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Learning Objectives

• Raise awareness about the legal obligations of an 
amendment.

• Identify different types of amendments.
• Recognize the steps to take for an amendment.
• Distinguish between prior and retroactive approvals.
• Apply common formats to varied amendments.

Amendments
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Amendments

A Few Words
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A Few Words

There are several processes that are common among all 
grants and cooperative agreements that challenge 

nonfederal entities.

This includes the amendment process. 

Amendments
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A Few Words

Unexpected circumstances create needs that are 
outside the original terms and conditions of the award.

What happens if plans change?

Amendments
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A Few Words

It is possible to amend the award agreement to better 
reflect current requirements.

Amendments are one of the best ways to improve the 
efficiency of project implementation.

Amendments
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Learning Objective #1

Legal Obligations
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A Legal Document

• Every funding award is based upon the details 
described in the proposal and approved in the award 
agreement.

• The award agreement is a legally binding document 
that enforces the terms and conditions of the award.

LO1: Legal Obligations
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What Is an Amendment?

• An amendment is a legal act modifying the original 
commitments defined in the award agreement.

LO1: Legal Obligations
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What Is an Amendment?

• Amendments, or 
modifications, can occur at 
any time during the project 
period.

• Because the agreement is a 
legal document and an 
amendment is a legal act, 
certain requirements apply.

LO1: Legal Obligations
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Amendment Requirements

• Consent to the change must be clearly demonstrated.
• Authorized signatures.
• Amended award agreement.

• Amendments are not generally used to request 
additional funds.

• Amendments must not change the original 
intent/scope of the award agreement.

LO1: Legal Obligations
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Learning Objective #2

Types of Amendments
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Revisions of Budget and Program Plans (§200.308)

• The uniform guidance provides for amendments. 
• Revisions to budget and/or program.
• Different types of amendments.

• Most amendments require prior approval from the 
awarding agency, unless the agency provides waivers. 

LO2: Types of Amendments
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Modifications to Period of Performance (§200.309)

• When an amendment is approved to extend the end 
of the period of performance, the award agreement 
would be amended.

• It is a best practice to amend the award agreement 
for most revisions or modifications.

• Budget revisions.
• Carryovers.
• Revisions to Program/deliverables.

LO2: Types of Amendments

21



© 2021 kanoco, A Karen Norris Company

Unexpected Circumstances

• Key personnel may change.
• A bid may come in over or under cost.
• A planned conference, event, or activity may be 

delayed or canceled.
• More time may be needed to complete the project.
• A specialized piece of equipment may no longer be 

available, or may be on back-order. 

LO2: Types of Amendments
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Types of Amendments

• No cost extension.
• Carryover request.
• Change in key personnel.
• Change in budget.
• Change in program plans.
• Change in scope (challenging). 

LO2: Types of Amendments

23



© 2021 kanoco, A Karen Norris Company

No Cost Extension

• Need more time to complete activities.
• No additional cost.
• Most common amendment, and therefore, prior 

approval is sometimes waived.
• Generally approved up to an additional 12 months.
• Longer extensions may be considered.

LO2: Types of Amendments

24



© 2021 kanoco, A Karen Norris Company

No Cost Extension - Justification

• Do say you need more time to complete project 
activities, with justification:

• Personnel – late hire.
• Scheduling issues.
• Consultant availability.
• Bid process.
• Manufacturing delays.

• Don’t say you need more time to spend funds 
(200.308(e)(2)).

LO2: Types of Amendments
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Carryover Request

• The need to modify a budget generally follows other 
changes to an award.

• A extension of the project end date, usually requires a 
request to extend the unexpended funds into the new 
project period.

• The extension of the budget is a carryover request.

LO2: Types of Amendments
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Change in Key Personnel

• Key personnel (Project Director/Principal Investigator) 
may leave the project.

• Accepts new position elsewhere.
• Retirement.
• Long-term leave.
• Spouse is transferred out of state. 

LO2: Types of Amendments
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Change in Key Personnel

• Not all staff changes require an amendment and 
grantor approval.

• The funding agency will want to approve a change in 
key personnel.

