GRANT EXTENSIONS & BUDGET CHANGES

August 12, 2011

Occasionally a grantee requests to extend the term of an award to continue spending the funds past the one-year from date of first payment end-date.  Or, the grantee might want to change the budget from the way it was originally approved.  Both of these requests require approval from the Foundtion.  When a change to the terms of a grant has been approved:

1. Respond with an email or letter informing the grantee that the Foundation has approved the request.  Be sure to include the grantee’s and Foundation’s grant ID numbers, and cc the program officer, as well as others mentioned in the request for extension letter, i.e. the professor, Dean, office of research, etc.

2. Open the Gifts record of the grant to be extended.  

a. On page 1 of the record, update the new end date accordingly.

b. On page 2 of the record, type “Extension granted” in top left field.

c. Also on page 2, update the “docket number” field with the grantee’s ID number for the grant (it may, or may not, have already been entered).
3. In the case of a change in the budget, the approval letter is sent and noted on page 2 of the grant record.
4. Place a copy of the request and the Foundation’s response in the grant file.
5. In the case of the term of a Bradley Fellowship grant being extended, check to see if the current year’s grant has been awarded.  

a. If it has, mark the “Misc” requirement of prior year report as done, so payment can be released.  If the “contract” requirement is also marked as done, move to the payment tab and change the status from “Hold” to “Scheduled.”  

b. If not yet awarded, you will know from the notes field of the previous grant that the end date has been extended and will mark the new request’s Misc requirement of prior year report as done.  (Part of the process of entering a new Bradley Fellowship grant is to verify receipt of the prior year programmatic report.) 
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