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DATA ANALYSIS AND FORMS DEVELOPMENT WORKSHOP

MINUTES

April 6 & 8, 2004

The meeting began when Rebecca Spitzgo, Grants.gov Deputy Program Manager, welcomed the audience and explained that the agenda for the workshop would consist of a high level overview of data analysis and the forms development process. 


1. The first presentation by Ms. Spitzgo was a high level overview of data analysis and forms development. She began by explaining that to achieve the goal of accepting 15,000submissions, Grants.gov would prefer programs, which expect more submissions. The following is the agency process for forms development:

a. Select grant programs/competitions for posting on Grants.gov

b. Consolidate & streamline application forms

c. Review available Grants.gov forms to find forms readily available to fit program opportunity needs. These forms can be found on the Grants.gov website: http://www.grants.gov/DoingBusinessApply.  If an acceptable form is located, your agency does not have to complete the data analysis process.

d. Prepare data analysis by defining the fields for the identified forms

e. Transmit data analysis to Grants.gov for development. Agency should send in copy of the form along, its instructions, if available, and the data analysis including information on how many programs it supports and the expected number of applications. 

f. Data analysis reviewed & forms developed

g. Agency & Grants.gov test forms

In terms of data analysis, Ms. Spitzgo suggested that again, agencies consolidate and streamline the application forms currently in use and look in the Forms Repository on Grants.gov (http://www.grants.gov/DoingBusinessApply) to review available forms. An important task will be to identify the programs that will provide the biggest “Bang for the Buck,” meaning the most programs served by single form.  Once that form has been identified, prepare a data analysis spreadsheet by defining each field on the form (field size, business rules, and field type). Once the spreadsheet (data analysis) is complete, transmit it along with the form and instructions to Grants.gov.

Once Grants.gov receives the data analysis and forms from the agency, the form development and review process will begin. The Grants.gov team will review the data analysis for completeness and transmit to the Forms Factory for development.  The Forms Factory will review and develop the XML schemas. Available features include: pre-filled data, simple computations, field & email validations, and much more. Further detail is provided in the next presentation. The Forms Factory will take advantage of prior development work by reusing data elements and types when possible. They will deliver the forms to Grants.gov and the agency for testing.   Once approved, they will be deployed to production. 

Ms. Spitzgo then gave a list of lessons learned based on the experiences so far with the Grants.gov system and with the creation of PureEdge forms. This list is as follows:

a. Better than paper, but limited bells & whistles. You never know what size limitations the applicant has; we don’t want to overload their system. We must impose more discipline on ourselves, keeping the forms streamlined and as small as possible, to be really successful.

b. Flexibility with forms presentation

c. Data analysis must be complete 

d. Overly complex forms create mini desktop applications

e. Total form size should not exceed 500k

f. Enforce forms development standards. You can’t be everything to everyone. The applicants have shown that they are willing to be flexible now so they can have the benefits of a government wide system. 

i. Text field or attachment

ii. Field sizes, SF 424 sets the standard
Agencies must adhere to the standards set by the OMB approved SF 424.

g. Republishing an existing package creates problems for applicants


To get started, Ms. Spitzgo suggests everyone review the Guide for Data Analysis & Forms Development on the Grants.gov Website, http://www.grants.gov/assets/GuideDataAnalysisFormsDev.doc. Also, review the available Grants.gov forms; identify forms for development – Streamline & Consolidate, find the forms that allow for the “Biggest Bang for the Buck” and finally allow 2-3 Months for Development.

Contact information:

Rebecca Spitzgo, rebecca.spitzgo@hhs.gov; 202-690-8655 
Terry Nicolosi, terry.nicolosi@hhs.gov 202-205-1223

Q: What is the status on the Research and Related forms?

A:  We expect to see approved and ready to use forms by mid-May. We are finishing up the analysis. There are 6 or 7 forms in total and because these forms will be so heavily used we want to make sure they are as perfect as we can possibly make them.