LO2: Types of Amendments
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Change in Budget

• The most common budget amendment, other than a 
carryover request, is to transfer or reallocate funds 
from one budget category to another.

• Unused salary and FB to materials.
• Equipment to travel/conferences.
• Other.

LO2: Types of Amendments
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Reallocation

• When transferring funds from one budget category to 
another, it is important that both categories exist in the 
approved budget.

• It is sometimes possible to create a new budget 
category, but some agencies consider that an 
unallowable change of scope.

LO2: Types of Amendments
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Additional Budget Tips

• A small transfer of funds (10% of a line item), may not 
require prior federal approval.

• Work with the federal agency for guidance.
• Work with the federal agency for a revised award 

agreement, as appropriate.
• Budget transfers should not impact the total amount of 

the award, just a reallocation of funds.

LO2: Types of Amendments
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Budget Amendment (200.308(c)(8))

• It is not customary to request additional funds with a 
budget amendment.

• For non-construction programs, if the need arises for 
additional federal funds to complete the project, 
recipients must request prior approval in writing for the 
awarding agency to evaluate, as appropriate. 

LO2: Types of Amendments
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Program Amendment/Change in Scope

• A program activity may be added or revised.
• A consultant may not be available.
• Planned conference may need to be rescheduled.
• Other changes.

• When modifying program plans, it is important not to 
change original scope or absolute priorities. 

• It is possible to amend the program within scope, but 
very difficult, and sometimes impossible, to amend out 
of scope. 

LO2: Types of Amendments
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Learning Objective #3

Steps To Take
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• Written request, in advance.
• Authorized signature(s).
• Justification.
• Revised budget, if applicable.
• Required form, if applicable.
• Acceptance of change.

• Authorized signatures.
• Amended award agreement. 

LO3: Steps To Take
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Initiating an Amendment

• While either party may do so, it matters which party 
initiates the amendment.

• A funding agency amendment is usually a formal 
notification, such as a new award period. 

• A recipient amendment is usually a request for a 
modification.

LO3: Steps To Take
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Initiating an Amendment

• In either case, the award agreement should be 
amended to reflect the modification.

• Consent to the change must be clearly demonstrated.
• Modified award agreement.
• Granting agency signature.
• Recipient/subrecipient signature. 

LO3: Steps To Take
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Recipient Amendment Request

• Grant managers should start 
with two conversations.

• Funding agency program 
officer.

• Internal office – finance, 
budget, grants

• Gain insight into the 
receptiveness for the 
modification.

LO3: Steps To Take
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Recipient Amendment

• Preliminary conversations would reveal likelihood of 
approval.

• Prepare written request, with justification.
• Clear with internal offices, as appropriate.
• Submit to awarding agency for review and approval.
• Obtain authorized signature(s).
• Obtain revised award agreement, as appropriate.

LO3: Steps To Take
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• Small transfer of funds.
• Changes in staff other than key 

personnel.
• Substitutions of procurement purchases.

It may be advisable to notify the awarding agency 
of changes, even if formal prior approval is not 

necessary.

LO3: Step To Take
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Learning Objective #4

Prior and Retroactive Approvals
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Prior Approvals

• Amendments require a written request, approved 
by the awarding agency, in advance.

• The prior approval results in the approved 
modification and a revised award agreement.

• If the request is not approved, there is often good 
reason.

• Saves the recipient from making an error.
• Avoids a possible audit finding.
• Avoids disallowance of funds. 

LO3: Retroactive Approvals
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Missing Prior Approval

• Sometimes, the awarding agency discovers a 
change has occurred, after-the-fact.

• Progress report.
• Financial report. 

• To protect allowable costs, the awarding agency 
may consider a retroactive approval. 

LO3: Retroactive Approvals

43



© 2021 kanoco, A Karen Norris Company

Retroactive Approvals

• The retroactive approval will provide the necessary 
paper trail for the modification or change.

• Avoids an audit finding.
• Avoids possible disallowance of funds.

• The recipient can submit a request to the awarding 
agency for a retroactive approval of the change.

