
Short-Form Template

The following information is to be entered in the template for any federal or State programs for which a short-form compliance supplement is necessary.  Be sure you write over or erase the corresponding letters.

For Federal Programs:

[A]   Enter CFDA # of the federal program, i.e., 10.216.  

[B]   Enter the name of the grant/award.

[C]   Enter the name of the Federal awarding agency.

[D]   List the Federal laws and regulations that authorize the program and its requirements.

[E]   Enter the name of the State Agency subgranting the award/grant.

[F]   Enter the Division of the State Agency subgranting the award/grant, if applicable.

[G]   Enter the name, title and phone number of the State Agency contact person for the program.  

        (Include the area code)

[H]   Enter “Short-Form-X”.  The X should be replaced with a numerical value.  If a Program 

         Fact Sheet was prepared last year use the number that was used then.  If a Program Fact 

         Sheet was not prepared leave it blank.

For State Programs

[A]   Do not enter any information in “[A]” but erase the letter “[A]”.

[B]   Enter the name of the State grant/award.

[C]   Do not enter any information in “[C]”, but erase the letter “[C]”.

[D]   List the State laws and regulations that authorize the program and its requirements.

[E]   Enter the name of the State Agency subgranting the award/grant.

[F]   Enter the Division of the State Agency subgranting the award/grant, if applicable.

[G]   Enter the name, title and phone number of the State Agency contact person for the program.  

        (Include the area code)

[H]   Enter “Short-Form-X”.  The X should be replaced with a numerical value.  If a Program 

        Fact Sheet was prepared last year use the number that was used then.  If a Program Fact 

        Sheet was not prepared leave it blank.

Note:  To enter information into headers or footers in Microsoft Word, do the following:


Click on “View”;  Click on “Header & Footer”

Scroll down to “First Page Footer”; Highlight the letter “[H]”.  Enter the information as instructed above.


1

2


