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CHILD CARE RELIEF PROGRAM GUIDANCE
NOTE: This document is NOT the application form.

Please read the Request for Proposals (RFP) document carefully for application requirements and

contract expectations. The St. Louis County Humanitarian application is internet-based and can be found
at https://stlcsf.smapply.io/prog/stlouisco_cares childcare.

RECOMMENDATIONS AND ITEMS TO NOTE

SurveyMonkey Apply, the online application platform, will function in a variety of internet browsers
but operates most efficiently in the Google Chrome internet browser.

Please follow the instructions for registering on SurveyMonkey Apply website on the next page of
this document.

St. Louis County recommends answering narrative application questions in a word processing
program (such as Microsoft Word) for editing and retention purposes. When complete, narrative
answers from the word processing file can be copied and pasted into the appropriate SurveyMonkey
Apply text boxes.

This symbol(®), located throughout the application in the top right corner allows applicants to:

0 contact the site administrator at humanitarian@stlouisco.com for questions about
application content

0 access frequently asked questions about the SurveyMonkey Apply platform, or

0 contact SurveyMonkey Apply with technical concerns regarding the SurveyMonkey Apply
platform

SurveyMonkey Apply will auto-save regularly during an open work session. A “Save and Continue
Editing” button is also available at the bottom of each application section.

St. Louis County will host a Webinar on how to navigate the Survey Monkey Apply system on
Thursday, June 4 @ 2p.m. It will be recorded and available on the SurveyMonkey Apply landing page
for future reference.
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INSTRUCTIONS FOR REGISTERING ON SURVEYMONKEY APPLY WEBSITE

Step One Please talk to colleagues within your organization Tips: Instructions for adding
and establish who will be the Primary Administrator | collaborators to your organization’s
for the organization’s SurveyMonkey Apply account | application(s) are delineated below,
before beginning the registration process. once initial registration is complete. If

at any point the Primary Administrator
The Primary Administrator will have responsibility needs to transfer management to
for submitting the completed application(s) and will | another user on the Organization’s
be the sole point of contact for all emails and alerts | account, please follow the instructions
from SurveyMonkey Apply related to the as found here.
application(s).
The individual who is designated as the Primary
Administrator should begin the registration process.

Step Two Tips: SurveyMonkey Apply works best
Open a web browser window. Go to: in Chrome. Using Internet Explorer
https://stlcsf.smapply.io/prog/stlouisco cares childcare and Safari may lead to slower loading

time and formatting issues.

Step Three In the upper right corner of the

. . . Register
browser window, click Register.

Step Four After entering your name and email address and
selecting a password for your user account, you will
be prompted to provide the following information
about your organization:

e  Organization Name
e  Organization Address
e  Organization Email

Step Five Before you can complete all the tasks and submit an
application, you will need to verify your email
address. To verify your email address, click “Send
verification link” at the
top of the Homepage.

You will receive an email from SurveyMonkey Apply
with a link. Once you have clicked the link to verify
your email address you will be able to begin your
application(s) for the COVID-19 Humanitarian
Response Fund.

Adding To add colleagues as members of your organization | Tips: Administrators will be able to

Collaborators | and collaborate on the applications, click “Manage edit and remove non-administrative
organization” in the top right-hand corner from the members, or inactive Administrators
Homepage (when signed in as the Primary and can create and submit program
Administrator). applications.

After you have selected “Manage organization”, Non-admin members will be able to
select the “Members” tab, and click “Add member”. | edit applications on behalf of the
Add the person’s name, email address, and select organization but will not have access
the role they should have on the organization’s to manage the organization's profile
account. You can also create Teams within your and members. They will also not be
organization to edit and contribute to specific tasks able to create or submit applications
in your application(s) using the “Teams” tab. for an organization.
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SurveyMonkey Apply User Tips

* Your organization must register and log in as an Sg int Lou is

organization before you can begin or open an

e The application is only open to nonprofit

organizations; individuals cannot apply c A R E s

e Pick someone in your organization who will be the
leader in completing the online application: this
person will be called the “Primary Administrator” Child Care Relief Program

ooy appcation|
on SurveyMonkey Apply

Applications are now being accepted for the St. Louis County COVID-19 Child Care Relief

See my application

. . . Program. Grants under the Child Care Relief Program are being made available to assist Open to
hd P I ease f0| IOW th e | nSt rU CtlonS fO r Settl ng U p the child care providers, many of which have experienced business interruptions and Organizations can apply.
. . . . . increased expenses as a result of COVID-19. The purpose of these grants is to help those
organlzatlon account on the Appllcatlon GUIde child care providers continue to operate safety and effectively in response to the COVID-
p rovi d ed 19 public health emergency by providing funding for two categories of costs and
expenses:
H H H H 1. costs of business interruption caused by COVID-19; and

