Participation in Sales of Commodity,
Sales Proceeds Usage, and Assuring Receipt Procedures. (Only the boxes shaded yellow are
required information. Boxes in this section will only be required if the applicant proposes to
monetize requested commodities.)

-

USDA United States Department of Agriculture Linking LS. ) 4%
=—=o Food Aid Information System s Agiculuure
(G4 Tl

Home ; Reports Out | Agreement ;| Administration | Compliance ; Proposal ;| Budget | About FAIS

You are here : Home > Proposal > Proposal Summary = Monetization Welcome FAD DO1 [ Log Off ]

Alerts

Proposal Commodity Section Monetization

O Proposal #: 2011-0058%

O Organization: 1 Vigion Street
Inc.

Solicttation ID: 3

Program Type: FFPr Commodity Summary Commodity List Special Needs & Distribution Methods
01 Figeal Year 2011

INSTRUCTIONS ?

200
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COMPLETING A PROGRAM BUDGET

The last section of the proposal is the “PVO Budget” section. In FY2013, a full budget
submission is required for all proposals. (Note that this guide provides instructions for Private
Voluntary Organizations to enter a budget. There is a different entry screen for the World Food
Program (WFP), which will only appear for users registered as part of WFP.) All expenses must
be accounted for as either administrative expenses or activity expenses (for more information,
please see the budget section of this guide).

To enter the proposal’s program budget, click the “PVO Budget” link on the gray “My FAIS”
navigation pane. This will lead you to the PVO Budget section (see screenshot below), which is
broken down into two subsections: PVO Budget Summary and PVO Budget List. Applicants can
navigate among these subsections by using the tabs at the top of the window.

The PVO Budget Summary Tab

To view the PVO Budget Summary, click on the PVO Budget Summary tab on the top of the PVO
Budget window. The PVO budget summary tab serves two purposes: it shows general proposal
information that is automatically populated and captures the workflow history for the PVO
Budget section (in the “Proposal Section Workflow History” table shown in the screenshot
below). As applicants work on the PVO Budget section, the workflow history will automatically
populate. Please note that it is not necessary for applicants to enter any information in the

PVO Budget Summary subsection.

USDA united states Department of Agriculture Linking U.S. Asriculiuse .4%
=—o Food Aid Information System e Agricu ",-L_,—-
o = o

Home | Reports Out ;| Agreement | Administration ; Compliance | Proposal ; Budget | About FAIS |
m You are here : Home > Proposal = Proposal Summary = PVO Budget Summary Welcome EAD DO1 [ Log Off ]
lEis Proposal PVO Budget Summary

O Proposal # 2011-0058%
O Organization: 1 Vision Street

Inc. INSTRUCTIONS ?

o Solicitation ID: 3
O Program Type: FFPr PVO Budget Summary PVO Budget List
O Fizcal Year: 2011
O Status: In Progress .
o Country: To Be Decided Proposal Information
Data Navigation Organization |1 Vision Street Inc.
T HIETTIET Proposal Number -
O View Assignment(M} P 2011-0059
O Proposal Summary Program Type |FFPT
O Proposal Azsignment(M)
O Applicant Details Status |In Progress
O Intreduction -
o Result Country |To Be Decided
O Commodity
O PVO0 Budget

Proposal Section Workflow History

User =S Date =S Action =S Status =S Comments =S

No data available in table

Showing 0 to 0 of 0 entries Filter all columns: | ‘
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The PVO Budget List Tab

To begin completing the PVO Budget List subsection, click the PVO Budget List tab at the top of
the PVO Budget window. (See the screenshot below.) To add a budget item one line at a time,
click “Add Line Item.” To add bulk budget lines, 100 lines or less at a time, click “Add Bulk” as
noted in the red box below. To delete the entire budget, click “Delete All.” To delete the
budget items for one activity, click “Delete Yearly Budgets.” For FY 2013, PVOs have the option
of working on their budgets in Excel and copying and pasting the data into FAIS. To do this, you
must use the template provided by FAIS and cannot change the order of the columns, delete
columns, or add columns. You can, however, add rows for calculations or do calculations in the
margins of the template.

Proposal PVO Budget List

INSTRUCTIONS ?

