Grant Amendment Request
For 2013-14 and beyond General Program Support, or Specific Cultural Project, and Fast Track grants

Instructions
There are two steps to submitting a grant amendment request for General Program Support or Specific Cultural Projects.

Step 1. Submit Online

· Fill out the form below. You may save at any point and come back later.

· Use the preview link to proofread the request.

· When you're happy with the preview and all errors have been fixed, click the submit button.

· You will not be able to edit the amendment request after you submit!
Step 2. Print, Sign and Mail

· After your amendment request is submitted online, you will be able to print a signature page.

· The signature page must be signed by the authorized official and mailed to: 
Division of Cultural Affairs
R.A. Gray Building 
500 South Bronough Street
Tallahassee, Florida 32399.

You may also fax or email the signature page to your program manager. Faxes should include a cover page with the grant number, amendment number, and the name of your program manager. Program manager information is available in your guidelines or at http://www.florida-arts.org/about/staff/.

· Your amendment request will not be complete until we receive a signature page signed by the authorized official!
Request Type
1. Select the amendments you are requesting (check all that apply)

· End date extension

· Program Changes

· Budget Changes

Grant Period Extension
1. New End Date: Example 7/31/2020
Current end date: [end date]. See guidelines for additional information
Program Amendments

1. Original Program
Include specific wording from the original proposal or a previously approved amendment request. You may use formatting options
2. Program Changes
Describe the requested program changes. You may use formatting options.
Budget Amendments
1. Your award amount is $[award amount]. Column A must equal your award amount.

2. Summary
This section is for review only. It will be updated with each save. When the budget is complete, the expenses column should match the income column. A full summary of the budget will be included in the amendment request.[image: image1.wmf]




3. Amended Budget Expenses

Include only expenses that specifically relate to the proposal.
· Totals are automatically calculated but will not update until you save the page.

· Do not enter dollar signs ($) or commas (,)
· You can add up to 15 detail rows for each budget category. Each row must include a description and values for columns A, B, and/or C. 
1. Column A must equal your state award ([award amount]). Detail how you intend to spend the award from the state.
2. Column B is non-state cash.
3. Column C is in-kind contributions or donations. In-kind (column C) may not make up more than 25% of your Total Proposal Expenses. The maximum allowable in-kind will be Total Cash Expenses (request plus cash) divided by three.
· Grantees are presented with the following form for each budget expense category. In consideration of space, only one form is included here.
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The categories for Amended Budget Expenses are:
1. Personnel: Administrative
2. Personnel: Programmatic

3. Personnel: Technical/Production

4. Outside Fees & Services: Programmatic

5. Outside Fees & Services: Other

6. Space Rental

7. Travel

8. Marketing

9. Remaining Proposal Expenses

4. Amended Budget Income

Include only the income that specifically relates to the proposal.
· Totals are automatically calculated but will not update until you save the page.

· Do not enter dollar signs ($) or commas (,)
· You can add up to 15 detail rows for each budget category. Each row must include a description and the amount of cash match (column B) for that row.
· State funds are not allowed in the Proposal Budget Income. This includes any income that comes from an appropriation or grant from the State of Florida.
· Grantees are presented with the following form for each budget income category. In consideration of space, only one form is included here.
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The categories for Amended Budget Income are:
10. Revenue: Admissions

11. Revenue: Contracted Services

12. Revenue: Other

13. Private Support: Corporate

14. Private Support: Foundation

15. Private Support: Other

16. Government Support: Federal

17. Government Support: Regional

18. Government Support: Local/County

19. Applicant Cash
Explanation 
1. What is the reason for these changes?
2. What effect will these changes have on the goals of the proposal? Will the Participation Numbers be affected by the changes? 
 Authorization and Contact
1. Provide the name and email address of the authorized official that signed the grant award agreement (contract).
· Authorized Official Name
· Authorized Official Email Address 
Please note that under Florida law, e-mail addresses are public records. You must provide an email address for the authorized official but the email address that you supply will be public record.
2. If the person listed above is no longer the authorized official, provide the following information for the new official.
· New Authorized Official Name[image: image4.wmf]


· New Authorized Official Title
· New Authorized Official Email Address
Please note that under Florida law, e-mail addresses are public records. You must provide an email address for the authorized official but the email address that you supply will be public record.

Certify and Submit
1. Submission Check and Certification

I have reviewed this amendment request and am ready to submit. I understand that:

· I will need to print a signature page for the authorized official of the grant to sign.

· I will need to send that signed page (by fax, email, or mail) to the program manager for the grant.

· The amendment request will be in pending status until the Division receives the signature page.

· I will not be able to make changes to the amendment after it has been submitted.

By submitting, I certify that this amendment request has been reviewed by the authorized official.

· I have read the submission check and certification and I am ready to submit the amendment request.

CA2E002, effective 5/2013; 1T-1.036, FAC
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