[ - ;

Save your Iog In Informatlon In a Safe place' The 2. costs to facilitate compliance with County and CDC public health guidelines

site administrator cannot restore your password; e U O B
y(? u WI | I h ave to Co nta Ct S u rveyM o n !(ey Ap p IY Please review the Request for Proposals (RFP) document thoroughly before applying.
d | rect Iy to r‘eset Or recover accou nt | nfo rm atlo N Applications will be accepted beginning June 3, 2020 on a rolling basis. Guidance on

how to register for a SurveyMonkey Apply account to begin an application can be found
by clicking here. St. Louis County will host a live webinar on Thursday, June 4, 2020 at
2PM to walk through the application in SurveyMonkey Apply. To register and attend the
webinar live, please click here. Following the demonstration, a recorded version will be

placed on this page for future viewing.

To review a list of FAQ’s, please click here. For all other inquiries, please email:

humanitarian@stlouisco.com.
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SETTING UP YOUR ORGANIZATION’S ACCOUNT £ Apply
O When you or the identified Primary Administrator egsatfor dn Spplcant accoime
in your agency goes to register your organization

for an account, select “Register as an organization”

*  You will be prompted to provide some basic . f N v N 6 |

information on your agency, including the
organization’s name, address, and phone number.

© Register as an organization

U To add collaborators on your organization’s

SurveyMonkey Apply account follow the
instructions included in the Application Guide
provided

First name Last name

Confirm passward

CREATE ACCOUNT



https://stlcsf.smapply.io/protected/resource/eyJoZnJlIjogOTk2NDA3NzEsICJ2cSI6IDE0MTMzN30/

Saint Louis

COUNTY .
CARES SurveyMonkey Apply Log-in User Errors

L Once your organization has been
registered on SurveyMonkey Apply
and you have been added as an i iy
individual user and member of your S LoviscauyChidre'ssrvice Fnd
organization’s account, log into your wozoch
individual account on SurveyMonkey

Apply

O Immediately upon logging into your
individual account, you will find that o

you do not have any program
applications available to open
O You will need to tell SurveyMonkey
Apply that you want to open an
application for your organization
(for which you have been added as a
collaborator on by the Primary
Administrator) by clicking on your
user name in the upper left hand
corner of your screen and selecting
the organization’s name.

St. Louis County Children's Service Fund

M Jendusa -

M Jendusa
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Q If the drop down menu with your
organization is not available, double
check to make sure that your
organization is registered and that m—
your individual account is actually
linked to the organization’s account.

Arogann WMy Apglications @+ M derdusa +

0O - MJiendusa ~

2 programs & My Applications

Q If you are sure that your agency is
not registered, and you already are
registered and logged-in as an You ars currentl]
individual user, you can register your
agency for an organization account
by clicking on your user name and
“My Account”,

* You can set up an organization
account from the Account Settings
page and then add your agency’s

name, address, and email
information.

My Account

Return to Meghan
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St. Louis County Children's Service Fund & programs ¢ My Applications @ -~

L To double check that your individual account is actually linked
to the organization’s account, have your Primary fesiors - e
Administrator log in to their account, select the organization
from the upper left corner of the screen (as demonstrated

) " . e All Applications ~ E =
previously), and then select “Manage organization” in the
ribbon bar
. . . o . Child Care Relief Program
O Once in the organization’s profile, click on the “Members” 2020€-0000000003

tab to review all individual users who have been added as & Tesiorg
collaborators to the organization’s program applications

STATUS: Application in progress

[} TestOrg «
0 of 8 tasks complete
vanage Organization Profile Members Teams
START
Last edited: Jun 12020 02:04 PM (CDT)
¢ S n nm
Name Email Role Teams Last login Signup date Active
M Jendusa _ Primary administrator Today 5 days ago v

Page:1 (1-10f1) 25 =~ Far
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SurveyMonkey Apply Helpful TipS @ suwmeeoveme

e Application Guide

* Google Chrome

e Character Limits

 Word Processing File to SurveyMonkey Apply
e Auto-Save

* ®


Presenter
Presentation Notes
The application must be completed and submitted via SurveyMonkey Apply!
We recommend applicants review all the resources we have shared (RFP, FAQs, SM Apply Guide) as they provide a lot of clarifications and may save a headache or two while completing the application. 

SM Apply will function in a variety of internet browsers, but operates most efficiently on Google Chrome.

Each narrative question has character limits. The real-time character count is visible at the bottom of each text box in the application.

We recommend answering narrative questions in a word processing program, such as Microsoft Word. When completed, narrative responses from the word processing file can be copied and pasted into the appropriate SM Apply text boxes.

