
INSTRUCTIONS FOR THE ON-LINE APPLICATION 

The Environmental Education Grant Application must be submitted through 

the Department of Community and Economic Development’s (DCED) 

Electronic Single Application website.  Paper and faxed copies will not be 

accepted.  The link to the on-line application can be found at: 

https://www.esa.dced.state.pa.us/Login.aspx 

User Tips 
 

• Electronic Single Application works best when accessed through Internet 
Explorer. 

• If you allow your screen to sit idle for more than 30 minutes, you will lose 

the data entered since last save and will have to re-enter it. 

• Save frequently. 

• When completing the application, fields with a “    ” are required fields.  If a 

required field is skipped, you will be notified later in the application to 

return to the affected section to complete the field. 

• Do not use special characters in the fields such as \, /, *, &, %, #, etc. 

• You do not need to send the signature page and/or any further 

documentation to the Grants Center.  All the information needed is 

contained in your on-line submission. 

• If you have questions or require assistance in completing the application, 

please call the DCED Customer Service Center at 1-800-379-7448.  Their 

hours are from 8:30 a.m. – 5:00 p.m. EST Monday thru Friday.  

• Questions about the 2021 Environmental Education Grants Program should 

be directed to RA-epEEgrants@pa.gov 

• Applications must be submitted by 11:59 p.m. on December 11, 2020. 

  

https://www.esa.dced.state.pa.us/Login.aspx
mailto:RA-epEEgrants@pa.gov


1. Registration and Login 

 

 



 

• Write down and save the Username and Password you have 

chosen.  You will need this later for your grant documents. 

 

2.  Begin a New Application 

• Project Name – Enter the name of the project. 

• Do you need help selecting your program – Select “Yes” 

• Click on “CREATE A NEW APPLICATION” 

 

 

 

Select Program 

• Under “Agencies”, click on DEP. 

• Scroll down and click “SEARCH” 



 

 

 

 



3. Apply 

 

• Scroll down through the various grant offerings, locate 

“Environmental Education Grants Program” and click on the “Apply” 

link. 

 

 



 



4. Applicant Information 

 

• Select the applicant entity type and fill in the applicant’s (business, 

organization, school district, university, etc.) official (legal) name.  

For instance, if an elementary teacher is submitting a proposal, enter 

the name of the school district. If unsure of the official name, check 

with the organization’s business office.  Do not use a fictitious name. 

• For the NAICS Code, use the drop- down box to select the 

organization’s focus.  This automatically inserts the NAICS code. 

• FEIN Number (Federal Employer Identification Number).  The 

applying organization’s business office has the nine-digit number.  

The EIN must be the applying organization’s number. 

• Complete the CEO’s name and title.  The person in charge of the daily 

operation of the workplace, i.e. school principal, executive director 

or county conservation district manager. 

• Fill in the Commonwealth’s SAP Vendor Number.  The applying 

organization’s business office has this number. 

 

5. Project Overview 

• Project Name – The project name (title) will auto-populate. 

• Is this project related to another previously submitted project – Select yes 

or no.  If yes, explain. 

• Have you contacted anyone at DEP about your project – If so, please 

indicate yes and indicate who. 

• Is your community certified through Sustainable Pennsylvania?  Select yes 

or no.  If yes, what level? 

• Are you interested in applying for multiple funding sources for this 

project?  If you are interested in submitting additional grant applications, 

select, “yes.”  While applicants are only permitted to apply for one project 

per application, by answering “yes”, you will be given the ability to submit 

another application.   

• Site Locations – Enter as many sites that are applicable for your project. 



Click on “Continue”  

 

6. Project Site Location(s) 

• Address – Enter the project location site.  P.O. Boxes are not acceptable. 

• City, State and Zip Code – Enter this information. 

• County – Select county from the dropdown box. 

• Municipality – Select municipality from the dropdown box. 

• PA House, Senate and US House – These fields will auto-populate based 

on county and municipality.  If a Legislator is not auto-populated, please 

visit http://www.legis.state.pa.us/cfdocs/legis/home/findyourlegislator/ 

• Designated Areas – Leave blank. 

 

http://www.legis.state.pa.us/cfdocs/legis/home/findyourlegislator/


 

Click on “Continue”  

  



7.   Project Narrative  

• Complete the project narrative section. 

