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GEAR UP lowa Grants Budget Amendment

This is a step-by-step guide to assist you in submitting a Budget Amendment. Having a printed copy of your existing
budget noted with the changes you wish to make is recommended.

1) Loginto your grant. Find and click on “Contract Amendments” under “Components.”

—

2) Click “Add.”

3) Enter a descriptive title for your Budget Amendment. The “Contract Amendment Type” field defaults to
“Budget Revision.” Do not change this field. Click “Save.”

)
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4) The screen will update to the following form. You have now started a Budget Amendment. To begin
entering amounts on your Budget Amendment, click “Return to Components.”

5) The screen will switch to the following. Click on “Budget Amendment.”

—

6) Click “Add.” This will open the fields so that you may enter your Budget Line Item Adjustments.
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7) From your original Budget, enter the Original Budget Line Item Description and the Original Budget
Amount. Then enter the New Budget Amount Requested and click “Save.”

O]

8) You will be returned to the prior screen. Repeat the above process as needed until all Budget Line Item
Adjustments have been entered. Please review your entries for accuracy.

Remember: The new budget total cannot exceed your total awarded amount.
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9) After entering all the needed Budget Line Item Adjustments, click “Edit” to enter the reason for the
Budget Amendment.”

—J

10) Under “Justification” enter a concise, yet descriptive, explanation that can be used by the reviewer to
understand your request. When you are finished, click “Save.”

(.
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11) Now that the justification has been completed and all of the Budget Line Item Adjustments have been
entered and verified, click “Mark as Complete.”

12) You are returned to the Components screen. Double check that both sections have a checkmark showing
they ware “Complete.” You have the choice to preview the document or submit the amended budget you
have entered. Click “Submit” if you are ready to proceed.
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13) A pop-up appears that warns you submitting the Contract Amendment will lock it from further editing.
Click “Cancel” to return to editing or “OK” to proceed with submitting the Contract Amendment.

14) The confirmation screen verifies your Contract Amendment has been submitted for review. Click on the
hyperlinked “here” to return to the Grant forms page.

O

15) Itis recommended that you keep a copy of the Contract Amendment in your records. To print your
submitted Contract Amendment, click on the “Contract Amendments” hyperlink under “Grant/Project

Components.”

Grant/Project: TEST GUI - TEST GUI - 2015
Status: Underway
Program Area: (GEAR UP
Grantee Organization: |owa College Aid test
Program Officer: Crystal R Woods
Awarded Amount: $7 500.00

Instructions
The grant forms appear below.

Grant/Project Components
You can define your own alerts in the Alerts section

Compenent Last Edited

General Information 03/25/2015

Contract Amendments

Status Reports

GEAR UP Budget Detail Worksheet
Comespondence

GEAR UP School Implementation Plan
‘GEAR UP Project Summary

GEAR UP Notice of Grant Award
Opportunity

121712014
12/23/2014
01/14/2015

011412015
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16) Click on the hyperlinked Contract Amendment you wish to print.

—

17) The Contract Amendment will pop up in a separate tab on your web browser for printing.
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