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Land Acknowledgement Statement

“Arizona State University, Northern Arizona University, and the 

University of Arizona collectively acknowledge that the campuses 

are situated on the ancestral lands of twenty-two federally 

recognized tribes located across Arizona. These universities 

collectively honor the past, present, and future generations of 

Native Americans, who have lived here for millennia and will forever 

call this place home. Committed to diversity, the institutions 

integrate Indigenous knowledge into their practices and strive to 

cultivate sustainable relationships with Native Nations through 

education, partnerships, and community service.”
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Key Steps

1. Understand

2. Inform

3. Plan



Review the proposal 

and award docs
1. Understand

• Award Notice

• Budget & Budget Justification

• Project Summary

• RFP (Request for Proposals)





Award Notice
Review the award notice 
and compare it to systems 
of record

• Project title

• Sponsor award number

• Start/end dates

• Obligated & anticipated 
award amounts

Award Notice
Award Management System

Financial System



Uniform Guidance
Most federal awards are governed by 2 CFR (Code of Federal 
Regulations) Part 200 Uniform Administrative Requirements, Cost 
Principles, and Audit Requirements for Federal Awards



Award Notice
Carefully review the award notice, attachments, and links for any unusual 
requirements or restrictions



Budget & Budget Justification



Budget Comparison

Proposal Award System of Record

If these don’t match, 

ask your pre-award RA
If these don’t match, ask your 

GCO (Grants & Contracts Officer)



Account Check

Have all necessary accounts been 
created?

• Cost share

• Contributed effort

• Subaward(s)

• Participant support

• Program income



Project Summary or 
Scope of Work 
(SOW)

• Understand the basics of the 
research and key terms

• Anticipate any other expenses or 
logistics

• All expenses will need to support 
this SOW, and every expense 
justification should tie back to it



You don’t have 
to understand it 
like a “siyitist”



Key Steps

1. Understand

2. Inform

3. Plan



Share the Good 

News
2. Inform

• Send the PI a new award email

• CC interested parties

• Attach proposal & award docs



Sample New 
Award Email
1/3

Hi Dr. _____,

Congratulations on your new [sponsor] award! The award notice 
has been fully executed, and your new account has been created. 
The award notice, statement of work, final budget dated _____, 
and budget justification are attached for your reference.

Project Title: 

Sponsor Award Number: 

ASU Account Number: GR

Cost Share/Subaward/Participant Support/Child Account: 

Start Date: 

Obligated End Date: 

Anticipated End Date: 

Direct Award Year 1: 

Total Award Year 1: 

Anticipated Total Award:



New Award 
Email 2/3

Deliverables: Please note the deliverable schedule on page ____ of 
the award notice.

Foreign Travel: Your budget includes funds for foreign travel. Be sure 
to submit a trip request in Concur before booking any travel. Please 
check with me before booking any flights on a non-US airline so I can 
confirm whether it complies with the Fly America Act.

Progress Reports: Your first technical progress report is due ______.

a) NSF: Please log into Research.Gov and follow these instructions 
to complete your Research Performance Progress Report 
(RPPR).

b) NIH: The RPPR is completed in eRA Commons. Full instructions 
are available here.

Publications: Your budget includes ____ for publication fees. Please 
be sure to credit the sponsor in any publications associated with this 
research and include the publications in your annual progress report.

Summer Salary: The budget includes ____ months of summer salary 
for you and ___ months for [co-PI]. (For NSF) Please note that NSF 
limits each person to 2 months of summer salary per calendar year 
across all NSF grants.

https://www.research.gov/research-web/
https://www.research.gov/common/attachment/Desktop/NSF_RGov_RPPR_ScreenshotsandInstructions.pdf
https://www.era.nih.gov/
https://grants.nih.gov/grants/rppr/rppr_instruction_guide.pdf


New Award 
Email 3/3

My Questions:

• Personnel – Your budget includes funds for [titles/names] in the 
first year. Should anyone be paid on this grant right away?

• Start Date – The start date is ____.

a) (If in the past) Do you have any expenses since that date that 
need to be transferred to this account?

b) (If in the future) Would you like to request a pre-award to move 
the start date back up to 90 days? Under expanded authorities 
ASU can notify the sponsor that we’re using our pre-award rather 
than request permission.

• Services – Your budget includes funds for services/facility user 
fees. Would you like me to add this account to iLab? If so, who 
do you authorize to assign iLab charges to it?

• Capital Equipment – The budget includes funds for capital 
equipment. Do you have designated lab space for the _____?

[Pre-award RA], is there anything else from FP____ that I should 
be aware of?



Outlook Tip #1 
Quick Parts

Quick Parts are Outlook templates 
with your custom text

To create a Quick Part:

1. Enter your text in an email and 
highlight it

2. Insert tab

3. Quick Parts

4. Save Selection to Quick Part 
Gallery

5. Name your Quick Part and hit 
Enter



Insert a
Quick Part

To insert your Quick Part in an 
email:

1. Insert tab

2. Quick Parts

3. Select from the list



OR simply start typing the Quick Part 

name in the body of an email

and hit Enter when you see the pop-up

Thanks, 

Outlook!



Project Kickoff Meeting



Key Steps

1. Understand

2. Inform

3. Plan



Make a Plan

3. Plan
• Action items

• Cost share

• (Re)Budget restrictions

• Unusual award terms





Outlook Tip #2
Drag & Drop to 
Create Events

• Click on an email and drag it to 
the Calendar icon

• Outlook will create an event with 
the subject and text from that 
email

• Use this to quickly set yourself 
reminders to follow up



Outlook Tip #2
Drag & Drop to 
Create Events

Right-click on the email and 
drag it to the Calendar icon to 
keep the attachments or 
schedule a meeting



Key Steps

1. Understand

• Get to know your award

2. Inform

• Send a new award email 

and/or schedule a 

kickoff meeting

3. Plan

• Gifts for your future self



Sarah Montgomery, CRA

sbmonty@asu.edu



Thank You!

Be sure to complete all 3 
TURAC surveys for a chance 

to win a $25 gift card!
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