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NORTH COAST RESOURCE PARTNERSHIP 
REQUEST FOR PROPOSALS FOR 

TECHNICAL ASSISTANCE FOR PROJECT DEVELOPMENT 
PROPOSAL INSTRUCTIONS 

 

The North Coast Resource Partnership (NCRP) is pleased to offer Technical Assistance (TA) for project 

development to Tribes and economically disadvantaged communities to support project development 

and grant applications for projects that improve forest health, increase wildfire resilience, and help 

communities and ecosystems address and adapt to climate change.  

 
TECHNICAL ASSISTANCE PROPOSAL REQUIREMENTS  
All proposals, including supporting documents, must be submitted via the NCRP Project Tracker; please 
see the NCRP Project Tracker Technical Assistance webpage for more information.   
 

A complete proposal is made up of 2 elements: 

 
1. NCRP Project Tracker Project Proposal  

2. Supplemental Supporting Document attached and uploaded to the NCRP Project Tracker, which 

includes: 

● Proposal Cover Page  
● Certification of Authority 
● Supplemental Questions that address the potential project benefits to Tribes and/or 

economically disadvantaged communities and the need for Technical Assistance to 
develop the proposed project. 

● Organization Statement of Qualifications that briefly describes the organization’s key 
personnel and their qualifications and list/hyperlinks to examples of relevant work that 
support the proposal. 

● NCRP MOMU (if not already submitted). 
 

 

INQUIRIES, PROPOSAL OR PROJECT TRACKER SUPPORT: 
• Contact Rose Roberts at rroberts@northcoastresourcepartnership.org  

● For Tribal questions please contact NCRP Director of Tribal Engagement, Sherri Norris 

sherri@cieaweb.org, 510-848-2043, and/or Javier Silva, jsilva9806@gmail.com. Note that Tribal 

project sponsors can request proposal assistance from the NCRP Tribal Engagement Team. 

https://www.northcoastresourcepartnershipprojects.org/ProjectCustomPage/TAProposal
mailto:rroberts@northcoastresourcepartnership.org
mailto:sherri@cieaweb.org
mailto:jsilva9806@gmail.com
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PROPOSAL INSTRUCTIONS: NCRP PROJECT TRACKER 
 

Setting up an Account 
This is a two-step process: 1) create an account on the Keystone Identity Manager; 2) obtain permission 
from NCRP staff to upload a project. NOTE: This process only needs to be completed once. 

 
STEP 1 
1. Navigate to the Project Tracker home page. 
2. At the right side of the banner at the top of the page, click “Log In.” 
3. Click the “Request Account” link under the “Login” menu. 

 
4. On the next page, fill out the information and click the “Create Account” button. Project sponsors 

who are adding projects on behalf of an organization or entity must choose “Associated with an 
Organization” and select the organization from the drop-down menu. If the organization is not 
listed, please check the “Request a new organization” box and enter the name of the organization to 
be added. 

 

https://www.northcoastresourcepartnershipprojects.org/
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5. An email will be sent that allows the system to verify the email address. Respond to the email as 
instructed to finalize the account.  

 
STEP 2 
1. Navigate to the Project Tracker home page. 
2. At the right side of the banner at the top of the page, click “Help.” 
3. Click the “Request Support” link. 

 
4. Select “Request Permission to Add Projects” as the subject line. 

 
5. Provide a brief description of the request. 
6. Within 24 hours, a site administrator will grant the relevant site permissions or contact you for 

further information. 
 

https://www.northcoastresourcepartnershipprojects.org/
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CREATE A PROPOSAL 
1. After logging in, go to the NCRP Project Tracker Technical Assistance webpage. Click on the orange “I 

Have an Account and Want to Add a Proposal” button. 
2. Carefully read the instructions. These provide an overview of the proposal workflow. When ready, 

click on the orange “Begin” button on the bottom right of the screen. 
3. Fill out each section as described below. Sections can be completed in any order after the first one is 

complete, but once a section is opened, it cannot be saved until responses have been provided 
responses for all required items, which are denoted by a red lightning bolt to the left. If unsure how 
to fill out a required field, enter “help” or “0” and continue. A NCRP Administrator will be able to 
assist with filling out the field correctly later. 

4. It is not necessary to complete the project application in one session. To return to the Proposal later, 
log in to Project Tracker and navigate to the “Proposals” page from the “Projects” option on the 
menu bar. Scroll down the “Proposals” list, find the project name, and click on the blue edit icon to 
the left of the project name to open the proposal for editing. 

