INSTRUCTIONS FOR REQUEST FOR GRANT EXTENSION AND/OR REVISION

GRANT NO.: Use the current grant number assigned to the grant application.

DATE: Insert the date you are processing the Request.

REVISION NO.: Insert the revision number (In Sequence)

SUBGRANTEE NAME: Insert the agency name as listed in the grant application.


ITEM 1: REQUEST FOR EXTENSION: Insert an "X" in the blank if an extension is being requested.  

· The Latest Approved Grant Period is the current period as listed on the grant application.  

· The Proposed Grant Period would be the new grant period being proposed.

· Justification for Proposed Extension:  Insert an explanation for the requested extension.

ITEM 2: REQUEST FOR BUDGET AND/OR PROGRAMMATIC REVISION:  Insert an "X" in this blank if you are requesting a revision to the budget or programmatic portion of your current grant.

Budget pages should be revised  to reflect  changes in budget categories.  Then,  as a control to ensure that the bottom line of the grant application has not  changed, all totals of budget categories should be listed under the Specific Areas To Be Revised.
· The "Current Approved Amount" column is the current Grantor amount of that budget category.

· 
The "Requested Amount" column is the new amount needed for that budget category.

· The "Difference (+) (-)" column is the plus or minus difference between the two amounts.  The pluses and minuses should equal zero showing reflecting that the grant's total budget has  not changed. 

· Justification for the Requested Revision: Insert an explanation for the requested changes.

· Page Number(s) of Revised Grant Budget Page(s): List the page number(s) of all pages being changed.  All affected pages must be attached.

ITEM 3: SUBGRANTEE GRANT OFFICIAL: Provide the Printed Name and Original Signature of a Grant Official:  Project Director, Financial Officer or the Official Authorized to Sign.  PLEASE NOTE: An original signature is required -- not a facsimile.

