CANCELLATIONS
June 23, 2011

1. Find the grant in the database.  

2. Open the request.

3. Select “Action” at the top of the screen.

4. Choose Amend Grant.

5. Enter new grant amount accordingly, adding an explanation to the notes field.

6. Create “Note for File.”  Print three copies.

7. Place note in misc actions folder, grant reconciliation notes folder, and agency file.

8. This information should be recorded in the file kept for each year that shows refunds, 
cancellations, voids and replacement checks.  When updating that annual file, be sure to note whether or not the original payment date was current or prior year.  The file is used for the annual audit and tax return.
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