
Assets for Independence
Design Change Request Template

The following is sample language for the grantee letter requesting approval to change a feature of the AFI project.  Use the outline to develop a request.
[Date]
Assets for Independence Program

Office of Community Service

370 L’Enfant Promenade S.W. 5th Floor

Washington, DC 20447








Re: AFI Grant Number: [90EIXXXX]
Dear Office of Community Services:

Paragraph 1:
 

State when you received your award and the circumstances that have led to the request for a change.

Paragraph 2:

State the requested change or changes to the AFI project design, e.g., changing match rate from X to Y, changing maximum savings from A to B, etc.

Paragraph 3:

Outline briefly how the change would increase the likelihood that the project would achieve its goals and contribute to the success of the overall AFI Program. 
Paragraph 4:

List the name and contact information for project staff to contact for more details. 
Sincerely,

[Authorized Official (Box 11 on your FAA)]
[Title of Authorized Official]
Cc:
As appropriate