 
 

 
5. Once all required sections are complete and any specified supplementary documents have been 

uploaded, submit the proposal for review.  Once the proposal is submitted project sponsors cannot 
re-open and edit it, although if a reviewer returns it with comments, it can be re-opened and edited 
at that point. 

https://www.northcoastresourcepartnershipprojects.org/ProjectCustomPage/TAProposal
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6. If you need to withdraw your project after submittal (but before it is approved), log in to Project 
Tracker and navigate to the “Proposals” page from the “Projects” option on the menu bar. Scroll 
down the “Proposals” list and select the name of the proposal to edit that proposal and click on the 
“Withdraw this Proposal” button on the right. 
 

 
Detailed Instructions for Filling Out the Add Project Form 
 

Overview 
 
BASICS 
1. Solicitation. Use the drop-down menu to choose the solicitation being responded to: “NCRP 

Technical Assistance (DOC). 
2. Objective. Use the drop-down menu to select the primary NCRP Objective the project addresses. For 

TA projects, which are usually in support of planning or project development and do not result in 
direct on-the-ground implementation, choose one of the following Primary Objectives: 

o Engage with Regional Partners to Inform High Quality Planning and Implementation 
o Integrate Traditional Ecological Knowledge in Collaboration with Tribes 
o Work Across Jurisdictional Boundaries to Achieve Common Objectives Effectively and 

Efficiently 
o Ensure that Disadvantaged and Underrepresented Communities Benefit from Initiatives 

3. Secondary Objectives. Use the drop-down menu to select all additional NCRP objectives that apply 
to the project by adding them as secondary objectives. To do this, select an objective, click the “Add” 
button to add it to the list. If you make a mistake, click the trash can icon to the left of the objective 
to remove it from the list. Add additional secondary objectives in the same way until all relevant 
objectives have been included. You can add secondary objectives from the above list, as well as 

https://www.northcoastresourcepartnershipprojects.org/ProgramInfo/Taxonomy
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others, but again choose objectives that describe the focus of the technical assistance being 
requested. 

4. Project Name. Each Project in PT must have a unique name, so if the project has multiple phases 
and/or if this is a TA proposal, include the phase number, or name, or “TA for . . .” at the end of the 
project’s name to make it unique. 

5. Project Abstract. The abstract should briefly describe the project. Character limit is 700. 
6. Planning/Design Start Year. Use the drop-down menu to select the anticipated (or existing) start year 

for planning or design for the project – for TA this is generally the year the proposal is being 
submitted. 

7. Implementation Start Year. Use the drop-down menu to select anticipated (or existing) project 
implementation start year – for TA this is generally the year the proposal is being submitted. 

8. Completion Year. Use the drop-down menu to select the year implementation is anticipated to be 
completed, if known. If unknown, leave blank. 

 
CUSTOM ATTRIBUTES 
1. Authorized Representative. The person in the project sponsor’s organization responsible for signing 

any contracts or agreements. 
2. Authorized Representative email 
3. Primary Contact. The person in the project sponsor’s organization who should receive 

communication about the project and/or who will manage the day-to-day implementation of the 
project. If this is the same as the Authorized Representative, re-enter their name. 

4. Primary Contact email 
5. Project Description Narrative. The Project Description should include details about the project and 

the technical assistance needed to support project development. Briefly include: the intended 
purpose of the project; a problem statement: why the project or process is needed; existing 
challenges; setting and background; the major components of the project or process; a description 
of how the project or process will be implemented (if known) and a summary of the 
expected/desired benefits. There is a 1,000-character limit. 

6. How does the project address the selected NCRP Goals and Objectives? Describe how the project 
will address the Primary and Secondary Objectives selected on the “Overview: Basics” tab. There is a 
1,000-character limit. 

7. Project Area. Briefly describe the project area. 
8. Project Size. Using the arrow to the right of the box, provide the size of the project area in acres, if 

applicable. 
 

SIMPLE LOCATION 
1. How do you want to specify your simple project location? This "Simple" information is used to 

indicate the general location of the Project within the region. Enter the Project’s approximate 
location by selecting a point on the map or entering the latitude and longitude. 
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a. Plot a point on the map. If you want to use the mapping function to specify a point on the 
map, click on the “Plot a point on the map” button. To plot a point, hold down the Shift key 
and drag a rectangle on the map to zoom in on the project area. Use the mouse to left click 
on a point, which will show on the map as a yellow balloon shape with a black balloon shape 
inside of it. If that is not the right location, simply click a different spot to move the location. 

b. Enter lat/lng coordinates. If you want to enter a latitude and longitude, click the “Enter 
lat/lng coordinates” button. If you do not know the coordinates, you can use Google Maps to 
search for your project’s city, office, or other point. Use the search bar in the upper left 
corner of the screen and select the closest match. Place the mouse pointer on the red point 
denoting your search item and right click. An information box will appear with the latitude, 
then the longitude listed for that point. 

c. No location. If the project does not have a specific location, click the “No location” button 
and provide a brief explanation of the location information in the Notes field. 

d. Location Privacy. Check the box to hide the project’s location from most Project Tracker 
users. Location will remain visible to reviewers. 