PVO Budget Summary PVO Budget List
Budget Summary

Download Activity Codes

Fiscal Year Cash (%) Monetization ($) Total($)
Total 0.00 0.00 0.00
List of PVO Budgets Add Line Item | Add Bulk | Delete All | Delete Yearly budget
Fiscal - Expense ” Price Per  Total Price NICRAS . Cash i i -
Year Actvity Troct Details Quantity ‘ynis) (9) s NIGRA(S)  (9) () Actiem

No data available in table

Showing 0 to 0 of 0 entries Filter all columns: ‘
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Adding Bulk Budget Lines: Downloading Activity Codes

FAIS will pop-up a window in Notepad containing the activity codes. ITSH and Administration
also have codes that need to be entered when adding an expense of this type. The “codes”

document will also remind you of the expense types that FAIS allows and the locations (HQ and

the Field) that FAIS accepts.

To begin using an Excel spreadsheet to complete your budget, click “download activity codes.”

FAIS will generate an activity code for all activities that have been added to the proposal. An

activity code is necessary in order for FAIS to properly process bulk budget entries.

Proposal PVO Budget List

INSTRUCTIONS

Budget Summary
Fiscal Year

Total

List of PVO Budgets

PVO Budget Summary PVO Budget List

Cash (%) Monetization ($)

I‘-_:::'ae Activity E’":';-;QFE¢ Details Q tity Price Per TuHPril:s NICRA.  Total After

unit($) (%) %  NICRA($)

Download Activity Codes

Cash
(£

No data available in table

Showing 0 to 0 of 0 entries

Filter all columns: |

S[i=1ES

BB codes[1].txt - Notepad

File __Edie—Format Wiew Help

ACtivity Codes

1879 ITSH

1880 Administration
1882 Build fish ponds
1883 Cooperative development

ense Types
Hand1ing
Internal Transportation
warehaouse
EqQuip. Leases
Equipment
office
Travel
prof. services
Benefits
calaries

Unknown
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FY 2013 Food Aid Proposal Entry Instructions

Adding Bulk Budget Lines: Compiling Budget in Excel and FAIS

To begin compiling a budget in Excel, open the template (provided with the proposal templates on the

FAS website) and begin adding data budget line items. Add the activity codes provided in the Notebook
pop-up in column B (for more information on the budget information, please see the budget section of

this guidance). Please don’t add commas of change the format of the columns in any way. Also don’t

add columns or delete columns within the template block.

.-"Qg,\' =9~ v PVO BUdget Improvement Example.xlsx - Microsoft Excel - X
) -
- Home Insert Page Layout Farmulas Data Review View Acrobat & - 7 X
=l & ’ - = = 3 |g=Insert~ | X ~ i
Calibri |11 A AT = General = £E 7 |
B 2 M | g 2
Paste B I U= A~ v || % - 9, s | %0 ;00| Conditional Format  Cell ez Sort & Find &
- F — = — = = B0 >0 ormatting * as Table = Styles~ || (e Format = || (2~ Filter~ Select ~
Clipboard ™ Font F} (P Mumber (Fi Styles Cells Editing
| n7 - 5|
A B c D E F G H 1 1 K L M N o P f
1 |FY Activity Code  Exp Type Location Details Qry S/unit  NICRA%  Cash%
2
3 2013 1866 Prof. Services Field Clerks 5000 5 30 50
4 2013 1866 Prof. Services Field PM 1000 20 30 50
5 2013 1866 Prof. Services Field Engineers 5000 10 30 50
[ 2013 1866 Prof. Services Field Secretary 500 10 30 50
7 2014 1B66 Prof. Services Field Clerks 5000 10 30 50
B 2014 1866 Prof. Services Field P 1000 20 30 50
9 2014 1866 Prof. Services Field Engineers 5000 10 30 50
10 2014 1866 Prof. Services Field Secretary 500 10 30 50
11
12

To add budget line items generated in Excel to FAIS, click “Add Bulk” (see previous page for

screen shot). Copy just the budget line items, headings are not necessary, and paste them into

the box called below called “budget list.” Please only paste 100 line items or less to ensure FAIS

does not time out when processing the lines. Click “save” when you have pasted the 100 lines

or less.