SM Apply will auto-save regularly during an open work session. For applicants who may be a bit weary or have some trust issues, a “Save and Continue Editing” button is also available at the bottom of each application section.

Lastly, to contact the site administrator, access frequently asked questions, or to contact SM Apply with technical concerns, see the dropdown options at the information () symbol throughout the document. 
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SurveyMonkey Apply Application Tasks e mwesuwm

0 of & tasks complete Child Care Relief Program [? @ Preview e
2020C-0000000003
Last edited: Jun 12020 02:04 PM (CDT)
£k TestOrg Status: Application in progress
m - —
Your tasks
[= Anplicarior: Ger eral mfo maion >
ﬂTestOrg
= Application: General Information Continued >
Ej Application: Questions >
= Application: Program Budget Table >

Attachment 1: CARES Act Child Care Relief Program Certification >
Add Member or Team

o) Attachment 2: Work Authorization Affidavit for Business Entities pursuant to >
285.530 R.S.Mo.

Attachment 3: Applicant’'s most recent fiscal year budget >

Attachment 4: Certificate of Good Standing >



Presenter
Presentation Notes
We’re excited that SM Apply provides a management feature to help applicants navigate all of the required tasks for each section or document upload.

Please note, not all tasks may appear the first time you log in. 

As you complete components of the application, additional tasks may be added based on your responses.

Upon conclusion of each application task, there will be a “Mark As Complete” prompt.

If all required fields or uploads in the task have been completed, and the task has also been marked completed, the task will appear checked off in your task list.
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< Back to application

Child Care Relief Program
2020C-0000000003

ID: 2020C-0000000003 | Status: Application in
progress

Information

| o B Application: General N

Application: General
Information Continued

2 Application: Questions

Application: Program
Budget Table

Attachment 1: CARES Act
Child Care Relief Program
Certification

Attachment 2: Work
—_ Authorization Affidavit for

10of 8 tasks complete

T

o Application: General Information
Completed Jun 3 2020 07:46 AM (CDT)

General Info
GENERAL INFORMATION

Agency’s Legal Name as shown on IRS Determination Letter:

TestOrg

Doing Business As:

Test

Unique Identifier (DUNS Number):

123456789

Applicant's IRS Status:

501(c)3

Type of Center:

Licensed Exempt

Did you apply for the Small Business Relief Program through St.
Louis County?

[No v|

Did you receive a Payroll Protection Loan?

No ~

Please provide a brief overview of child care center:

Tes|

Characters entered: 4
Min: 0 Max: 500

—
SAVE & CONTINUE EDITING MARK AS COMPLETE
—

SurveyMonkey Apply Application Tasks Muresoue e

¥



Presenter
Presentation Notes

If you click on “Mark As Complete” and have not completed all required fields, you will receive an error message, and specific text prompts showing you what fields or uploads need to be completed before you can move on to the next page of the application.

After a task has been successfully marked as complete, you may still edit it by using the “…” icon at the top right corner.
From the menu, choose “Edit” to re-open the previously completed fields or uploads.
Applicants can edit the application up until they press the final “Submit” button.
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SurveyMonkey Apply Reusable Data Demweoume

Reuse data

You have previously completed this task. Would you like to reuse the data you provided?

Previous instances

| Feb 19 2019 02:22 PM (CST) (Fantasftic Families)

Overwrite any data | have already added to this task

ADD DATA



Presenter
Presentation Notes
Again, once you have marked a task as complete, it will be checked off in your task list on the left side of your screen. Certain tasks on the Humanitarian Response Program application are reusable once you have marked them off as complete. Meaning, if you start a new program application, SM Apply will provide a prompt asking if you would like to reuse the information you have already provided in a previously completed application. 

This “reusable” information may be agency-wide information or uploaded attachments that would apply to your entire agency, and some examples may include: 
E-Verify Documentation
Most Recent Audited Financial Statements

If you already have a completed application saved in SM Apply, when you work in a subsequent application, you will receive pop-up prompts for “reusable” tasks. 

If you choose “add data” in these situations, your fields or required uploads will be automatically completed with information or documents that you provided in your previously completed program application. 

If you choose “cancel” you can manually complete these fields or re-upload documents.
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SurveyMonkey Apply Document Uploads

All upload tasks are required for each agency submitting
an application. If your organization does not have any of
the required documentation, you must upload in its place
a document explaining why the information is not
available. Failure to comply with the requirements of this
RFP, or evidence of unfair proposal practices, is cause for
rejection of the proposal.
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Humanitarian Response Program upload tasks: [ s

Instructions for each upload task, including document templates
or links to access specific documentation from government
entities, can be found by clicking on the task in your task list on
SurveyMonkey Apply.

e Attachment 1 — CARES Act Coronavirus Relief Fund Certification

e Attachment 2 — Work Authorization Affidavit AND E-Verify
Supporting Documentation

e Attachment 3 — Applicant’s most recent organizational annual
budget

e Attachment 4 — Certificate of Good Standing


Presenter
Presentation Notes
The following attachments are required in addition to the completed application questions. They are embedded in the electronic application, along with guidance and examples. If your agency does not have one or more of the documents, please upload an attachment explaining why the attachment is missing. 

