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For the Development of the CSBG Plan and Budget Proposal SFY 2007
· Use the finalized version of the solicitation packet included here.
· The first seven pages of the solicitation packet are informational and will assist you in completion of the plan.  Reporting requirements are on page 5-6, submission information on page 6-7, and projected allocations on page 8.
· Follow the instructions and exact order of item XIII. B. and its subparts, which begin on page 9.
· There is no minimal or maximum acceptable length for written responses.  Address each item.  A general rule is a layperson (i.e., general public) should be able to read the plan and understand the agency’s CSBG programs/services.  
· Double-check calculations and proofread.  It is advisable to have another person (who is familiar with the CSBG program) read and edit your plan.
· To save time and effort, you may reference responses provided under other items/subparts, so long as the reference is understandable and does not cause confusion to the reader. 
· Ensure that your agency’s CSBG community needs assessment, plan for services and their prioritization, and budget relate to and support one another.  Provide justification for decisions made, and note any discrepancies.  Narratives should support attachments.  
· Plan materials should be submitted in a three (3) ring binder and tabbed to distinguish attachments and narratives.  If the plan is not submitted in this manner, DCBS staff may return the plan to the CAA for proper resubmission.
· CSBG Plan and Budget Proposals should be signed by the Executive Directors.
· Attachment A includes subtotals for each category and a cumulative total at the end.  I & R and direct columns have been reformatted to match the 2007 Milestones.
· Submit the targeted ROMA Outcomes of Effort Report form for SFY 2007 within the plan.
· Emphases: Avoid duplication, maximize resources, illustrate community partnerships, and enhance accountability.
· Certified mail and Federal Express deliveries for DCBS go to 
government mailing center located in a separate building from DCBS Central Office.  Such mail and deliveries do not reach DCBS staff for upwards of two business days.  UPS deliveries are the only deliveries coming directly to the DCBS Central Office and will reach DCBS staff the day of expected delivery.  Please consider these facts to ensure timely submission.  Meeting the April 15th deadline is critical.

· Keep contact information up-to-date.  This information is used for contractual purposes.  It is also used to provide electronic documents for review, notifications from NASCSP and the Federal government, pending dates for meetings and conferences, and other information deemed pertinent to your agency from DCBS/CHFS.
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