Instructions for ASAP Enrollment
Grantees may enroll in Automated Standard Application for Payment (ASAP) system.  

PLEASE NOTE: You must make sure that each grant or cooperative agreement award is set up for ASAP funds management.  Just because your organization has been set up for an ASAP account previously, you should not assume a new award will automatically be set up for ASAP draw down.

1)You must first email the following information to Grants Management Division at Heather.Cooper@noaa.gov:  

1. EIN#

2. DUNS#

3. Name of Organization

4. Type of Organization (i.e. Non-profit, For Profit, State, etc.)

5. Address

6. Point of Contact

7. Title

8. Point of Contact Email Address

9. Point of Contact Phone Number

Please put the award number on the subject line of the email for reference.

2) You will receive an email from ASAP with a user ID and you will receive a letter in the mail through the U.S. Postal Service with your password.

3) Follow steps as outlined in the ASAP web site to draw down your funds from the ASAP account.  https://www.asap.gov
4) For day to day technical ASAP support you should contact your Department of the Treasury, Financial Management Service, Regional Financial Center: 

· For constituents in the Mountain or Pacific Time zone (and time zones further west), call the San Francisco Financial Center (510) 594-7182 from 7:30 a.m. to 4:00 p.m. 

If assistance is required with respect to ASAP regarding your NOAA grant, please contact Ms. Heather Cooper at 1-301-713-0922 x106. 

For Non-ASAP Recipients, your SF-270 should be input in Grants Online.  If you have problems doing this in Grants Online, please call the Grants Online Help Desk at 1-877-662-2478 or 1-301-444-2112.  You may also send hard copy SF-270 reports, with original signatures, to the following address:
National Oceanic and Atmospheric Administration
Office of Acquisition and Grants/Grants Management Division
1325 East West Highway, Room 9344 SSMC2, OFA62
Silver Spring, Maryland 20910-3282

You can download a copy of the SF270 report at the following website:

http://www.whitehouse.gov/omb/grants/sf270.pdf
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User in ASAP.gov presses SUBMIT button to request funds drawdown





User in ASAP.gov  enters date to receive payment and the amount of payment





Automated Standard Application for Payment


Setup and Use Flow Chart











NOAA sets up award in ASAP to receive funding per request from recipient to Heather Cooper





Point of Contact (POC) is established and receives Username and Password





POC identifies Head of Organization (HOO), Authorized Officer (AO), & Financial Officer (FO)





FO receives Username and Password and enters banking information





AO receives Username and Password and enters list of Users to draw down funds for grants





Users receive Usernames and Passwords and log into ASAP.gov site





User in ASAP.gov selects specific grant to work with