 

DETAILED LOCATION 
The project’s implementation area can be added by either uploading a GIS file or by drawing a polygon 
on the map. Note that the implementation area is the area where work will be completed, but not the 
full area affected by the project. It is not necessary to provide detailed information to continue with the 
project application. 
 
To draw the project’s detailed location by hand, do the following: 
• Zoom to the project area by holding down the Shift key and dragging to make a rectangle. 
• Use the edit tools on the left of the map to add point, line, and polygon features representing details 

of the project, such as the project boundary, a specific stream segment, or an area of interest. 
• After adding a feature, click on it to provide a brief description of the feature. 

 
ORGANIZATIONS 

1. Project Sponsor. The Project Sponsor is the entity that is applying for Technical Assistance. Use the 
drop-down list to select the Project Sponsor organization’s name. If the name is not on the drop-
down menu, use the Help feature on the upper right to request than an Administrator add it. 

2. Contract Manager. For Technical Assistance projects, please select North Coast Resource 
Partnership from the drop-down menu. NCRP serves as the contract manager for contracts with 
technical service providers. 

3. Partner. Use the drop-down list to select any organizations that will or did serve as partner(s) or in 
an advisory role on the project, if applicable. Click the “Add” button to add each organization to your 
list. If you make a mistake, you can remove an organization by clicking on the “trash can” to the left 
of its name. If a partner organization is not listed, add them as “Local and/or political support” in the 
field below. 

https://maps.google.com/
https://maps.google.com/
https://maps.google.com/
https://maps.google.com/
https://maps.google.com/
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4. Local and/or political support. Briefly list the individuals and entities providing local and political 
support for the project (who were not selected in the previous step – i.e., County Supervisors, 
Tribes, organizations not yet listed as Partners, etc.) 

 
CONTACTS 
1. Administrative Contact/IT Support.  The NCRP staff person who is responsible for project data 

management, database function, and IT support. For TA projects, please select “Rose Roberts, 
NCRP” from the drop-down menu. 

2. Authorized Contact. The authorized contact from the project sponsor’s organization. This is the 
same as the Authorized Representative provided on the Project Attributes page. Please note that 
this person will need to sign the Certificate of Authority. If the relevant person is not listed on the 
drop-down menu, and they do not intend to edit the Project Tracker project information, please 
leave this field blank. 

3. Additional Representative.  Use the drop-down menu to select the names of additional Project 
Tracker account members who will work on submitting this project. Click the “Add” button to add 
each person to your list. If you make a mistake, you can remove a person by clicking on the “trash 
can” to the left of their name. Note: if a Project Developer is assisting a project sponsor with the 
application, list them in this field so they will be able to access and update the project in future. For 
Tribal project sponsors who would like proposal assistance from the NCRP Tribal Engagement Team, 
please choose “Sherri Norris” and “Javier Silva” as Additional Representatives.   

 
Spatial Information 
 
BULK SET SPATIAL INFORMATION 
Use this page to quickly set the geographic relationships for your Project by following these steps: 
• Check the box to the right of “Select All'' which will check the boxes on all the following attributes. 
• Click the orange button “Set Selected layers from Simple Location.” 
• Click "Save” or “Save & Continue” at the bottom right of the screen. 
 
These steps will automatically fill in all the spatial information based on the Simple Location selected in a 
previous step. On this Add Project form, it will appear that the whole region is highlighted in yellow, but 
the map generated for the Project Summary will show the correct spatial location. 
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For most projects, you do not need to manually select any further spatial information, and you can hit 
the orange “Save and Continue” button to move to the next page. If you need to add additional or more 
precise spatial locations – for example, if your project covers more than one county – please see the 
following instructions. If you have trouble with this step, an Administrator can assist you. 
 
