This letter should be on division letterhead. 
-------------------------------------------------------------------------------------------------------
  Date (centered)
MEMORANDUM:
TO:
Secretary

ATTENTION:
Floyd Jones
THROUGH:
Director


Chief Budget Officer

Business Officer


Grants Coordinator


Section Chief

FROM:
(Name of program manager)
SUBJECT:
(Grant Name)(Name of Grant) include Grant # and whether or not it is an initial Application, or continuation Application, or carry forward, or cost extension.
Attached is grant application (insert the Funding Opportunity Announcement Number and Grant Name) prepared for submission to (insert name of funding agency).  The purpose of this grant is to (insert brief description of the grant and how it will help the agency’s efforts to serve North Carolina).

If you have any questions about this grant, please contact (insert name; phone number and email address of contact person/grant writer.  The DHHS Office of Intergovernmental Relations will call this person if there are questions about the grant and when the grant approval process is completed and the grant application is ready for pick-up.)

