Appendix E: Online Application Form

You will be asked to provide the following information on the online
application form. Refer to the online application for details.

Eligibility Quiz: This three-question quiz is meant to assist you in
determining if your project meets the requirements of this award
program and that your staff/organizational structure best supports a
successful application.

Applicant Information Tab: Provide the organization’s name, mailing
address, phone number, organization type, mission, EIN number. If a
MBE/WBE add certification number and state(s). Provide the Executive
Officer and Project Leader’s name, title, address, phone, and email
address.

e Both an Executive Officer and a Project Leader, two separate
individuals, must be identified for all applications.

e The Executive Officer and Project Leader must both be able to
make decisions on behalf of the organization either as a board
member, an employee, or other approved position recognized
by the organization but not a contractor of the application.

e To avoid conflict of interest issues, individuals associated with
for-profit entities to be engaged in the project cannot serve in
either role.

Project Information Tab: Provide a project title; project abstract; the
watershed, county, and legislative district in which the project is
located; and the latitude and longitude coordinates of the project
location.

Timeline Tab: Add the project start and end date. Provide a project
timeline that includes major tasks and their associated start and end
dates.

Deliverables Tab: Provide estimated metrics for your proposed project
such as project participants and outreach and restoration outcomes.
Disregard deliverables that do not apply to your project.

Volunteers Tab: Provide a description of volunteer activities, the
number of volunteers, and total number of volunteer hours.

Project Partnerships: Provide a list of project partner organizations or
contractors, individuals, their areas of expertise, and their role(s) in
your project.

Applicants are encouraged to upload a letter of commitment for the
project from each partner describing in detail the partner’s role or
contribution to the project. Applications including strong letter(s) of
commitment often receive higher scores. If not submitted with the
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Watch our video on how to apply and
how to submit an application using our
online system at
https://cbtrust.org/grants/.

Definitions

The Executive Officer is the individual
that oversees the organization (e.g.,
Executive Director, Chief Executive
Officer, Mayor, President or Vice
President, Principal (for schools), etc.)
and has the authority to sign/execute
award agreements on behalf of the
organization. The Executive Officer
information is tied directly to all the
organization’s applications and should
not vary from application to application.
If the Executive Officer could be listed
as the Project Leader in a future
proposal, we recommend listing a
Board Member or other higher-ranking
position of the organization as the
Executive Officer in order to reduce the
variation in the Executive Officer across
applications.

The Program Leader will be responsible
for all project coordination and
correspondence with the Trust for the
duration of the project. The email
address entered here MUST be the
same as the email address you used to
log in to the online system. The Project
Leader is the primary point of contact
for the application, and the email
address used to submit the application
via the online system must be that of
the Project Leader. Applications in
which the email address associated with
the Project Leader in the applicant
information tab of the online
opportunity does not match the email
address used to submit the application
will not be considered for funding. The
Trust cannot conduct any official
correspondence with contractors or
other project partners. If at any time
the Project Leader cannot continue in
the position, the organization must
contact the Trust and assign a new
qualified Project Leader.



application, letter(s) of commitment may be required prior to the release of any awarded funding. To better
understand the Trust’s definition of and policy on letter(s) of commitment, visit our Forms and Policies
webpage: www.cbtrust.org/forms.

Narrative & Supporting Documents Tab: The required narrative questions and supporting documents can be
found in Appendix D. Complete all questions and upload the completed document as a Microsoft Word or PDF
file.

Budget Tab:

1. Financial Management Spreadsheet — Application Budget Upload - You will be asked to upload your
budget using the “Application Budget” worksheet of the Chesapeake Bay Trust’s Financial
Management Spreadsheet (FMS), an excel file template. The template can be found by visiting
https://cbtrust.org/forms-policies/ where you can watch a video with instructions on how to complete
the FMS.

2. Financial Management Spreadsheet — Application Budget Information - This online application
component will ask you to enter budget category and request totals. These totals will be automatically
calculated in the FMS Application Budget, so you will only need to copy and paste the values from the
FMS to the Online Application.

3. Additional Budget Justification - This online application component will ask you to provide a
descriptive budget narrative to justify and explain costs. If the success of the work is contingent upon
award of other funds, make this clear in your budget justification section.

Terms and Conditions Tab: Agree to the specified terms and conditions for the program for which you are
applying.

Demographics Tab and Survey Tab (optional): Provide voluntary demographic information. Provide

information about your organization’s current diversity, equity, inclusion, and justice (DEI)) efforts and future
goals. Additionally, provide voluntary feedback on the application process.
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