Instructions for requesting approval for changes to sponsored projects

[bookmark: _GoBack]General guidance for when sponsor approval should be requested is available in the Administrative Procedures Manual (APM) section 45.14.  Additional information may be found in the Office of Sponsored Programs (OSP) Guide to Sponsored Projects or by contacting OSP Post Award at postaward@uidaho.edu.  Sample request letters are available on the Forms tab of the OSP website. Some agencies will require submission of a prior approval request through their own portal or on their own forms; please check with Post Award as needed. 

Sponsors require at least 30 days advance notice for a prior approval request. Please ensure that you submit your prior approval to OSP before this timeframe and with an extra 3-5 business days for OSP Post Award to review and request changes from the PI, when needed. Some sponsors may have longer timeline requirements – check your agreement or contact OSP Post Award for assistance.

All requests for changes must be submitted through and approved by OSP prior to submission to the sponsor.  Specific information on what must be included with the request letter (or contained within) can be found in (or linked within) the agreement from the sponsoring agency. Please forward all required documents to OSP for review and signature.  OSP will submit the request to the sponsor once internal approval (e.g. AOR signature) has been secured.

Here are the steps to be taken to request prior approval for a project change:

1. Check your award document to find the appropriate name and contact information for the grants or contracts official.  This will be your addressee, with a cc: to the program manager/technical director.  OSP can complete this information if you would prefer (send the document in word or fillable PDF format to OSP).
2. Include the title of the project (also in the award document) and the sponsor’s award (reference) number.  The sponsor’s reference can be found on the award document or in Banner (FRAGRNT) or your VandalWeb reports as the “Sponsor ID” field.
3. Include an adequate explanation for why your proposal plan needs to be changed so that the sponsor can evaluate your request.  The explanation should show how the change will directly benefit the project.
4. If you are requesting a reallocation of funds between budget categories, sponsors will often request information on the original budget, the anticipated new budget, and the net change.  This information should support your explanation in #3.  Tell them why you did not need the funds in the original category and why funds are needed in other categories.  A sample spreadsheet is available on the OSP website.
5. If you are requesting to purchase capital equipment, please use the example letter for ‘rebudget with capital equipment purchase’. You will need to provide back-up documentation for the purchase such as quotes. 
6. If you are requesting a change in PI or co-PI, most agencies will request a biosketch/CV and current and pending support form (in the prime agency required format). The new PI/Co-PI will need to sign the request letter (in addition to the current PI). 
7. If a co-PI or other key personnel are being removed but not replaced, provide information on which existing personnel will be taking over the project duties for the personnel that are leaving.

When your draft letter is complete, please sign the letter (electronically if available) and send it to postaward@uidaho.edu.   Word documents are preferred so that any necessary changes may be made.  If significant changes are needed the letter will either be sent back to you for revision, or revised by OSP and sent back to you for approval. Once the final version is approved the request letter will then be printed on ORED letterhead, signed by the Authorized Organizational Representative (the OSP Director or delegate), and sent on to the sponsor for a decision. The PI and DGA will be cc’ed on the email to the sponsor. 
Once OSP has received approval from the sponsor’s contracting official for the requested change then a modification to the award will be processed and the PI and DGA will be notified.
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