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Supplementary Reference:  303 
File Name:    303saa_041800 
Last Revised:   04/18/2000 
 
 

SAMPLE AWARD FORMAT AND SCHEDULE 
 
 
Mr. John Doe 
President 
XYZ, Organization 
Anywhere, U.S.A. 
 
Subject:  Award Number ____________________ 
 
 
Dear Mr. Doe: 
 
Pursuant to the authority contained in the Foreign Assistance Act of 1961, as amended, 
the U.S. Agency for International Development (hereinafter referred to as "USAID" or 
"Grantor") hereby awards to the XYZ Organization (herein after referred to as "XYZ" or 
"Recipient"), the sum of $________ to provide support for a program in _____________ 
as described in the Schedule of this agreement and the Attachment 2, entitled "Program 
Description." 
 
This agreement is effective and obligation is made as of the date of this letter and shall 
apply to commitments made by the Recipient in furtherance of program objectives 
during the period beginning with the effective date and ending __________.  USAID 
shall not be liable for reimbursing the Recipient for any costs in excess of the obligated 
amount. 
 
This agreement is made to the XYZ, on condition that the funds will be administered in 
accordance with the terms and conditions as set forth in 22 CFR 226, entitled 
"Administration of Assistance Awards to U.S. Non-Governmental Organizations"; 
Attachment 1, entitled "Schedule"; Attachment 2, entitled "Program Description"; and  
Attachment 3 entitled "Standard Provisions." 
[NOTE - Do not include reference to 22 CFR 226 if Agreement is with a Non-US 
Organization] 
 
Please sign the original and each copy of this letter to acknowledge your receipt of the 
grant, and return the original and all but one copy to the Agreement Officer. 
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      Sincerely yours, 
 
 
 
      Agreement Officer 
 
 
 
Attachments: 
 
1.  Schedule 
2.  Program Description 
3.  Standard Provisions 
 
 
ACKNOWLEDGED: 
 
XYZ Organization 
 
By:________________________________________________________ 
 
Title:_____________________________________________________ 
 
Date:______________________________________________________ 
 
 

FISCAL DATA 
 
A.  GENERAL  
 
1.  Total Estimated USAID Amount:  $_______________ 
2.  Total Obligated USAID Amount:  $_______________ 
3.  Cost-Sharing Amount (Non-Federal): $___________ 
4.  Project Number:________________________________ 
5.  USAID Project Office:__________________________ 
6.  Tax I.D. Number:_______________________________ 
7.  CEC Number:____________________________________ 
8.  LOC Number:____________________________________ 
 
B.  SPECIFIC 
(as appropriate) 
1.  MAARD Number:_______________________________ 
2.  Appropriation:_________________________________ 
3.  Allocation:____________________________________ 
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SAMPLE FORMAT SCHEDULE 
 
A.  Purpose of Agreement 
 
The purpose of this Agreement is to provide support for the program described in 
Attachment 2 to this Agreement entitled "Program Description." 
 
 
B.  Period of Agreement 
 
1.  The effective date of this Agreement is ________.  The estimated completion date of 
this Agreement is _______________. 
 
[Note - For incrementally funded agreements or where pre-award expenses are 
authorized add the following sentence:] 
 
2.  Funds obligated hereunder are available for program expenditures for the estimated 
period ___________ to ___________ as shown in the Agreement budget below. 
 
 
C.  Amount of Award and Payment 
 
[Note - For fully funded agreements use the following:] 
 
1.  USAID hereby obligates the amount of $ ____________ for purposes of this 
Agreement. 
 
2.  Payment shall be made to the Recipient by ________ (Note - state method) in 
accordance with procedures set forth in_____________ [Note - for U.S. Organizations 
cite 22 CFR 226; for Non-US Organizations reference attached Standard Provisions.  
Agreement Officer must select a method of payment in accordance with the applicability 
requirements set forth in 22 CFR 226;  i.e., letter of credit, advance payment, or 
reimbursement.] 
 
- or - 
 
[For incrementally funded awards use the following in lieu of the above:] 
 
1.   The total estimated amount of this Award for the period shown in B.1 above is $ 
____________. 
 
2.   USAID hereby obligates the amount of $ ____________ for program expenditures 
during the period set forth in B.2. above and as shown in the Budget below.  The 
recipient will be given written notice by the Agreement Officer if additional funds will be 
added.  USAID is not obligated to reimburse the recipient for the expenditure of 
amounts in excess of the total obligated amount. 
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3.   Payment shall be made to the Recipient by ________(Note - state method) in 
accordance with procedures set forth in________________. [Note - for U.S. 
Organizations cite 22 CFR 226; for Non-US Organizations reference attached Standard 
Provisions.  Agreement Officer must select a method of payment in accordance with the 
applicability requirements set forth in 22 CFR 226; i.e., letter of credit, advance 
payment, or reimbursement.] 
 
4.   Additional funds up to the total amount of the grant shown in C.1 above may be 
obligated by USAID subject to the availability of funds, satisfactory progress of the 
project, and  continued relevance to USAID programs.  
 
 
D.   Budget 
 
[Note - the items included in the Budget, including local cost financing items, should 
relate to the results, activities or functions described in Attachment 2 - Program 
Description, not to specific cost items (such as salaries or travel) except for those listed 
at items 4-6 below.  However, at the discretion of the Agreement Officer, an alternative 
budget may be appropriate.] 
 
The following is the Agreement Budget, including local cost financing items, if 
authorized.  Revisions to this budget shall be made in accordance 
with______________. [Note - For U.S. Organizations cite 22 CFR 226.25; for Non-US 
refer to Standard Provision entitled "Revision of Grant Budget."]  
 
