ATTACHMENT-A		HHM402-14-BAA-243
INSTRUCTIONS FOR RESPONSE AND SUBMISSION

Included herein Attachment – A, are instructions to assist in the preparation of application materials in response to Intelligence Community Center for Academic Excellence (IC-CAE), Broad Agency Announcement HHM402-14-BAA-243. For Questions shall be sent to ~243CAE@dodiis.mil. Answers will be posted on www.grants.gov. 

VOLUME I: PROPOSAL ITEMS

Volume I shall include a summary paragraph of the proposed project, the environment in which the program will be executed, and a full description of the required program components. Volume I shall be limited to 20 pages. Pages shall be 8 ½” x 11” with 12-point Times New Roman font. 

1. Project Overview – The project overview shall be no more than one (1) page in length. It shall include:
a. Broad Agency Announcement number; Proposal Title
b. Legal name of grant recipient
c. Name, title, telephone number, fax number, mailing address, and electronic mailing address of the Principal Investigator and an Authorized Organizational Representative in the institution’s grants/contracting office with signature authority. It is recommended that alternate phone numbers be supplied for the Principal Investigator and, if possible, additional names and phone numbers of other staff members with knowledge of the proposal. 
d. Overview and intent of program, including primary goals, measurable objectives, key program elements, and staffing. 
e. Inclusion of program name, with “IC Centers for Academic Excellence (IC CAE)” integrated into name.

2. Project Narrative – The Project Narrative shall include detailed descriptions of the program philosophy, objectives and components.
a. Program Context – This section shall describe the institution’s understanding of the Intelligence Community (IC) and the IC Centers for Academic Excellence’s mission, and the unique way in which the institution will advance these goals. Clearly stated program objectives are expected. Details about the institution’s history, academic and administrative structure, and accreditation shall be included. If applicable, include any information about staff who have experience in the IC, and any partnerships that currently exist between the institution and regionally located IC offices.  
b. Program Components – Provide details on the unique program the institution will execute which will include the elements described here.
i. National Security/Intelligence-Related Curriculum – Description of undergraduate or graduate courses; certificate programs; minors; or majors which prepare students to enter the national security or intelligence community work force. Explanation should address if courses are being created or modified, and how the courses are to be integrated into the existing curriculum. 
ii. Student Participation – Information about on-campus programming (workshops, seminars) which contributes to students’ knowledge about the intelligence profession and adds to their professional development. Discussion shall include ways to support attendance at professional conferences, seminars, or simulations. Explanation of cultural immersion opportunities.
iii. Student travel/study abroad/cultural & regional studies – Explanation of study abroad opportunities to strengthen students’ cultural competencies, regional expertise or language skills. Evidence of substantive classroom and extracurricular activities shall be noted.
iv. Faculty Development – Description of opportunities in the academic and national security/intelligence communities for faculty to broaden their knowledge and strengthen their skills to instruct an intelligence-focused curriculum.
v. Annual Colloquium – Explanation of an annual event which will bring together students, faculty, government representatives, and industry partners; focus to be an intelligence or national security topic which complements the other aspects of the institution’s overall CAE Program.
vi. Program Management and Program Sustainment Plans – Detailed description of tasks personnel will complete to meet program objectives (management plan) and steps the institution will take during grant period to sustain program when funding ends (sustainment plan).
vii. Language Study – Description of critical language instruction available to students at home institution, consortium institution or international partner school. Details of any pre-requisite study needed to participate in a language study program and how such study will be accomplished. (Reference page 9 of BAA for list of critical languages.)
viii. Diversity – Evidence of supporting the Intelligence Officers Training Program (50 U.S.C. Section 313(a) subsection 1024) in enhancing the ethnic and cultural diversity of participants.
ix. Indirect Cost Rate - 