 

 

 

Click on “Continue”  



8.   Program Budget 

             Spreadsheet Tab 

• Complete the Program Budget section. 

• Enter Project Match (Cash or In-Kind) by clicking on “Add funding 

source.”  Enter Source Name.  Use the drop-down to select the 

Source Type.  Repeat the process for each Match Source (Name and 

Type.) 

 

 

Click on “Continue”   



 

 Basis of Cost Tab 

• Complete the Basis of Cost section. 

 

 

 

Click on “Continue”  

9.   Program Addenda 

• Efacts ID – If known, fill in the organization’s Efacts ID 

• Project Director Information – The project director serves as the 

point of contact for budget and program information.  The project 

director coordinates grant activities and communicates with the 

applying organization. 

o Indicate the official name of the applying organization. 

o Indicate the project director’s name, email and phone 

number. 

• Project Title – Enter the name of the project. 

• Project Priorities – Select all priorities that will be addressed by 

selecting either “yes” or “no”. 



o If Environmental Justice is “Yes” provide: Number of 

people who will directly participate in the project; Percent 

of audience who live and/or work in an EJ area; and Verify 

the communities within the EJ area(s) to be engaged by the 

project. 

• Project Type – Select the type of project.  Non-Formal 

Environmental Education Projects will engage audiences outside 

of the formal k-12 classroom setting.  K-12 Environmental 

Education Projects will engage audiences within the formal k-12 

setting. 

• Grant Track – Select the grant track, indicating if the proposal is a 

Mini grant, seeking up to $3,000 in funding, a General Grant Level 

I, seeking from $3,001 - $20,000 in funds, or a General Grant 

Level II, seeking from $20,001 - $85,000 in funds. 

• Where is the project located? – Select applicable river basin or 

statewide reflecting where the project will take place. 

• If the project is located in more than one river basin, indicate 

below. – Select additional river basin location(s) where the 

project will take place. 

• List watershed where project is located. – Indicated the 

watershed(s) where your project is located.  Find the watershed(s) 

at http://cfpub.epa.gov/surf/locate/index.cfm 

• Provide the project’s Latitude and Longitude location(s). – 

Provide the project’s Latitude and Longitude information for each 

project location(s). 

• Select the appropriate entity type. – Use the drop-down arrow to 

select the applying organization’s entity type. 

• Select your region. – Use the drop-down arrow to select the 

applying organization’s DEP Region.  Click on the Region link for 

assistance. 

• Grant Linkage – Use the drop-down arrow to select “Yes” or “No” 

indicating if the grant application and/or its scope of work is 

related to any of the following:  another DEP EE Grant proposal; a 

DEP Growing Greener Grant; a currently or formally funded DEP 

http://cfpub.epa.gov/surf/locate/index.cfm


EE Grant; or another Grant Program.  If “Yes” to any of the 

selections, explain in the space provided. 

• Please download and complete the detailed budget sheet. – 

Refer to the EE Grant Guidance document (pages 10-11) to 

determine Eligible and Ineligible expenses.  Please note:  The DEP 

has the right to reject any line item expense during the grant 

agreement contracting process. 

o Download and complete the Detailed Budget sheet. 

o Follow the Detailed Budget sheet instructions. 

o The Detailed Budget sheet is an excel document that 

contains several tab.  (People costs, Travel costs, Resource 

costs, Other costs, Match funds and Grand Total.  Click on 

each tab and complete all sections, including activity 

letters.  DO NOT DELETE SHEETS or attempt to insert or 

delete row. 

• Please upload your completed Detailed Budget sheet. – Review 

the Detailed Budget sheet for accuracy and thoroughness.  Upload 

the completed sheet. 

o Submit the Detailed Budget sheet in Excel format only.  A 

PDF will not be accepted. 

• Please download and complete Partnering form. – A Partnering 

form is required if match funds (either cash or in-kind) will be 

provided by an entity other than the applying organization.  

