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PI/Dept Administrator initiate each request noted below thru the UVMClick - Award Modification Module. 

Requests requiring Sponsor Approval: SPA will review request for compliance with sponsor requirements, submit or coordinate submission to the sponsor. Upon reply, SPA will complete the action in UVMClick and PeopleSoft.

Complete 
SmartForm 

Complete SmartForm Complete SmartForm 

Question 3 

Sponsor
No Cost 
Extension

Provide a brief 
summary of request. 
Identify sponsor's 
eSystem being used.

Upload letter going to sponsor, signed by PI. Letter should explain 
any 25% or more reduction of time devoted of the PI, Co-PI, Co-I. 
Upload any other required sponsor documentation.

Sample NCE Request Letter to 
Sponsor

SPA will review/submit request to 
Sponsor. Upon reply SPA will 
complete process.

3
Re-Budget of funds within an 
existing project (allocation)

SPA
Budget Transfer Journal Work 
Instructions

SPA will Review & Complete 
Process

4 Re-Budget of funds Sponsor
Budget Transfer Journal Work 
Instructions

SPA will review/submit request to 
Sponsor. Upon reply SPA will 
complete process.

5

Re-Budget of funds restricted to a 
specific purpose (participant 
support costs) to other direct cost 
categories

Sponsor
Budget Transfer Journal Work 
Instructions

SPA will review/submit request to 
Sponsor. Upon reply SPA will 
complete process.

6
Re-Budget of funds that exceed 
Sponsor limitations (i.e. 10%, 25% 
of the total budget)

Sponsor
Budget Transfer Journal Work 
Instructions

SPA will review/submit request to 
Sponsor. Upon reply SPA will 
complete process.

7
Re-Budget of funds (increase or 
decrease) between existing 
projects (allocations)

SPA
Budget Transfer Journal Work 
Instructions

SPA will Review & Complete 
Process

8
Re-Budget of funds (increase or 
decrease) between existing 
projects (allocations)

Sponsor
Budget Transfer Journal Work 
Instructions

SPA will review/submit request to 
Sponsor. Upon reply SPA will 
complete process.

Processed via PeopleSoft Financials Budget Transfer Journal

Who Approves Request

 Award Modification Requests Instructional Guide

Find Your Request Type What SPA will DoForms or Resources

Processed via PeopleSoft Financials Budget Transfer Journal

Processed via PeopleSoft Financials Budget Transfer Journal

Processed via PeopleSoft Financials Budget Transfer Journal

Processed via PeopleSoft Financials Budget Transfer Journal

Processed via PeopleSoft Financials Budget Transfer Journal
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Complete 
SmartForm 

Complete SmartForm Complete SmartForm 

Question 3 Question 4 Question 5
Who Approves RequestFind Your Request Type What SPA will DoForms or Resources

22
Terminate award early and cut 
back budget period end date

Sponsor
Early 
Termination

Provide a brief 
summary of request, 
include stop spending 
date. Identify 
sponsor's eSystem 

Upload early termination letter, include stop spend date, any other 
information required by sponsor. 

SPA will review/submit request to 
Sponsor. Upon reply SPA will 
complete process.

23 Change in PI, Change in contact PI Sponsor
Personnel 
Change

Provide a brief 
summary of request. 
Identify sponsor's 
eSystem being used.

Upload letter requesting change, signed by the new PI/contact PI. 
The letter should address the amount of time devoted to the 
project by the new PI. Upload updated Other Support document 
and biosketch of the new PI. 

Prior Approval Procedures
SPA will review/submit request to 
Sponsor. Upon reply SPA will 
complete process.

24
Change of Key Persons specifically 
identified in the Sponsor Notice 
of Award

Sponsor
Personnel 
Change

Provide a brief 
summary of request. 
Identify sponsor's 
eSystem being used.

Upload letter requesting change, signed by the PI. The letter should 
address the change, amount of time devoted to the project by the 
new key person. Upload updated Other Support document and 
biosketch of the new key person. 

Prior Approval Procedures
SPA will review/submit request to 
Sponsor. Upon reply SPA will 
complete process.

25
25% reduction or more in time 
devoted to the project by the PI 
and Other Named Key Persons

Sponsor
Personnel 
Change

Provide a brief 
summary of request. 
Identify sponsor's 
eSystem being used.

Upload letter requesting change, signed by the PI. The letter should 
explain the circumstance of why the need to reduce effort. Explain 
any impacts on the project completing on time. Explain how the 
cost savings will be used to support the project.

Prior Approval Procedures
SPA will review/submit request to 
Sponsor. Upon reply SPA will 
complete process.

26
Change of Key Persons specifically 
identified in the Sponsor Notice 
of Award

Sponsor
Personnel 
Change

Provide a brief 
summary of request. 
Identify sponsor's 
eSystem being used.

PI/Dept. Admin. sends UVMClick Mod request to Assigned Specialist 
to process to sponsor need for prior approval request.  Once 
approved by sponsor, SPA RA process through UVM.

Prior Approval Procedures
SPA will review/submit request to 
Sponsor. Upon reply SPA will 
complete process.

27 Change to NIH Multiple PI Plan SPA
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