[This is the Transmittal Letter for awardees on the ACH Payment System]

[DATE]

Recipient’s Name

Recipient’s Address

City, State, Zip Code

Dear [Business Contact]:

SUBJECT:
[Award Number DE-FXXX-XXGOXXXXX; Amendment No.; Project Title]
Enclosed are two copies of the subject award, which have already been executed on behalf of the Department of Energy.  Please sign both copies of the award in Block 20 of the Notice of Financial Assistance Award (NFAA), DOE F 4600.1.  You should retain one copy for your file, and return the remaining copy to me at the above address no later than two weeks of date received.

Your Automated Clearing House (ACH) enrollment has been input into our system.  Should you ever have any questions concerning this service, please direct them to Mike Berry of this office, at (303) 275-4708.

[Use either the paragraph above or the paragraph directly below and delete the one not used]

The Golden Field Office pays companies such as yours through the Automated Clearing House (ACH) network, whereby your payments are deposited directly into your company's bank account.  Enclosed is information on this ACH program and a Standard Form (SF) 3881, "Payment Information Form, ACH Vendor Payment System," for use in enrolling in the program.  Please complete the company information and additional information sections of the form and have your bank complete the financial institution section.  Please return the original completed SF-3881 to the DOE Administrator in block 12 of the DOE F 4600.1 as soon as possible so that payments are able to be processed.
Please note that the Golden Field Office is in the process of adopting the Automated Standard Application for Payments System (ASAP) as the standard civilian Federal award payment system for all recipients.  The rationale behind this decision is to minimize the burden imposed on Federal award recipients who draw funds from numerous Federal agencies, and to significantly reduce the costs to maintain multiple payment systems and procedures which provide cash advances and reimbursements to the grantee community.  The information that you provided in your application will be used to enroll you into ASAP.  You will be notified by this office when you should begin using ASAP.
Note the payment provisions in Appendix A, and the Reporting Requirements in Appendix C of your award, which require submission of certain standard and Department of Energy forms as part of the performance of your award.  Each of the forms required by this award can be accessed through the Golden Field Office website at http://www.go.doe.gov/funding_post_award.html.  These forms may be reproduced for your continued use.  Instructions for preparation/completion of the forms are found on the reverse of the forms.

[Add the following paragraph, if applicable otherwise delete]

You indicated on your Financial Assistance Pre-Award Information Sheet that you intend to request an advance waiver of patent rights in accordance with applicable statutes and DOE Procurement Regulations.  In order to do so, you should immediately contact Tom Anderson of the Chicago Operations Office Intellectual Property Law Division to obtain the appropriate Petition for Advance Waive of Patent Rights.  Tom may be reached at (630) 252-2163.  He will also assist you in completing the Petition, which should be returned to them, with a copy to this office.  In order for the waiver to be considered, DOE must receive your request for an advance waiver of patent rights within 30 days of the award date.

[Add the following paragraph for new awards only, otherwise delete]
Enclosed you will find information regarding Federal policies on lobbying activities in DOE’s Lobbying Brochure.  Facilities and programs financially assisted by DOE are required to post DOE F 1600.4, Equal Opportunity Poster, in your facility and a copy is enclosed for your convenience.
Questions or comments of a technical nature concerning this award should be addressed to the Project Officer, [name], at (303) 275-[number].  Matters of an administrative nature should be addressed to me at (303) 275-[phone number].

Sincerely,

[Name]

Contract Specialist

Enclosures:

CONCUR: [If required]
     [   ]

File#:  95GOXXXXX

cc:

[John Doe], Project Officer
Rev. 9/28/04

