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Submits 
amendment 

request

1. Notify relevant 
department staff 

of new 
amendment 

request

2. Conduct 
initial review of 

amendment 
request

4. Requires 
additional funding?

No

5. Conduct  
review of 
budget 

modification 
request

6. Amendment 
approved?

No

7. Send 
Grantee 

declination 
notice

End 
of 

Process

Yes

9. Update 
grant record

Yes

11. Recommend for 
approval

If it does not require additional funding, 
the change will usually be to a budget 

line. Need to update the original budget 
table, but store the original values for 

reference. 

For example, Amendment moves 
$10,000 from the salary line item to the 
supply line item from Q3 onwards. In 
this case, we would want to use the 

amended budget table for Q3 and Q4 
financial reporting, but retain the 

original budget table for Q1 and Q2 
financial reporting for audit purposes.

Yes

12. Review 
additional 
funding 
request

13. Additional funds 
approved?

10. Send 
Grantee 
approval 

notice

No

16. Send 
Grantee 

declination 
notice

No

Yes

14. Review 
and make final 

approval

No

17. Generate 
Supplemental 
Award Letter

18. Send 
Supplemental 
Award Letter

19. Sign and return 
Award Letter

20. Trigger 
notice to 

procurement

23. Conduct 
review

24. Changes Required? Yes 25. Add notes in 
GMS

26. Trigger 
notice of 
changes 

required to 
Programs

27.
Make changes 

in GMS and 
submit 

Can  Legal 
conduct this 

review before the 
Grantee has 
signed Award 

Letter?

Changes Required?Yes

29. Sign and 
approve

No

No

30. Trigger 
notice to SCA

32.
Review and sign 

agreement

33. Trigger Notice 
to Procurement

34.
Update POs in GEARS 

and update in GMS

35. Trigger email with 
executed supplemental 

award lettter

36. Receive executed 
supplemental award 

letter
End 
of 

Process

Text

Amendment request 
form can include 

branching logic to open 
up additional questions 
if requesting additional 
funds (eg. Fill in a new 

budget table with 
amended total)

28. Trigger 
Notice to legal

31. Receive notice

Reviews 'Requested Supplement 
Amount' and revised budget table.

At this point, we would need to populate 
the 'Approved Supplement Amount'.

This would flow on to the amount the 
grantee has remaining to invoice. 

For example, the grant balance in Q3 
will be calculated as 

Available balance = Amount Awarded - 
Q1 Invoice Amount - Q2 Invoice 

Amount + Supplementary Amount)

8. Approve
3.Changes 

required

Yes

Revise 
Submission

No

15. Changes 
required

Yes

21. Review 
amendment 

forms

22. Review 
amendment 

forms
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