Proposal PVO Budget List

INSTRUCTIONS

Budget List

2013 1866 Prof. Services Field Clerks 5000 5 30 50
2013 1866 Prof. Services Field M 1000 20 30 50
2013 1268 Prof. Services Field Engineers5000 10 30 50
2013 1866 Prof. Services Field Secretary500 10 30 50
2014 1866 Prof. Services Field Clerks 5000 10 30 50
2014 la66 Frof. Services Field PM 1000 20 30 50
2014 1268 Prof. Services Field Engineers5000 10 30 50
2014 1866 Prof. Services Field Secretary500 10 30 50

-3

If any lines had an error, FAIS will list them in red at the top of the screen. If there are no errors,

FAIS will display the message below indicating all lines have been processed. Click “back to

budget list” to see the added budget lines.

INSTRUCTIONS ?
All lines which did not have error were successfully processed

Budget List

2013 1879 Prof. Services Field Clerks 5000 5 30 50
2013 1879 Prof. Services Field M 1000 20 30 50
2013 1882 Prof. Services Field Engineers5000 10 30 50
2013 1882 Prof. Services Field Secretary500 10 30 50
2014 1882 Prof. Services Field Clerks 5000 10 30 50
2014 1882 Prof. Services Field i 1000 20 30 50
2014 1882 Prof. Services Field Engineers 5000 10 30 50
2014 1882 Prof. Services Field Secreterys00 10 30 50
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FY 2013 Food Aid Proposal Entry Instructions

Adding Single Line Budget Entries:

To create a single budget line item, click “Add line item” and add the details shown below.

Proposal | Budget | About FAIS

Proposal#: 2011-0059%
Organization: 1 Vizgion Strest
Inc.

Solicitation 1D: 3

Program Type: FFPr

Fizcal Year: 2011

Status: In Progress

Country: Austria

[s]eineiyeiys]

Data Navigation

Print Proposal

View Assignment(M}
Proposal Summary
Proposal Assignment(M)
Applicant Details
Introduction

Result

Commodity

PVO Budget

OO0 000000

You are here : Home > Proposal = Proposal Summary > PVO Budget List = Create PVO Budget

Create Proposal PVO Budget

Welcome FAD DO1 [ Log Off ]

INSTRUCTIONS

Basic Information

Fizcal Year =

Activity | ITSH v *
Expenze Type |Hand|ing V|‘

Location *

Detaile | =

Quantty [ =

Price Per Unit (3} |07 *
Total Price (5) |:|
N —
Total After NICRA (5) |:|

cashw [ =
Monetize® [0 |
N
Monetization (5) |:|
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FY 2013 Food Aid Proposal Entry Instructions

Editing Budget Entries

To edit lines after they have been added to FAIS, click “edit” and to delete a line, click “delete.”

: hiscal vear: 2012 -
= Status: In Progress

= Country: To Be Decided Budget Summary
ety — - = 0 = =]
= Print Propozgal

= Download Proposal 2014 81250.00 81250.00 162500.00
= Download Proposal
Abtachments 2013 65000.00 65000.00 130000.00

- Ui moposa assgmment | | RaRaH I ddasselge I daase I aessense

= View Applicant Details
= View Intreduction

= View Commodity List of PVO Budgets Add Line Item | Add Bulk | D
= View Result

= View PVO Budget | | | ‘ |
= Proposal Summary

= Froposal Assignment i [Buldli= | Fef Secretary |500 10.00 |5000.00 |30.00  6500.00 3250.00  3250.00 S|
= Applicant Details ponds Services Delete
= Introduction Build fish |Prof. . Edit |
I 013 | o Geneio. | Engineers 5000 10.00  |50000.00 |30.00 | 65000.00 |32500.00 |32500.00 Soie
= Commodity R .
- PVO Budget 2013 |Build fish | Prof. Secretary |500 10.00 |5000.00 |30.00 6500.00 3250.00 | 3250.00 S]]
ponds Services Delete
2014 |Build fish |Prof. Clerks 5000 10.00 50000.00 |30.00 | 65000.00 32500.00 |32500.00 Edit |
ponds Services Delete
iy [Buldli=h | FEf PM 1000 |20.00 |20000.00 |30.00 26000.00 |13000.00 13000.00 Edit]| i
ponds Services Delete
2014 |Build fish |Prof. Engineers | 5000 10.00 50000.00 |30.00 | 65000.00 32500.00 |32500.00 Edit |
ponds Services Delete
Prof. Edit |
2013 |ITSH . Clerks 5000 5.00 25000.00 |30.00 32500.00 |16250.00 16250.00
Services Delete
Prof. Edit |
2013 | ITSH . PM 1000 20.00 |20000.00 |30.00 26000.00 |13000.00 13000.00
Services Delete

