
Form #701V1 | Revised 10302019   

 

 
AMENDMENT INSTRUCTIONS FOR GRANTEES 

 
Necessity:   Interagency agreements are amended when: 
• The program period of performance (interagency agreement Part I, Article 1.4) needs to be changed;  
• The federal or matching funds specified in the agreement (Part I, Article 1.2) need to be increased; or 

decreased; 
• Any other Section of the interagency agreement requires change. 
 
Timing:  All amendments must be fully executed before the end of the agreement or amendment they are 

intended to change.  Therefore:  
• Grantees’ request to amend an existing agreement must be received by the Authority at least 90 days prior 

to the expiration of the agreement period of performance. 
• If the request of an amendment is approved, Authority staff will send the amendment to the grantee within 

45 days of the expiration of the current period of performance. 
• The signed amendment must be returned to the Authority for execution no later than seven days prior to the 

expiration of the agreement period of performance. 
 
Grantee Amendment Requests: 
• Submit an amendment request your grant specialist; 
• Identify the Section(s) of the agreement that require(s) change and reason for request; 
• Detail how the revision will support or enhance the program; 
• Requested changes to the scope or nature of the program must be detailed in an addendum to the agreement, 

revising each of the seven components of the program narrative (Exhibit A through E to the interagency 
agreement);  

• Attach a copy of the current revised budget (MS Excel), marked with required changes that includes 
detailed information on revised costs in the Excel table and a revised budget narrative in the Excel text box.   

o Strikethrough sections to be removed. See sample. 
o Type-in new or modified line items in RED. See sample.  
o The math in the tables must add across the line item row and down the “Total Cost” column.  
o The budget narrative must be revised for each amended item. The same strikethrough and RED 

modifications should be followed for each narrative section. 
o Save a copy of the revised budget in excel and name the file, “Grant ID #XXXXXX Marked-up 

Budget MMDDYY”. 
• Send materials to your grant specialist at least 90 days before the end of the period of performance.  
 
ICJIA steps toward approval of the amendment:   
• The grant specialist reviews submitted materials for accuracy, completeness and appropriateness to the 

program.  Revisions may be required at this stage;  
• The grant specialist prepares the amendment and submits it to ICJIA Office of General Counsel (OGC) and 

Office of Fiscal Management (OFM) for review.  Additional revisions may be required at this stage; 
• Upon OGC and OFM amendment approval, the grant specialist sends the original amendment and 

attachments to grantee; 
• Obtain Agency signatures on the original amendment; 
• Return the signed amendment, all attachments, and other requested materials (if any) to the grant specialist;  
• The amendment is signed by ICJIA’s Executive Director 
• Final copy of amendment is sent to grantee and filed. 
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