2. The second presentation was on the development of PureEdge forms.  The presenter, Jonathan Adams from Northrop Grumman, began with a diagram of the PureEdge form development flow. He then walked through each step in this flow with more detail as follows:

a. Data analysis:  Identify the size of the form analyze the business rules and ensure compliance with Grants.gov data standards.

b. Develop PureEdge Form
This will involve the form design and labels. When the agency gives the Form Factory a soft copy of what the form should look like, they are able to add all of the GUI elements and then add inputs such as the following:

i. Text Boxes

ii. Radio Buttons

iii. Pop-Up Boxes

iv. List Boxes

v. Combo Boxes

vi. Select Boxes

vii. Check Boxes

viii. File Attachments

The Forms Factory can then add the Grants.gov toolbar and map pages. They can map tabbing sequence, which, when completed, makes the form user friendly.

c. Implement Business Rules:  The Forms Factory utilizes the established process objects then creates customized process objects and applies all business rules to all components. For example, if an agency specifies that only a single file can be attached, we make a rule that sets up a check for that specific requirement. It will only be accepted if there is a single file attachment.  

d. Create Schema: The Forms Factory will then model data and create form schema, finally creating a sample form XML file. Mr. Adams displayed PureEdge schema as an example for the audience.

e. Create XSL (style sheet): After the schema is created, the Forms Factory will create XSL by generating a map PureEdge elements to valid form XML and transform data into valid schema data. Finally, the Forms Factory will implement valid form logic. 

Test Forms: As a final step, they will test the functionality of the form, schema, XSL and XSL-FO. They will validate the business rules and the data analysis. In the end, there are hundreds of lines of code used. The SF 424 for example has at least 13,000 lines of code and is 400K in size. It takes up 2.5 Megs of user desktop space.

Q: If I have a long agency name, will the form scroll to the left to fit it all in?
A: Yes, it will take up to 60 characters.


Q: When you have a list of values with codes, what is captured? 

A:  For example: If I want to capture CA for Canada, the XML will contain the code but the user will see “Canada.” You can set this up with a business rule that states you want the word written out in the form but that you want the character code in the XML.

Q:  Does pre-population exist?

A: Yes. For example the SF424 will collect the legal name, AOR, DUNS number and this can be populated in other forms where applicable. 

Q:  Can grants.gov pre-populate data from an agency’s data source?
A:  Grants.gov can only pre-populate data from forms within the application package. Grants.gov will not link to agency data sources. Eventually applicants will have the ability to export the 424 data so when the applicant is ready to prepare another SF424 application, they can import that data easily.  
Ms. Spitzgo added that it may seem like a step back from some of the more advanced agency systems currently in place because we can not pre-fill the same level of agency specific data. What we are hearing from the grant community, however, is that they are willing to take a step back to gain the benefit of a true government-wide solution.

Q: If you have a few data elements missing from the SF424 that you require, what can you do?

A: You can create a supplemental 424. The U.S. Department of Education, and other agencies have done this; please note their forms in the forms repository on Grants.gov. 


Q: Can we enter more than one project director?

A: Yes, you can create a button on the form that allows you to designate more than one project director. 
 
Q: After we submit our data analysis and sample form to Grants.gov, how will the interactions work with the Forms Factory?

A: All communications will be sent to Ms. Spitzgo where she will forward with any explanation to the Forms Factory. If in fact a meeting between the agency, the Grants.gov Team and the Forms Factory is necessary one will be arranged, either in person or via conference call.

Q: If we have minor changes to text between the time we send the document to the Forms Factory and when the form is produced, how do we make that change?

A: Yes, we can make that text change. It will not take that long if it is just a text change, but it still has to go through a process. We will need to change the PureEdge document as well as the formatting objects code to make sure PDF copy of the form looks identical. After the change has been made and it has been retested, it will be ready for public use.

Q: I am interested in a shortcut. I want to use an existing form, but have one minor addition to make it perfect for my programs.
A: Yes, Grants.gov can do this. The Forms Factory would take the code from the existing form, add your new component and create a new form for you. 

NOTE: Jennifer Arnold from the U.S. Department of Education announced to the participants of the workshop that some applicants have called to say that the forms look different and they didn’t understand the changes. She said that after she explained Grants.gov and the benefits to the grant community, they responded with excitement and said that they are willing to work through the process.

NOTE: Ms. Spitzgo emphasized the goal to enforce consistency. If your agency requests a “file attachment” then Grants.gov will use the already established code so that file attachment will look the same on every application downloaded from Grants.gov. It saves time and money as well as providing a consistent look for the user across the government.

3. The third and final speakers of the day were Anish Sharma and Michele Brown, who are members of the Grants.gov Independent Verification and Validation, (IV&V) team. Ms. Brown began the presentation with an explanation of what data analysis is and why it is necessary. Data analysis is the process of documenting an agency’s form requirement to allow Grants.gov to accurately reproduce the form(s) in PureEdge. The use of electronic forms allows Grants.gov to enforce some of the agency specified instructions/rules resulting in higher quality submissions. Because the existing version of the form often does not give us enough information to develop and test the form, we need the data analysis. Examples of the lack of information necessary include:

a. What fields are optional/required?

b. What are the business rules?

c. How much data should be accepted?

d. What types of attachments are acceptable?