Provide a complete description of the Partnering match.  The 

Partnering form must be signed by the partnering organization. 

o Fill in applying Organization’s name. 

o Complete the partnering organization(s) sections including 

the partner’s name, a description of the partner’s 

committed match and the partner’s telephone number. 

o Check the partner’s contribution type (match funds effort 

and/or programming assistance). 

o If applicable, list equipment or resource materials, 

purchased with grant funds, that will be housed with the 

partnering organization. 



o Secure the partnering organization’s authorized signature.  

Print the name of the individual signing the Partnering form 

(typically, a Director, Chief Fiscal Officer, Board member, or 

another individual who is authorized to make a financial or 

in-kind commitment on behalf of the partnering 

organization).  Print the name of the authorized signature. 

• Please upload your completed Partnering form. – Review the 

Partnering form for accuracy and thoroughness, including partner 

signatures.  Upload the completed Partnering form(s). 

• SubContractors – If an identified subcontractor will be used, 

provide the subcontractor’s name, FEIN Number and explain the 

work to be performed. 

o If a specific subcontractor is not yet identified, DEP must be 

contacted before the subcontractor work may begin. 

• Attach the Narrative. -  The narrative should clearly explain the 

proposed project, in seven pages or less, including: 

o Briefly describe the applying organization and its history of 

delivering Environmental Education programming.  

Including the credentials of the Project Leader and others, 

including partners and subcontractors, involved with the 

project’s implementation. 

o Describe the proposed project, outlining the Environmental 

Education Grant Program priorities that will be addressed, 

the audience that will be reached, and the location(s) where 

the project will be implemented. 

o Identify if the project will deliver a Non-Formal or Formal 

education program (refer to pages 6-7 of the 2020 EE Grants 

Program Manual). 

o Address the Scope of Work describing: 

1. Project goals and objectives:  The Project goals reflect 

what the applicant intends to achieve (project outcomes); 

the Project objectives include specific steps, or 

benchmarks, needed to reach the goals. 

2. Project benchmarks:  A sequential timeline, detailing 

Project objectives, and deadlines.  Benchmarks should 



include month/year deadlines for Midterm and/or Final 

Reports, requests for reimbursement and evaluation 

results.  Label each benchmark with Activity Letters (A, B, 

C, etc.)  The activity letters should coincide with the 

Detailed Budget Sheet. 

• Note:  The Assessment plan and evaluation results should be identified 

in the benchmarks.  Draft assessment plans/tools must be submitted 

for review and feedback at least 6 weeks prior to a scheduled event, 

and no later than January 15, 2022.  The evaluation results are due 

with the Final Report no later than July 15, 2022. 

o How the project will be promoted and “lessons learned” 

shared at the applicable local, state and/or national levels:  

venue. 

o The project’s technology component (s); and 

o The plan for sustaining the project after funding expires. 

 



 

 



 

 



 

  

 Certification and Submission 

• The application must be certified, by an authorized, electronic 

signature.  This signature attests that the organization is 

supportive of the proposal and that the grant funds will not 

supplant existing funds.   

• If there is any missing information in your application, your screen 

will look similar to the following example. 

• Under the orange “Application Certification” heading, it will state, 

“The following sections are incomplete.  All required fields 

marked with a red diamond must be completed before you are 

able to submit this application”. 

• To add/correct the information on your application, click on the 

section heading to return to the page. 

 

 



If your application is complete, your screen will look like this: 

 

 

Complete the following fields: 

• Indicate certification of application information by checking the 

related checkbox under the Electronic Signature Agreement. 

• Indicate identity as one of the following: 

o I am the applicant 

o I am an authorized representative of the company, 

organization or local government. 

o I am a “Certified” Partner representative 

• Type your name in the “Type Name Here” block.  This will serve as 

your official e-signature and authorizes your application. 

• Check the “Electronic Attachment Agreement” box. 

• Click on “Submit Application”. 



10.   Application Receipt Verification 

• If you want a copy of your application, click the “Print Entire 

Applications with Signature Page” link.  You will always be able to 

access your application with the user name and password you 

created at the beginning of the application. 

• Make sure to note the Single Application ID#.  All future 

correspondence from the Department will reference this number. 

• You do not need to send the signature page and/or any further 

documentation to the Grants Center.  All the information 

needed is contained in your on-line submission. 

 

• Congratulations!  You have completed the on-line application.  You 

will be notified of your application status and subsequent steps in the 

next few weeks. 