Showing 1 to 8 of 8 entries Filter all columns: |

EAS Home | USDA.gov | USA.gov | White House | FOIA | Accessibility Statement | Privacy Policy | Men-Discrimination Statement

b

Done & Internet gy v Hi100% v
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FY 2013 Food Aid Proposal Entry Instructions

SUBMITTING PROPOSALS IN FAIS

To submit your proposal to USDA all sections must be complete and submitted to the PP
Director for review. Once all sections have been “Submitted for Review” to the PP Director,
they can then select “Submit to USDA.”

United States Department of Agriculture Linking UL, Agriculiuve (TE2Y
% Food Aid Information System e =
(=N ] Wl

Home | Proposal | Agreement | Compllance | Reports | Administration | About FAIS |

m You are hare : Homa > Propossl > Proposal Summary welcome fals admin . Log OFf ]
Alerts Proposal Summary

INSTRUCTIONS 7

Program Type: FFPr = -
Fiscal Year: 2012 Proposal Summary Attachments
Status: Submitted For Review|  Proposal Information
Country: Tonga

Data Navigation Organization

Print Propesal Solication © |7 |
Cownioad Proposal

Dawnload Proposal Proposal Number [2012-0048 |
Attachments
Views Propasal Assignment Program Typa |FFPT |

LR

View Appicant Details [
View introduction
View Commodty Country [Tanga
View Hesult

View FVO Budget
Proposal Summar v
Proposal Assignment

[Submittea For Review

Proposal Section Details
Applicant Detaks
Introduction
Rasult
Commodily

PO Budget

00CEOD0000EB0 &0

1/24/2012 03:15:16 Submit For Rewview Submitted For Review
8/3/2011 01:47:22 Create In Progress Proposal Creation
gl 11 mntrics Filter all calumns: || ]

waorkflow Actions

Submit To USOA | BRequest For Modification | Reject
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FY 2013 Food Aid Proposal Entry Instructions

CHECKLIST FOR SUBMITTING PROPOSALS IN FAIS

Proposal Summary Section

SF-424 Attached

Strategic Analysis Attached

Project Level Frameworks Attached
Performance Monitoring Plan Attached
Evaluation Plan Attached

Letters of Support Attached (Not Required)

COo0000

Introduction Section
O All required boxes are filled in for country, project dates, etc.

O Introduction box includes descriptions based on Proposal Guidance for the following areas:

One paragraph summary of proposed project
In-Country Registration Status

Organizational Capability

FFPr Only: Lasting Impact

MGD only: Local Capacity Building

MGD only: Commitment to Education

MGD only: Graduation and Sustainability

O Completed Program Administration Tab

ocooooop

Results Section
Results Tab

U Each result depicted on the proposal’s Project Level Framework has a Result listed in FAIS
O Each result listed in FAIS has a performance indicator and target
O Each result listed has a result description
Activities and Beneficiaries Tab
O Each activity listed has an activity description
O Each activity has an output indicators with targets for each year of the program
O Each activity has direct and indirect beneficiaries listed
O All activities are mapped to at least one result
Other Details Tab
Cash and Non-Cash Contributions section completed
Sub-recipients section completed
Government and Non-Government Agencies section completed
Method of Choosing Beneficiaries section completed
Method of Educating Beneficiaries section completed
FFPRr Only — Impact on Private Sector section completed

o000 0o

Commodity Section
Commodity Tab

O All proposed commodities are selected including basic information and monetization or barter details

if applicable
Special Needs & Distribution Methods
Transportation and Storage section completed
Processing and Packaging section completed
Duty Free Entry section completed
Economic Impact section completed

Co00D

Other Remarks section completed and includes program specific information requested in guidance
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FY 2013 Food Aid Proposal Entry Instructions

Monetization Tab (if applicable)

Impact on Other Sales section completed

Private Sector Participation in Sale of Commodity section completed
Sales Proceed Usage Activity Implementation section completed
Assuring Receipt Procedures section completed

Expected Interest Earned section completed

ooooQ

PVO Budget Section

O Complete project budget uploaded or entered per Proposal Guidance
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