LO3: Retroactive Approvals
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When Retroactive Approval Is Possible

• Example: 
• The proposal included a need for equipment.
• The approved budget included funds for the equipment.
• Equipment is listed at 200.407, requiring prior approval.
• Nonfederal entity forgot prior approval and purchased the 

equipment, as described in the proposal and budget.
• Awarding agency could approve the purchase 

retroactively. 

LO3: Retroactive Approvals
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Another Retroactive Request

• Example: 
• The awarded budget included funds for local travel.
• An unanticipated opportunity developed to attend a 

conference related to the program, but out of state.
• The Project Director allowed two staff members to 

attend, and included the positive outcomes in the next 
progress report. 

• Awarding agency could approve the out of state travel 
and conference retroactively. 

LO3: Retroactive Approvals
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Another Retroactive Request

• Example: 
• A school system received an early childhood grant to 

provide diagnostic and medical services, as needed, for 
children Ages 0-3, per program statute. 

• Not many families with children Ages 0-3 requested 
services, but many families with children Ages 3-5 
requested services.

• The school district decided to make good use of the 
funds, serve those families, and reported the progress.

• Can the awarding agency approve the change 
retroactively?

LO3: Retroactive Approvals
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When Retroactive Approval Is Not Possible

• Response: 
• No, the change cannot be approved.
• Change in scope – outside defined eligibility (0-3 yrs).
• The award could fund the children Age 3, not 4-5.
• The school district had a disallowance for children Ages 4-

5, and had to pay for those services with local funds.

If the school district had submitted an amendment request in advance, 
the awarding agency would not have approved it, saving the district 

from a disallowance of funds.

LO3: Retroactive Approvals
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Learning Objective #4

Amendment Formats
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Different Formats for Types of Amendments

• No cost extension.
• Change in key personnel.
• Budget amendments. 

LO4: Formats
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LO4: Formats

No Cost Extension Request
Program Name Technology Challenge Grant

Program Title Community Technology Centers in Action

Principal Investigator Dr. John Smith

Institution ABCDEFG Community College

Award Number ED-21-12345678-1

Current Start Date 10/1/19

Current End Date 9/30/20

New End Date 9/30/21

Justification: Extension of time (12 months) at no cost to complete training activities, engage the 
consultant who was previously unavailable, complete evaluation, submit final reports.

Signature (recipient):

Signature (awarding agency):

Sample 1 – No Cost Extension
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Sample 2: Change in Key Personnel

• XYZ University is currently implementing the 5678 Program, 
under Grant Award #123456789-1 and requests authorization 
to change the Principal Investigator, Dr. John Smith, to Dr. 
Susan Jones, through this amendment request. Dr. Smith has 
accepted a new position with another agency out of state. Dr. 
Jones has been an exemplary member of the leadership team 
throughout the project period and would continue to support 
the project in her expanded role, anticipated 7/1/xx. Her 
resume is attached for your review and approval.

• Authorization/signatures:
• ________________________, Recipient, Date
• ____________________, Grantor, Date

LO4: Formats
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Sample 3: Budget Amendment – Narrative Style

• Applicant name, project name
• Traveling art exhibit

• Award #
• Enter the information required and sign the form:

• Please describe in detail the change(s) being proposed.
• We propose to reallocate funds from salaries and fringe benefits, 

originally planned for the Project Coordinator, to maintenance and 
upkeep of the portrait collection.

• Why is this change necessary?
• The funding agency awarded the project but disallowed faculty 

salary. The transfer of funds will help support the portrait 
collection. Faculty time will be provided at no cost to the project.

LO4: Formats
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Sample 3: Budget Amendment (cont)

• Continued Justification
• In addition, three panels in the exhibit have been damaged 

during transport and need to be replaced. Panel covers 
have become worn and don’t adequately protect the 
panels. The proposed revised budget, below, allocates 
$990 for maintenance of the exhibit. The project manager 
expects to be able to purchase one or two panels, or one 
panel and a new set of panel covers with this amount.

LO4: Formats
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Sample 3: Budget Amendment (cont)

• Revised budget:
• $4,737 moving expenses.
• $563 Printing and publication.
• $1,840 Contracted services (storage and handling).
• $150 Local travel.
• $480 Honoraria to speakers.
• $990 One or two replacement panels or one panel and two 

panel covers.