VOLUME II: RESUME
Volume II shall consist of the Primary Investigator’s resume, and the resumes of any Primary Co-Investigators, or alternate Primary Investigators. In addition, resumes shall be submitted for all sub-grantee Primary Investigators, Co-Investigators, or alternate Primary Investigators.
Individual resumes shall be no more than four pages in length with demonstrated and detailed evidence the individual is qualified to manage the program proposed.
Volume II shall be limited to 20 pages. Pages shall be 8 ½” x 11” with 12-point Times New Roman font.
VOLUME III: BUDGET
Volume III shall include total cost estimates for each budget year of the proposed program: year one total, year two total, year three total, year four total, and year five total. All proposed cost elements for each year shall have detailed support explanations that clearly identify the relationship of budget cost elements to proposal objectives and descriptions. The amounts shall clearly demonstrate costs for any sub-awards and allocations of their budget cost elements. ALL COST VOLUME SHALL HAVE AN OFFEROR SIGNED ADDENDUM 1 - CERTIFICATE OF IDC/F&A COSTS; page 31.
Descriptions shall reflect a PHASED APPROACH to implementing the program and meeting the objectives detailed in Volume I, with each year’s efforts building on the previous year.  Budget cost elements and descriptions shall reflect program growth over the five year period, moving from development to sustainment. Planned activities and their associated costs shall demonstrate the program’s evolution; see Addendum 2, BAA pages 32 and 33. 
Volume III has no page limit. Pages shall be 8 ½” x 11” with 12-point Times New Roman font.
The following shall be included in Volume III:
1. Grant recipient’s Systems for Awards Management (SAM) and Data Universal Numbering System (DUNS) numbers
2. Signed Certifications as referenced on page 31 of the Broad Agency Announcement
3. Completed Budget Information for Non-Construction Programs, SF-424A
4. Excel spreadsheet documenting specific costs and elements of program, see Excel Spreadsheet Attachment-B.
5. Narrative summary with details of cost/budget estimates
Cost elements to be incorporated shall include at a minimum:
1. Salary and Benefits – Commensurate salaries and fringe benefits for any person whose time will be charged to the work of the program. This may include the Primary Investigator, sub-awardee Primary Investigator, faculty, staff, and student employees. Allowable student charges include salary, related training costs, and tuition.
2. Equipment – Costs of equipment to support the proposed program shall be listed by individual unit prices.
3. Travel – Costs broken out by number of travelers, destination, and duration; transportation, rental car, and per diem. At minimum, this section shall include a summary of costs for a senior program representative of each primary and sub-grantee institution to attend the IC CAE Annual Meeting in the metropolitan Washington D.C. area, and costs for attendance at a three-day professional development workshop also held in the metropolitan Washington, D.C. area.
4. Other Direct Costs – Materials and supplies; publication, documentation and dissemination; consultant services; computer services; communication costs not included in overhead; and others as warranted by the program.  
5. Sub-awards – Costs for program elements to be carried out by partner institutions and costs to administer the program. Provide same level of detail as that of primary institution, including:
a. Salary and benefits
b. Equipment
c. Travel
d. Other Direct Costs
e. Facilities and Administrative (F&A) Costs
6. Facilities and Administrative (F&A) Costs – Indirect costs proposed in accordance with the institution’s most recent negotiated rate agreement.
A narrative summary of the cost estimates, as referenced in the Broad Agency Announcement, shall be included and provide sufficient detail to support the expenditures and their relevance to proposed program goals.   

ATTACHMENT B – PRICING TABLE 
All offerors shall complete Attachment B – Pricing Table and submit in excel format along with Volume III – Budget.  Offeror shall incorporate as a separate file in .xls or .xlsx format as provided by the Government.  Offerors shall incorporate all cost elements in this provided format and return it to the Government with their Volume III Budget .doc or .docx word document. Each budget element shall be referenced in the pricing table (as showing in sample pricing table) and clearly identified within Volume III – Budget narratives, as well as necessary references to clearly identify cost elements identified in offerors BAA response in Volume I and II.
For further information on allowable costs, see Part 220: Cost Principles for Educational Institutions (OMB Circular A-21) at website, http://www.whitehouse.gov/omb/circulars. Select ‘OMB Circular A-21, Cost Principles for Educational Institutions. 

PROPOSAL DELIVERY
All proposals shall be submitted using www.grants.gov  portal and electronically submitted in MS office suite compatible format for word and excel spreadsheet documents such as .doc or .docx. or .xls or .xlsx extension.
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