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Organization Registration Checklist

The following checklist can help guide your organization to complete the registration steps required to submit grants online through Grants.gov.

	Grants.gov Registration Checklist
	How Long Should It Take?
	Completed?



	1. Has my organization identified its DUNS Number?

· You should ask the chief financial officer, grant administrator, or authorizing official of your organization to identify your DUNS number. 

· If your organization does not know its DUNS Number, call Dun & Bradstreet at 1-866-705-5711 and follow the automated prompts to find this information. 
	· You will receive the DUNS Number information at the conclusion of the phone call.
	

	2. Has my organization registered with the Central Contractor Registry (CCR)? 

· You should ask the chief financial officer, grant administrator, or authorizing official of your organization if your organization has registered with the CCR.
· When your organization registers with the CCR, you will be required to designate an E-Business Point of Contact. This individual will become the sole authority of the organization with the capability of designating, or revoking, an individual’s ability to submit grant applications on behalf of their organization through Grants.gov.

· The E-Business Point of Contact will need to know the M-PIN within the CCR Profile in order to be able to login at Grants.gov.

· Use the worksheet located on the CCR website (http://www.ccr.gov/CCRRegTemplate.pdf) to aid you with the CCR registration. Your organization can apply by phone: 1-888-227-2423 or you may register online at http://www.ccr.gov.
	· 1-3 days to gather the internal organization information and prepare the application. 

· 2-3 days from the point of submitting the CCR Registration.

· The reason for the 2-3 day delay is due to security information that needs to be mailed to the organization. 
	

	3. Have the individuals who officially submit applications on behalf of your organization obtained a credential from the Credential Provider?
· The Credential Provider verifies that an individual, with certainty, is who she/he claims to be. Grants.gov uses Operational Research Consultants (ORC) for this purpose. 

· Go to https://apply.grants.gov/OrcRegister to enter the website.

· The organization will need to be registered with the CCR and individuals will need to know the organization’s DUNS Number to be able to obtain credentials.
	· Credentials can be obtained one day after the completion of the CCR registration.

· Individuals will receive the credential at the time that they fill out the form and submit the information. 
	

	4. Have those individuals who will officially submit applications on behalf of the organization Registered with Grants.gov?
· Go to https://apply.grants.gov/GrantsgovRegister and enter the username and password you received when you registered with the Credential Provider.

· Individuals will then be asked to provide their Credential ID and Password and the organization‘s DUNS number. After you have completed the registration process, Grants.gov will notify the E-Business Point of Contact (POC) for assignment of user privileges.


	· Individuals will be registered at the time that they log in and fill-out and submit the information.

· Individuals will need their ORC Credential Username and Password.
	

	5. Has my E-Business Point of Contact (POC) approved for me to submit applications on behalf of my organization? 

· The designated E-Business POC will receive an email stating that an individual has registered at Grants.gov to submit applications on behalf of the organization.

· The E-Business POC will then log into Grants.gov, https://apply.grants.gov/AorMgrGetID and assign privileges to the individual, recognizing the individual as an Authorized Organization Representative (AOR). The AOR is the organization's authorized submitter of a Federal grant application and can now officially submit grants through Grants.gov.

· The E-Business POC will need the DUNS or DUNS + 4 number and the organization’s designated MPIN from the CCR to log into the system. 

· The individual will receive an email notifying them that their E-Business POC has given them authorization.

· In the future, an individual will also have the ability to login at Grants.gov, https://apply.grants.gov/ApplicantLoginGetID to check their AOR status and to obtain the email address of their organization’s E-Business POC.
	· This item is dependent on the actions of the E-Business POC. 
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