• COUNTIES. Click on “Counties” in the “Spatial Information” list to the left of the grey box. Select one 

or more Counties to associate with this Project. You can select Counties by clicking on the map or 
searching by County name. If you make a mistake, you can remove a name by clicking on the trash 
can icon to the left of the name. If your Project is not associated with any Counties, please provide 
an explanation in the Notes field. Click on the “Save” or “Save and Continue” button to save your 
changes. 
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• DISADVANTAGED COMMUNITY STATUS. Click on “Disadvantaged Community Status” in the “Spatial 

Information” list to the left of the grey box. Select one or more Disadvantaged Community Statuses 
to associate with this Project. You can select Disadvantaged Community Status by clicking on the 
map or searching by Disadvantaged Community Status name. If you make a mistake, you can remove 
a name by clicking on the trash can icon to the left of the name.  If your Project is not associated 
with any Disadvantaged Community Status, please provide an explanation in the Notes field. 

• TRIBAL BOUNDARIES. Click on “Tribal Boundaries” in the “Spatial Information” list to the left of the 
grey box. Select one or more Tribal Boundaries to associate with this Project. You can select Tribal 
Boundaries by clicking on the map or searching by Tribal Boundary name. If you make a mistake, you 
can remove a name by clicking on the trash can icon to the left of the name.  

• WATERSHEDS - HUC 12. Click on “Watersheds – HUC 12” in the “Spatial Information” list to the left 
of the grey box. Select one or more HUC 12 watershed to associate with this Project. You can select 
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a watershed by clicking on the map or searching by HUC 12 watershed name. If you make a mistake, 
you can remove a name by clicking on the trash can icon to the left of the name.   

• WATERSHEDS - HUC 8. Click on “Watersheds – HUC 8” in the “Spatial Information” list to the left of 
the grey box. Select one or more HUC 8 watershed to associate with this Project. You can select a 
watershed by clicking on the map or searching by HUC 8 watershed name. If you make a mistake, 
you can remove a name by clicking on the trash can icon to the left of the name 

 
Accomplishments 
 
EXPECTED ACCOMPLISHMENTS 
To enter the project's expected accomplishments, for each Project Benefit Performance Measure do the 
following: 
• Add the appropriate Performance Measure by clicking on the drop-down list to scroll through 

possible options. Select the measure by highlighting it, then clicking the orange “+Add” button. 
• Select subcategory options to provide greater detail about the anticipated accomplishment, if 

applicable. 
 

Project Benefit Performance Measures for Technical Assistance Projects 
Technical assistance projects are designed to support and enhance the capacity of the sponsoring entity 
via the provision of specific technical services by a qualified consultant. These projects typically result in 
the creation of grant applications, site assessments, maps or GIS products, cost estimates, project 
benefit quantification, preliminary project design/planning, and CEQA/NEPA and other permitting 
support. By themselves, they generally do not result in the types of on-the-ground benefits that 
implementation projects result in, although the projects they help develop do result in on-the-ground 
benefits, which will be recorded in the NCRP Project Tracker once an implementation project is 
proposed. Thus, for Technical Assistance projects, choose the relevant Project Benefit Performance 
measures from the following list: 

• Capacity Enhancement - # of projects (Value = 1) 

• Capacity Enhancement – Types of CE (Type = Technical Assistance, Value = 1) 

• Environmental justice and social equity (Activity focus = Capacity building, Value = 1). 

• Jobs created or retained (FTE) (Value = 0.1) 

• Technical Assistance – Type(s) of TA (Choose each relevant Type of technical assistance and the 
Value for each. Add rows as needed to record all types.) 
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• Enter the anticipated accomplishment value, if known. 

o If the value says “Each Unit (count),” the count is for each project, so enter 1. 
o If the value says "Each Unit (number),” or specifies a unit (i.e., acres) add the number 

expected to be achieved through project implementation. 
• If there are multiple items in the drop-down menu that relate to the project, you can add rows until 

all are accounted for. 
• Continue this process for all project benefit performance measures that can be used to account for 

benefits provided by the project’s implementation. 
• If you make a mistake, you can delete an entry by clicking on the track can icon.  
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Financials 
 
BUDGET 
1. Does the Project budget vary by year or is it the same?   Choose “Budget varies by year, or it’s a one-

year project”  
2. Identify your Project's Funding Sources. Choose “NCRP Technical Assistance (CA Dept of 

Conservation)” from the drop-down menu, hit the orange Add button, and then add the amount you 
are requesting in Step 3 in the “Targeted Funding” box. Enter 0 in the “Secured Funding box. If the 
project includes funding from other sources, add additional funding sources by selecting them from 
the drop-down menu and clicking the orange “Add” button. If no funding source has been identified, 
use the default “No Funding Source Identified Yet” line. 
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3. Enter amount provided by each Funding Source. “Secured funding” means that the funding has been 

awarded or received; “Targeted Funding” means that the funding is in the process of being obtained. 
For a TA proposal, enter the amount of your request ($5,000-$15,000) in the Targeted Funding box. 
The system will not let you continue without entering a number in all displayed boxes, so if you do 
not know, enter 0. If you make a mistake, you can remove a funding source by clicking on the trash 
can icon to the left of each funding source. 

