[date]

model missing items letter

Recipient Name

Street Address

City, State Zip Code

Dear Mr. / Ms.:

SUBJECT:
Funding Opportunity Announcement Number DE-PS36-0YGOXXXXX,

[Title Of Funding Opportunity Announcement]
Application Titled:  [Title Of Application]
Thank you for submitting an application in response to the subject Funding Opportunity Announcement.  This letter is to inform you that the Department of Energy, Golden Field Office has performed an initial review of your application.  The review disclosed that your application is missing one or more required items.  In order to complete the evaluation of your application, please submit the item(s) listed below by [Date].  Each of the forms required can be accessed through the Golden Field Office website at http://www.go.doe.gov/businessopportunities.html.  
1. The required 20% cost-share was not proposed.  The required cost share is 20% of total project costs, not 20% of the federal share only.  A revised Standard Form 424 and revised budget forms will need to be submitted to allow DOE to continue the review of your application.

2. [Add any eligibility or minimum requirements that are missing.]

3. Application for Federal Assistance, SF-424
4. Budget Information – Non Construction Programs, SF-424A

5. Budget Explanation Page, GO-PF20
NOTE:  If your organization has a rate agreement in effect with a Federal agency, or if such an agreement is pending, please forward a copy of the agreement, or the proposed rates and a Federal point of contact with the above completed forms.
6. Pre-Award Information Sheet, GO-PF19
7. Financial Assistance Certifications/Assurances/Representations With EPAct Representation (Note:  This is a consolidation of six forms that should be completed by the applicant)



OR
Financial Assistance Certifications/Assurances/Representations Without EPAct Representation (Note:  This is a consolidation of five forms that should be completed by the applicant)

The item(s) listed above should be submitted to the Industry Interactive Procurement System  (IIPS) website at http://doe-iips.pr.doe.gov.  Questions concerning the above should be addressed to [Name], Contract Specialist, at (303) 275-47XX.

Sincerely,

[Name]

Contracting Officer

bc:  
John Doe/Project Officer

File:  GOXXXXX
