Assets for Independence Program 		Template for Letter Documenting Returned Funds

MUST BE ON OFFICIAL LETTERHEAD OF GRANTEE ORGANIZATION

[Name of Grants Management Specialist]
Office of Grants Management
Administration for Children and Families
370 L’Enfant Promenade SW, Sixth Floor
Washington, DC 20447

Subject:	Grant number [90EIXXXX]

Dear [Grants Management Specialist]:

This letter is to document that [grantee organization] has returned [$X,XXX.XX] of funds from grant number [90EIXXXX]. These funds were returned to the Payment Management Services on [insert date].  [Describe any supporting information/materials that will be uploaded along with this letter to document the return of funds, such as a screenshot or email confirmation.] 

[Briefly describe the funds -- are they grant funds, interest on grant funds, or some of both?]  [Briefly describe why the funds are being returned, for example insufficient non-federal match, fewer clients than expected, etc.]  

Sincerely,

[Signature of the Authorized Official, as identified in Box 11 of the Notice of Award]

[Authorized Official’s Printed Name]
[Title]
[Grantee Organization]
[bookmark: _GoBack]



IMPORTANT!
In order to transmit this letter to OGM and OCS, 
a PDF of the final, signed letter should be uploaded to GrantSolutions as a Grant Note for the specific grant to which this applies.  
This letter should NOT be mailed.
