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Please note: This letter is only a sample and changes annually as needed
Date: 
Grant Number: 

Dear (Authorizing Official): 
The Administration for Native Americans (ANA) congratulates [Organization Name] for the awarded grant under the [SEDS, SEDS-AK, EMI, P&M, ERE or ILEAD] Funding Opportunity Announcement for the entitled project, “                                    ”

ANA believes in the implementation of your project and future success. Below you will find instructions that are necessary for effective project implementation. Please read the following information and, if you have any further questions or need clarification, do not hesitate to reach out to us. 

*attachments included in email: Notice of Grant Award & GrantSolutions Instructions
· * Notice of Grant Award (NGA)-Official Notice 
The purpose of the Notice of Grant Award (NGA) is to specify pertinent information related to the grant, such as the amount awarded and grant duration. Included in the NGA in the remarks section are the terms and conditions of the grant. *Please note that the initial draw down of funds will serve as the acceptance of your grant award. 

· *GrantSolutions and the Online Data Collection system
Grantees will use the online electronic management system (GrantSolutions) for the life cycle of their grant. GrantSolutions serves as a managing platform to administer the required reporting and other pertinent project information that will occur between the grantee and the Program Specialist/Grant Specialist. Information contained in GrantSolutions becomes the official file for your grant award therefore; all relevant information about your grant will be filed in GrantSolutions. If you are a New User with GrantSolutions, you will need to establish a new user account. If you are unfamiliar with GrantSolutions and the set-up process, attached are instructions to set up a new account. *Please do this ASAP, so that you can be trained and assisted on using the system during Post-Award Training.  It’s advisable that a program and financial management staff for each project obtain a GrantSolutions account so that the reporting can be completed on time. 

Please inform your program specialist if you do not have an account for the Online Data Collection (OLDC) system which can be accessed within GrantSolutions.  OLDC is used to submit your Objective Progress Report (OPR) and Annual Data Report (ADR).  


· Post-Award Training
All grant recipients awarded for the fiscal year 2018 are required to send two project-related personnel to attend a mandatory post-award training. Project Directors and Finance Officers are highly encouraged to attend the Post-Award Training. Your Program Specialist or regional Training and Technical Assistance Center will be contacting you with your Post Award training date and location when the training is scheduled.  For our Language grantees, ANA usually will hold a national post-award session so that all of the new language grantees can meet and network with each other. If you have any questions before receiving the training, please contact your Program Specialist. 

· Semi-Annual & Timely Required Reporting
The submission of a semi-annual Objective Progress Report (OPR) and the Financial Status Report (SF-425) are a requirement of this award. Failure to submit on time, incomplete reports and/or delays in completion of activities can impair the success of your project, as well as, jeopardize the continuation of funding. All grantees will submit the OPR reports in GrantSolutions, using OLDC tab and the SF-425 report in the Payment Management system. In addition, grantees will be required to submit an Annual Data Report (ADR) (OMB No. 0970-0475, expiration date 3/31/2019) to report project data once a year and a final report at the end of the project period.  The ADR will also be submitted in the OLDC tab of GrantSolutions. Each ANA grantee will receive an Annual Data report customized for their specific award in OLDC. For required reports and due dates please click here.

· ANA  Grantee Resources
· Website
ANA’s website http://www.acf.hhs.gov/programs/ana/grants is a great resource that will assist you in managing your grant. At our website you will find additional resources that will benefit your project (i.e. ANA Grant Amendment/Grant Solutions Handbook, Webinars, Trainings, etc.)
· Strengthening Our Circle Monthly Email
Please note that we will email a monthly message on the first Friday of each month entitled, Strengthening Our Circle, which updates grantees with friendly reminders, upcoming events, news, and useful information to manage your grant award. 
· ANA Monthly Grantee Calls
Commissioner Jeannie Hovland holds monthly grantee calls on the 4th Tuesday of every month from 3:00 p.m. to 3:45 p.m. to provide grantees with updates on ANA activities, initiatives and other important information to support grantee success. 
· Webinars/Technical Assistance
ANA has a team of Training and Technical Assistance providers in all four ANA regions:  Eastern, Western, Pacific, and Alaska. They are available to assist you at no charge.  In addition, they will lead bi-weekly webinars on effective grants and program management and highlight some of our successful projects. Please refer to the monthly correspondence for webinar topics and dates or the ANA website’s Events page to register for the webinars. Find out region and contact information here. 
· Training Videos
ANA Online Training is designed to help you identify and understand various steps in the grant submission and management process. While ANA also has various grantee manuals, some people are visual learners.  This tool is designed to help you figure out how to successfully complete grant amendments and other actions related to the management of your grant award.  www.anaonlinetraining.org 


· Project Changes
Grantees will need to notify ANA and the ACF Office of Grants Management in advance when:

· Carryover of Unobligated Balances
· Change in Key Personnel (including absence)
· No-Cost Extension
· Budget Revisions
· Transfer of Substantive Programmatic Work

*Please note that key staff positions must be filled within 60 days from award. A statement with a description of how the individual contributes to the project and a resume needs to be sent directly to your ANA program specialist. 

· The Role of a Program Specialist vs. Grants Management Specialist

	Program Specialist
	Grants Management Specialist 

	Monitors and assists with the programmatic activities associated with the project, to meet the purpose of the funding announcement under which the award was made. 
	The Grants Management Specialist is responsible for the official grant file and in the administrative and financial aspects of the grant, including approval of any grant amendments. This person is located in the Office of Grants and Management at the Administration for Children and Families. 



The two roles identified above are the federal staff that will be your primary points of contact during your project. 

Their contact information is as follow:

[Name], Program Specialist              		               [Name], Grants Management Specialist
Administration for Native Americans		 	Office of Grants Management 
Mary E. Switzer Building 				Mary E. Switzer Building 
330 C Street, SW		 		 	330 C Street, SW		
Washington, DC  20024				Washington, DC  20024
Telephone (toll free): (877) 922-9262		 	Telephone:	
E-mail:							 Email: 

ANA is dedicated to the success of your project and we look forward to working with you towards meeting the needs of our Native children, family and communities. Please contact us directly if you need assistance or any further questions. 

Kind Regards,


Jeannie Hovland
Commissioner
Administration for Native Americans
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