The data analysis tools already available at you agency include:

a. Application instructions 

i. The instructions that an agency currently provides to applicants have very descriptive information about how the forms should be completed

b. Application forms. 

ii. Blank forms – What instructions are missing or unclear?

iii. Completed forms – What does the data look like and how should it behave?

c. Database Dictionary. If you have a database, the dictionary will likely define mandatory and optional fields, data types, and field lengths

Mr. Sharma then walked the workgroup though the spreadsheet step by step. He explained that each row in the spreadsheet would be a reference for the Forms Factory on how you want a particular data point to be collected. The columns in the spreadsheet were described as follows:

a. Row # (Required)

b. Block # (Required)

c. Field Label (Required)

d. Pre-populated (Required)

e. Pre-population Source (Optional)

f. Field Description (Required)

g. Data Type (Required)

h. List Values (Optional, use if Data Type is LIST)

i. Required? (Required)

j. Maximum Occurrences (Optional)

k. Min # of Characters (Required)

l. Business Rules (Optional)

m. Comments (Optional)

Q: If I decide I want to pick up information directly from the SF424 (like an address), will it pre-populate?
A: Yes, but please note on in the Pre-population source column that you would like the data to come right from the SF424 address fields.

Q: On the max length of field - if a field allows 100 characters, will the back- end database (on the agency side) be forced to comply and accept the information? I ask because there are some areas where our back-end system has shorter field lengths than the SF 424.
A: Simple answer is to truncate a field so that it will accept it as you specify. 

Q: Where does the mouse over description go? 

A: What is listed as the “Description” in the data analysis spreadsheet will actually be your mouse over text.

Q: How will the business rules work? If an applicant puts incorrect data in a field what will happen?

A: The applicant will not be able to submit the form if they do not comply with the business rule. For example, if they put the date in the following format: mm/dd/yy and the business rule requests: mm/dd/yyyy, it will tell them it is a wrong or invalid entry and turn that box red. That is why it is important to have a good description in your data analysis, so you can give them the mouse over instruction for date mm/dd/yyyy.

Q: What if a closing date for an opportunity changes after the original application package has been posted?
A: We will send the applicant a notification that the application has changed only if the applicant has selected to receive email notification related to update and changes on the grant opportunity. It will not change the form because they have already downloaded and saved the form. They will need to download the application again.

Q: If an applicant submits an application, can they take it back? 

A: No, it is just like dropping it in the post office box. Once the application is submitted, it is in the hands of Grants.gov and the agency. If the applicant wants to resubmit, they can submit a whole new application package. The agency will see a new submission date. Also, the applicant gets a Grants.gov submit number as a confirmation. 

Q: Where do you get the pre-populated information, like the CFDA#?

A: We have access to the information in the funding opportunity information listed in the Find feature. 

Q: Why does the Forms Factory want a paper copy of the application form if you have the data analysis spreadsheet?

A: The paper copy of the form and the excel spreadsheet will be used in order to have the right context when creating the PureEdge form. The goal is to have a PureEdge form that looks most like the original form.

Q: If someone leaves the applicant organization, what happens to the Authorized Organization Representative (AOR)?

A: The AOR information is maintained by the applicant organization, namely their E-business point of contact. The applicant organization will be responsible for managing their own AORs.

Q: Is there a completed data analysis template for the 424A?

A: No.

At this point, Mr. Sharma walked through the SF424 form to demonstrate a completed form. He noted that if a field is highlighted in yellow, it is mandatory that it gets filled out. If there is a drop down box, only one can be selected based on the business rule set up for that drop down menu. 

Q: Can we request an applicant submit a Word document attachment?

A: Yes; but grants.gov can only validate the file extension but not the actual file format.

Q: Can an applicant just type in a telephone number or do they need to type in the hyphens, etc.?

A: There are slashes in place for the date field. The phone field however is a free box because in order to be sensitive to the chance that the applicant needs to enter an international phone number or a business extension.

To wrap up the workshop, Ms. Spitzgo reiterated how important it is to get the forms completed so the applicants can start applying for opportunities. The goal of 15,000 submissions is set and we need every opportunity posted we can get. If your agency has opportunities that can take advantage of existing forms, please do so. 


She finished the workshop by asking anyone with any questions going forward to call or send an email. The doors are open and the Grants.gov team wants to help you. Please don’t hesitate to contact them. 
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