LO4: Formats
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Sample 3: Budget Amendment (cont)

• What impact will these changes have on the final 
outcomes of the project?

• Wear and tear on the portrait panels were an 
unanticipated outcome of the traveling exhibit. The budget 
change will provide for repair and maintenance of the 
exhibit so that it can continue to be used throughout the 
county for the historic event.

• Recipient signatures:
• ____________________, Program Manager
• ____________________, Authorized Representative

LO4: Formats
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Sample 3: Budget Amendment (cont)

• Grantor Approval
• Authorization/signatures:

• ____________________, Approved/Not approved
• ____________________, Authorized Representative
• Amended award agreement will be forwarded _______

LO4: Formats
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LO4: Formats

Budget 
Categories

Column A 
Approved Budget

Column B 
Prior  Amended

Column C
Amendment Req

Column D
Revised Budget

Salaries $65,000 ($15,000) $50,000

Fringe Benefits 18,200 ($4,200) $14,000

Travel $500 2,200 2,700

Equipment 0 0 0

Supplies 1,200 3,000 4,200

Contractual 1,000 14,000 15,000

Construction 0 0 0

Other 0 0 0

Total Direct $85,900 $85,900

Indirect $6,872 $6,872

TOTAL $92,772 0 $92,772

Sample 4 - Budget Amendment Form  
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LO4: Formats
Sample 4 - Budget Amendment Form (cont) 

Justification

Funds of $15,000 for salaries and $4,200 for associated fringe benefits  may be reduced due 
to delays in the hiring process for the program manager, with a concurrent increase in travel  
for $2,200,  supplies for $3,000,  and printing services for brochures for $14,000 to expand 
dissemination activities, reflecting a total transfer of $19,200 funds.

Signatures

Recipient authorized representative ______________________________Date__________

Granting agency authorized representative ________________________ Date __________
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LO4: Formats

Categories Approved 
Budget

Requested 
Change (+/-)

Revised 
Budget

Rationale

Salaries $65,000 ($15,000) $50,000 Reduce funds, hiring delay

Fringe Benefits 18,200 ($4,200) $14,000 Reduce funds, hiring delay

Travel $500 2,200 2,700 Add conference dissemination

Equipment 0 0 0

Supplies 1,200 3,000 4,200 Increase mat’ls for dissem.

Contractual 1,000 14,000 15,000 Increase printing services

Construction 0 0 0

Other 0 0 0

Total Direct $85,900 $85,900

Indirect $6,872 $6,872

TOTAL $92,772 0 $92,772 No change in total budget

Signatures, Date: 

Sample 5 - Budget Amendment Form 
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Approval or Rejection

• The funding agency will review the amendment 
request, and send a written response, and an 
amended award agreement, once approved.

• While it is possible the amendment could be 
rejected, the preliminary conversation with the 
awarding agency should promote concurrence.

• If rejected, there is usually sound reason. 

LO4: Formats
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Amendment Approval from Federal Agency

LO4: Formats

62



© 2021 kanoco, A Karen Norris Company

In Summary

• The award agreement is a legal document.
• An amendment is a formal process to modify the 

terms and conditions of the award.
• Proper procedures and approvals are required.

Amendments
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Amendments

Q & A
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Webinar Presentation

Friendly Disclaimer

Please be reminded:

This presentation is intended to provide general information and does not 
constitute legal or financial advice. Please consult with your legal and financial 
advisors. I hope, however, that the information helps provide some insights as 

you further pursue your work in the grants community.
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• Governor’s Office of   
Planning and Research.

• State of California.
• www.opr.ca.gov
• Amy Miller, Federal Grant 

Administrator, at 
amy.miller@opr.ca.gov. 
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Prepared By
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Karen Norris, Principal

A Karen Norris Company
Guidance you trust.
knorris@kanoco.com
https://kanoco.com
301-613-1277

Contact Information

*Subject matter expert*
*Federal grants compliance, consulting, writing, editing* 

mailto:knorris@kanaco.com
https://kanoco.com
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