4. Click “Save and Continue” or “Save” when you have finished entering budget information. 

 

Classifications (required) 
Click the checkboxes to associate this Project with one or more Project Types. Project Types correspond 
to the Outcomes in the NCRP Regional Resilience Plan. In the box to the right, briefly describe how the 
project addresses the desired Outcome. Please use complete sentences. You must choose at least one 

https://northcoastresourcepartnership.org/resilience-plan/strategic-actions/
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Project Type to continue. For Technical Assistance projects, always select “Capacity: Organizational 
Support and Funding.” Select other relevant Project Types as well – typically, appropriate selections for 
TA projects will be the Capacity-related project types. Only choose other Project Types if the TA project 
directly addresses them. 

 
 
 

 
 
 
 



 
 
 

NORTH COAST RESOURCE PARTNERSHIP   |   northcoastresourcepartnership.org  |   16 

Additional Data 
 
PHOTOS (optional) 
Upload any 'before' photos of the project site documenting the current conditions. Choose a photo to 
upload and provide the relevant information. 
 

 
   
ATTACHMENTS AND NOTES (required) 
Upload any documents or files that support your application. For TA proposals, upload the Supplemental 
Supporting documents as a single document to the “Supplemental Solicitation Documents” field – there 
is no need to separate the form into separate documents. Word format is preferred but pdf is 
acceptable. 
 
To add your attachment, click the orange “+Add Attachment” button. 
1. Attachment Type. Choose the Attachment Type that best corresponds to the document you are 

uploading.  
2. File. Use the “Browse” button to navigate to your files and choose the document to upload. Select 

the file and click “Open.” The file name will appear to the right of the “Browse” button. 
3. Display Name. Type in the name of the file as you want it displayed in the text box to the right. 
4. Description. Type in a short description of the file in the text box to the right, if necessary. 
 
If you wish to attach additional documents, repeat the process above for each document you wish to 
attach. If you wish to remove any of the attachments, click on the trash can icon to the left of the 
Display Name. 
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To add a Note, click the orange “+ Add Note” and enter information into the text box; there is an 8,000-
character limit. When you are finished, click the orange “Save” button. If you wish to delete a note, click 
on the trash can icon to the left of the note. 
 

SUBMIT YOUR PROPOSAL 
Once all required sections are complete and you have submitted the required attachments, you may 
submit your proposal for review by clicking the “Submit” button in the bottom right corner of the page. 
If you are not able to Submit your proposal, it is probably because one or more required fields were left 
blank. All the headers on the left should have a green check to their left, indicating that the information 
on that tab is complete. If there is an orange exclamation point by any of the headers, click on it to 
return to that page, fill in the missing information (you can put “NA” or “help” or “0” if it is unknown) 
and then click the orange Save button at the bottom. Once all required fields are complete, the 
"Submit” button on the bottom right corner of the page will turn orange, and you will be able to submit 
your proposal. Note: once you have submitted a proposal, you cannot re-open and edit it, although if a 
reviewer returns it with comments, you will receive a link to re-open and edit it to respond to the 
comments.  
 
Submitting your proposal will notify the NCRP staff reviewer, who will review it and contact you if 
further information is needed to complete it. If more information is needed, you will receive an email 
from the NCRP Project Tracker with a link to your project proposal.  

• Click on the link to re-open your proposal and follow the prompts to update your proposal.  

• Explanatory comments from the reviewer are included at the bottom of any page that needs to be 
updated.  

• Once you have finished updating your proposal, re-submit it using the button at the bottom right of 
the page. 

 

PROPOSAL REVIEW AND NEXT STEPS 
Typically, proposals received on a rolling basis will be reviewed for eligibility, scored and ranked, and 
selected for TA according to the process described in the NCRP Technical Assistance RFP. You will be 
notified by NCRP staff of your project’s status and any next steps. Proposals will be reviewed and 
approved following each posted quarterly date (Feb 1, May 1, Aug 1, Nov 1). If you have submitted a 
proposal for assistance with a grant with an upcoming deadline and need to have your application 
considered prior to the next quarterly date, contact Rose Roberts, 
rroberts@northcoastresourcepartnership.org, to request an expedited review. 
 

mailto:rroberts@northcoastresourcepartnership.org

