Proposal Development Process and Application Overview
CAL FIRE Business and Workforce Development Grant Program




Overview of Project Identification and Application Process 

1. If interested in receiving technical assistance, reach out to discuss your project idea or business need with the Forest Business Alliance team. 
a. Visit Forestbusinessalliance.org or email forestbusinessalliance@gmail.com
2. Review CAL FIRE grant guidelines, grant agreement draft, and application templates to get a sense of eligibility and level of effort and time investment required for application preparation. 
a. Keep in mind invoicing, reporting, and reimbursement requirements of grant program and consider whether your organization has the time to both implement and administer the project. 
i. If you decide to apply, you can include budget to cover certain project management costs (such as reporting) as part of the proposed project.
3. Write a summary of your project (problem, solution, back-of-the-envelope budget, deliverables, and timeframe)
4. Discuss project and proposal questions with Forest Business Alliance Team
5. Set up a 30-minute consultation with CAL FIRE Business and Workforce Development Grant Program staff by sending an email to WoodProducts@fire.ca.gov. (Staff suggests you allow 3 to 5 days for a response.)
a. At the meeting with CAL FIRE staff, focus the discussion on your project concept and not on application questions, which are likely to be found in the grant guidelines or recorded webinar.
6. Begin grant application preparation: 
a. Start with a review of the guidelines and templates provided by CAL FIRE and Forest Business Alliance.
b. Fill out a production plan/internal timeline. Forest Business Alliance has a template available for this.
c. Set up an eCivis account and familiarize yourself with the online system. 
d. Begin preparing application elements, ensuring time for multiple rounds of internal review before submitting. 
i. Use your draft project summary (step #3 above) to begin developing a detailed budget using the Forest Business Alliance template (available on request) or one that you create yourself. 
ii. Begin to draft and/or gather all attachments (e.g., resume/CV, letters of support and participation, statement of qualifications, business plan, etc.—see full list of application elements below and in the CAL FIRE guidelines).
iii. Draft scope of work document (maximum 5 pages, template available on request). 
iv. Complete general project responses to be pasted into eCivis (using template; available on request).
e. Aim to submit at least 5 days before the CAL FIRE deadline


Elements of a Complete Application
1) Applicant Profile on eCivis
2) General Project Information 
a) Complete in Word first and then cut and paste responses into eCivis (see template)
i) Note that character limits include spaces
3) Project Goals table 
a) Completed on eCivis
b) PDF available through eCivis but is not fillable.
c) Use Forest Business Alliance template 
i) This template can be used for proposals and reporting, if grant is awarded. 
4) Project budget 
a) Completed on eCivis
b) Template available from Forest Business Alliance to guide applicants through full budget development process with spreadsheet that provides numbers to be inserted on eCivis
5) Budget narrative 
a) Completed on eCivis
b) Recommended that applicants complete a draft version in Word and cut and paste responses into the online eCivis form. There is an 8,000-character limit for this narrative (including spaces).
6) Resume/CV for primary project contact and project partners (partners are those who will have a role in the project tasks and are included in the scope)
a) To be uploaded to eCivis
7) Scope of work 
a) To be uploaded to eCivis
b) 5-page maximum using 11-point Arial font
c) Word version template available from Forest Business Alliance
8) Statement of Qualifications (10 points)
a) To be uploaded to eCivis as a Word or PDF document  
b) Limited to 1 page using 11-point or greater Arial font
c) Detail the applicant's ability to complete the project as proposed, identify the resources (staff, partners, contractors) intended to complete the tasks described in the Work Plan, and explain applicant's expertise completing and managing similar projects. 
d) Should describe all key persons working on the project, along with brief descriptions of their experience related to their role in the project, business or operations proposed; along with commitments of time and resources. 
9) Work Plan and Environmental Compliance Workbook     
a) To be uploaded to eCivis
b) CAL FIRE-required Excel template to be completed
10) Letters of Participation
a) To be uploaded to eCivis
b) Letters from all primary project partners. Letters should include any feedstock agreements.
c) Project match provided by partners must be documented and confirmed in Letters of Participation. 
11) Letters of Support
a) To be uploaded to eCivis
b) Applicants should request these early from individuals and entities other than primary project partners. 
12) Business Plan 
a) For Business Development applicants only. Not required for Workforce Development.
b) To be uploaded to eCivis
c) Template available from Forest Business Alliance.
13) Organization Documents (if applicable to your entity type) 
a) Articles of Incorporation including the Seal from the Secretary of State (non-profit applicants) 
b) Business applicants shall provide proof of active business registration with the California Secretary of State.
c) Signed Resolution by the Applicant’s governing body, which allows the grantee to sign agreements and amendments for a specific project (see guidelines). Resolutions are required only from non-profit and local agency applicants.
d) State of California Non-Discrimination Compliance Statement (STD 19) – Not required from state agencies. 
e) State of California Drug-Free Workplace Certification (STD 21) – Not required from state agencies 
f) State of California Payee Data Record (STD 204) – A W-9 can be substituted for tribal and governmental agencies
g) University of California and California State Universities have specific additional requirements—see grant guidelines. 
h) Justification and supporting documentation requesting application of indirect costs in excess of 12% but not to exceed 20%. Only required if requesting indirect costs exceeding 12%.

