SCRIPT: 4 THE AFG MAIL CENTER AND E-GRANT APPLICATION SYSTEM

AS SHOT FROM THE PROMPTER IN THE STUDIO  

	NARRATOR: So, you've applied for a grant from the Assistance to Firefighters Grant program. You received your application confirmation, but you haven't heard anything since then. You aren't sure where to look, who to call, or what to do. Stand by for the answers to these questions and more. 

	As the main point of contact, or POC, on your grant application, we understand that you are anxious to find out the status of your request. But remember: literally thousands of applications must be thoroughly evaluated, and this process requires several months to complete.                  BREAK

	You can check the status of your application by logging into the E-Grant Application system at https://portal.fema.gov. To login, you will need to use the same User ID and password that you created when you started your application. 

	Write the User ID and password down in a secure location where you can find it again. Be certain that you share this information with several trusted colleagues. The two alternate contacts listed on your application also should have the E-grant system access information. This will help to avoid the delays in application and award processing that sometimes occur when there has been a turnover in staff and the main POC no longer works for the organization. 

	If you lose your User ID or password, follow the instructions on the login screen. Just like with other e-mail programs, click on the "Forgot ID?" or "Forgot password/PIN?" link to request the information you need. This will only work if your e-mail address as the primary contact on the application is current. You also will need to know the birth date listed in the application's profile information.               BREAK

	Once you submit your request to have the password reset, the system will send a temporary password to the e-mail address listed on the application within 1 to 5 minutes. This temporary password will expire after 48 hours, so be sure to login and reset your password as soon as possible. If you receive an e-mail that lists more than one username, this means that there are multiple user accounts associated with the same e-mail address. 

	So, after logging in to the E-Grant system, you will see the Status screen. A row of word links appear in the upper right-hand section of the screen: Status, which is the screen that you're currently viewing, Mail Center, Edit Profile, and Change Password. 

	To the right of the Status link is the Mail Center link. The Mail Center is similar to your personal e-mail program at home except that it is specifically for the AFG application and grant management. 

	When you click on the Mail Center link, you will see any e-mail messages sent about the application. First, you will see a copy of the electronic mail message that confirmed submission of your application. This same message also was sent to your regular e-mail address. After a decision is made on your application, you will receive notification of the decision by electronic mail in both locations: your e-mail address and the AFG Mail Center.              BREAK

	New messages will be listed first, but you can always find earlier messages stored in the Old Message archive. You may want to visit the Mail Center every few weeks to check for new information. A notification letter about the decision on your grant application will be sent to this mailbox whether you receive a grant or not. To return to the Status screen, click the "Close Window" link.

	To the right of the Mail Center link is Edit Profile. On this screen you can check your contact information and update the information. 

	If you need to change the primary point of contact for your application, but you don't have the User ID or password, you will need to prepare a letter requesting this information, explaining why it is needed. The letter must be on your department's letterhead and signed by the chief of your department.              BREAK

	For more instructions on how to complete this process, go to the Frequently Asked questions section of the AFG website: www.fema.gov/firegrants. Contact changes may take some time to process, so please be patient. Also, keep in mind that changing the Primary Point of Contact on one grant application will cause the Primary Contact to be changed on all other grant applications submitted under the same User ID. 

	So those are the basics on how to access your AFG email and check the status of your application. If you have more questions, don't hesitate to contact one of your AFG Regional Representatives or the AFG Help Desk.