I will highlight a few of these attachments during this portion of the presentation, and others will be discussed in greater detail in subsequent sections of the presentation. 
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Attachment 2 — E-Verify
Supporting Documentation

e Confirms employee’s
eligibility to work in the U.S.

e Required three components:

1. First page (identifying
employer)

2. Signature page

3. Work Authorization
Affidavit

E Verily ® %

Larpow D wmrie

Thk § R AE T PROGRAM FOR E000 0 VIBENT V5 RFCA TION MEMORANCLM CF
URDERSTANGIRD FOR OF SGRATED A0FNTS

ANDQLL )
PURSCGEE AMD AUTHORTY

Trer paten 1) s Agreirnest 3w Tw Deoatrer® of Faorssa st Seasty (TN aad

Dy rlnt Aguet “he prynne @ Pes ywerses 800w ot e by wes LA wu Des
ol papade réyrabon 0 ; Desgraed Aged) oo ' o e
Cusgrame Agasis chat Tw [rapepe "t WOU sqgiere owte s lasises o e [ verdy pragran
W anurseies Dac wponbite o DG S5A e [npops e e Ceagresd Agwe
Bebveraen W P Eapoes iviaie e Despaaed Ages wher hy) o o' of Tw Ergeops |

Atarty by £ vty pragran & o o0 TBe P Bl A o e Bapd reeagabet Reen gw
e s 2 Ax o TP AFIMA| P WAIE TG St N0V 8 wvended BUSC §
e sowm  Adterty W use of e T Vg grages iy Feies sewrasun wwd soboriraten
coversd by e wre of Saopet 37 A Trpoyrent Dighidny Vetormon” o e Neoery Acgserion
Bageuby (TAR, Pewsrafr cstoven t6 o Fod MO a0 8 Togess coovnonr wi® e TAR [ verty
CatE” 1 spr 'y The argmopsest Sglay o St oW Csrt wObrg 00 Fetes) (00 ™ 6 B0
el v Sutgent 17 10 asd 0 Esen e O " PO 00 v eree
ARDCLE R
FUnCTIOMS TO B SESSOAVE D

A RESPOMIMSLITES OF 5%

1 GA agrees b jrrede Pe U rghope (Tra gl e Deageded Agesi =7 pewl gire i TieTabes e al
show fw Crpiopw © covim Me axamcy o Soos Secely NuTtens powass By o eagcpees
e Tienl oube Fea WL a5l e sryiapses bParonkr ol U & ovwera

B e T R U P

probecn Sal fuy o Aoy P Eepose’s petopator n fe E Ve progran 354 sy b
prrats v e giree Agecd ot racwes Thes METessss 8 e egt e CurEses ¥ TRA
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Presenter
Presentation Notes

E-Verify electronically compares information the employer enters from Form I-9 to records available to SSA and U.S. Department of Homeland Security, confirming employee’s eligibility to work in the U.S. 

Agencies may simply provide the entire MOU, or they may provide the components listed, including a valid, completed copy of the first page identifying the employer, valid, completed copy of the signature page signed by the employer and the Dept. of Homeland Security, and the completed, signed, dated, and notarized Work Authorization Affidavit.. 
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Attachment 4 — Certificate of BT T
Good Standing = st N R

e Confirms the organization is < |
. . . | John R. Ashcroft 28
in good standing with the 5 S—— =
Sta te Of IVI i S S O u ri :\j; — ;;’I\:ﬁ.ku:gigﬁ.:;;:r;:;;:;“iiﬁ:\:‘fzim' cernify that the records & %gj

e Certificate must be dated

within 90 days of submission ‘- Eé““

L

& DN TESTIMONY WHEREOF, I bereunto set my haad and
- cause to be affived e GREAT SEAL of the State of
o Missouri Done at the Ciry of Jeffervon, this Oth day of
“ZA Ocaobe, 2019

Cernficacion Number CERT-10082015-0098

R A R e e R e T W O R A R T e
S ANNAAANIIIAAARARAARAN AN

el
- 2



Presenter
Presentation Notes
The Certificate of Good Standing verifies the applicant is in good standing with the state of Missouri through the Secretary of State’s Office. The certificate must be dated within 90 days of your grant application submission. You can request an up to date certificate by visiting www.sos.mo.gov. A link to the site is also available in the upload task in SurveyMonkey Apply. 
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