                                                             Total* 
   From**__to**__ From**__to**__ From**__to**__ 
        
Cost Element $U.S. Local  $U.S. Local  $U.S. Local 
   Currency  Currency  Currency 
 
 
1. 
2. 
3. 
4. Training 
5. Procurement 
6. Indirect Costs 
     overhead  ____  ________    ______  ________    _____  _______ 
7.  Total $  ____  ________    ______  ________    _____  _______ 
 
* Use all three columns for incrementally funded grants, otherwise use only this 

column. 
 
** Insert effective and expiration dates of grant or obligation/funding dates. 
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E.   Reporting and Evaluation 
 
1.  Financial Reporting 
 
The Recipient shall submit ___ (an original and two copies of _________) [Note - 
Agreement Officer to determine type of report, frequency of reporting periods and 
address].  Financial Reports shall be in keeping with _____________[Note - for US 
Organizations add: 22 CFR 226.52; for Non-US refer to appropriate Standard 
Provision].  For U.S. Organizations under Letter of Credit the following language shall 
be used: 
 

“In accordance with 22 CFR 226.52 the SF 269 and 272 will be required on a 
quarterly basis.  The recipient shall submit these forms in the following manner: 

 
  1) The SF 272 and 272a (if necessary) will be submitted via electronic 

format to the U.S. Department of Health and Human Services 
(http://www.dpm.psc.gov) .  A copy of this form shall also be 
simultaneously submitted to the Agreement Officer [NOTE: if Agreement 
Officer desires a copy] and the Contracting Officer’s Representative.   
 
2) The SF 269 or 269a (as appropriate) shall be submitted to the 
Contracting Officer’s Representative with one copy to the Agreement 
Officer [NOTE: if Agreement Officer desires] 
 

*  3) In accordance with 22 CFR 226.70 - 72 [Note: for Non-US 
organizations refer to appropriate Standard Provision] the original 
and two copies of final financial reports shall be submitted as 
follows:  M/FM, the Agreement Officer (if requested) and the CTO.  
The electronic version of the final SF 272 or 272a shall be submitted 
to HHS in accordance with paragraph (1) above.    
 

2.  Program Reporting 
 
The Recipient shall submit ____ [Note - specify number of copies, not to exceed the 
original and two copies] of a performance report to _____ [Note - specify name and title 
of Contracting Officer’s Representative and the Agreement Officer, if desired,  along 
with address].  The performance reports are required to be submitted ____ [Note - state 
frequency, not to exceed quarterly] and shall contain the following information 
____________ [Note - state reporting requirements, as related to the Program 
Description]. 
 
 

http://www.dpm.psc.gov)/
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Final Report 
 
The Recipient shall submit the original and one copy to _____ [Note - specify name and 
title of Contracting Officer’s Representative and the Agreement Officer, if desired, along 
with address] and one copy to USAID Development Experience Clearinghouse, ATTN: 
Document Acquisitions, 1611 N. Kent Street, Suite 200, Arlington, VA 22209-2111 (or e-
mail: docsubmit@dec.cdie.org). (NOTE – Agreement Officer to verify ADS 540 for 
detailed information on which categories of development experience documents should 
or should not be submitted to CDIE and appropriate format for electronic transmission.]  
The final performance report shall contain the following information ____________ 
[Note - state reporting requirements, as related to the Program Description]. 
 
 
F.   Special Provisions 
 
[Note - Use this paragraph to delete inapplicable Standard Provisions or to add 
provisions of special applicability as authorized.  Included should be waivers, including 
authorized local cost financing, and any alterations to the Standard Provisions or 22 
CFR 226 which have been approved as deviations for the specific award.] 
 
 
G.   Indirect Cost Rate 
 
[Note - Establish the applicable indirect cost rate(s), base(s) on which they apply, and 
the Grantee's accounting period(s) they cover, as provided in the appropriate Standard 
Provision.  If an Indirect Cost Rate Agreement has been executed by USAID or a 
cognizant Federal agency, such rate(s) are required to be incorporated herein if such 
costs are covered by the grant.  The most current overhead information should be 
obtained from the Overhead and Special Costs and Contract Close-Out Branch 
(M/OP/PS/OCC).] 
 
 
H.   Title to Property 
 
[Note - Specify to whom title will vest for property, by category if appropriate.] 
 
 
[Note - For awards having a procurement element greater than $250,000, add the 
following:] 
I.   Authorized Geographic Code 
The authorized geographic code for procurement of goods and 
services under this grant is __________. 
 
 

mailto:docsubmit@dec.cdie.org
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[Note - For awards with a cost-share element add the following:] 
J.  Cost Sharing 
 
The Recipient agrees to expend an amount not less than_________ [Note - put in 
percentage] of the total activity costs. 
 
 
[For awards with US or Non-US Organizations which may generate Program Income 
add the following:]  
K.  Program Income 
 
The Recipient shall account for Program Income in accordance with 22 CFR 226.24 (or 
the Standard Provision entitled Program Income for non-U.S. organizations).  
 
Program Income earned under this award shall be applied and used as follows: [Note - 
Agreement Officers in consultation with the Technical Officer must decide how Program 
Income will be applied: 1) added to the Project; 2) used to finance the non-Federal 
share; or 3) deducted from the total Federal share.  All three may be picked as long as a 
descending order (i.e., "excess amounts may be applied to another alternative") is 
established in accordance with 22 CFR 226.24.   Agreement Officers are encouraged to 
be as specific as possible in detailing the appropriate types of activities Program Income 
may be applied for when using the additive option as described at 226.24(b)(1). 
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