OFFICE FOR PREVENTION OF MENTAL RETARDATION 

AND DEVELOPMENTAL DISABILITIES
GUIDELINES FOR FY 2010  PUBLIC INFORMATION GRANT APPLICATION

1. Download the forms exactly as they appear on your PC.  If you are not able to do so, you may contact the Office for Prevention for an application package.
2. Number each additional page with the number of the original page followed by a letter.  (Example: 3a, 3b, for page 3 and 4a, for page 4).  Do not exceed the specified number of pages for each section.  Additional pages beyond those specified will not be read or be reviewed.
3. Please use your spell check and also review grammar and punctuation before submitting your proposal.
4. Use current statistics.  Those over five years old are outdated and do not provide helpful information.
5.  Make sure your project is realistic, with attainable goals.
6. Use clear and simple English, avoid jargon whenever possible.
7. The Department of Human Services does not fund any food, beverages, snacks, etc. You must fund these in-kind or have them donated if they are to be included in your program.
8. G & A is to be no more than 10% of salary.
9. Round off the amount requested to the nearest $10.00. (Example: instead of $997.24, round up to $1,000.) 
10. The Office for Prevention does not typically fund large pieces of equipment or furniture such as computers or desks.  If you request these, you must provide clear and specific detailed justification.
11. Make sure to submit the original and six (6) copies of your proposal.  Letters of support are not necessary.  They will not be included with your proposal in the review process.  However, if you plan to collaborate with other agencies or organizations, (particularly schools), you must include letters of commitment from them.
12. Proposals should have only the Application Summary as the cover page.  Please clip the proposal together.  Do not staple or put your proposal into a binder, loose leaf, plastic cover, etc.
13. Proposals must be submitted on the due date of Friday, March 13, 2009 no later than 4:00 p.m., or stamped with the time and date if sent by Fed Ex or any other overnight delivery service.  There will be no exceptions.
14. Should you be funded, you must be prepared to commence your program on July 1, 2008.
15. If you’re not sure about something, please contact Deborah Cohen at deborah.cohen@dhs.state.nj.us or call (609) 984-3351 for program issues, or Ellen Dunn at ellen.dunn@dhs.state.nj.us or call (609) 984-2150 for fiscal concerns. We will be happy to answer your questions.
GOOD LUCK!
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