
P/G Numbers:

A. Project Information 
Principal Investigator:  

PAF Numbers:

B. Change Request (check all that apply)

Budgetary Changes
1. Uniform Guidance Monitored Costs (Federal funds only)

2. Award Reduction / De-obligation

3. Carry Forward of Funds

4. Cost Sharing Reduction

5. Rebudgeting Requiring Sponsor Approval

6. Retroactive Pre-Award Costs (Federal funds only)

Equipment Purchases

7. Special Purpose Equipment Not in Sponsor-Approved Budget (Federal funds only)

8. General Purpose Equipment (Federal funds only)

9. Purchase of Equipment in Last 3 Mo. of Project

PI/Key Personnel Changes

10. Disengagement of PI of 90 Days or More

11. PI/Key Person Change

Scope and Time Changes

13. Change in Scope

14. Early Termination / Close Out

15. No Cost Time Extension

Transfers and Other Changes

16. Transfer to New Dept ID

17. Transfer to New Institution

18. Other (please explain in C. below) 

Routing Instructions: (1) Review award terms & conditions, sponsor policies and Post-Award Change Request Form Reference Guide;  
(2) Complete Post-Award Change Request Form; (3) Submit this form with required approvals and documentation via "Request ORSP 
Action" in eRPM. Note: ORSP is unable to approve requests if required certifications or approvals (e.g., PEERRS, IRB, IACUC, FCOI, etc.) 
are expired or pending. Questions? Contact your ORSP Project Representative.

12. Reduction in Effort Requiring Approval

Post-Award Change Request Form (v. 07.13.2016)

C. Explanation/Documentation (or attach as separate editable document [e.g., Word, plain text, etc.] to "Request ORSP Action" activity)

New End Date:

* 

* 

*

Effective Date:

Effective Date:

D. Instructions to ORSP

Effective Date:

<Signatures required on following page>

Uniform Guidance Monitored Costs (Federal funds only)
Uniform Guidance Monitored Costs (Federal funds only)
Documentation Required – All requests must include: (1) a complete description of the items you wish to directly charge, providing quantity and unit price; (2) an explanation for why each item is necessary for the completion of the project and is related to the specific aims or objectives of the project; (3) a description of how each item is different from similar items normally provided by the department and treated as F&A costs; and (4) a revised budget.Approvals Required – (1) Principal Investigator; and (2) Dept. Chair/Unit Head or designee. Sponsor approval may also be required.

Award Reduction/De-obligation
Award Reduction/De-obligation

Documentation Required – All requests must include: (1) the dollar amount or percent of the reduction; (2) a revised budget; (3) a revised scope of work, if appropriate, or an attestation that the scope of work will not change; and (4) the notice of award reduction from the sponsor.Approvals Required – (1) Principal Investigator; and (2) Dept. Chair/Unit Head or designee.

Carry Forward of Funds
Carry Forward of Funds
Documentation Required – All requests for prior approval must include: (1) documentation of sponsor approval, if such approval is required by the sponsor and has been obtained; (2) the current budget period end date; (3) the anticipated amount of the funds to be carried forward ; and (4) revised budgets, if required by the sponsor.

Approvals Required – (1) Principal Investigator; and (2) Dept. Chair/Unit Head or designee. Sponsor approval may also be required; please consult the award terms and conditions.


Cost Sharing Reduction
Costh Sharing Reduction
Documentation Required –All requests must include: (1) the name and Dept ID of the unit that is reducing its cost sharing commitment; (2) the new cost sharing amount; (3) a revised cost share budget; and (4) a revised scope of work, if appropriate, or an attestation that the scope of work will not change.Approvals Required – (1) Principal Investigator; (2) Dept. Chair/Unit Head or designee; (3) individual authorized to make cost sharing commitments on behalf of the unit that is reducing cost sharing. Sponsor approval will likely also be required; please consult the award terms and conditions.

Special Purpose Equipment (Federal funds only)
Special Purpose Equipment (Federal funds only)
If you are requesting approval for equipment costs associated with a non-federal award, use #5 "Rebudgeting Requiring Prior Sponsor Approval" box instead.Documentation Required – All requests must include: (1) a description of the equipment to be purchased; (2) an estimate of the cost; (3) a description of the intended use of the equipment, referencing the specific aims or goals of the project; and (4) a description of how the purchase will impact the scope of work, if at all.Approvals Required – (1) Principal Investigator; and (2) Dept. Chair/Unit Head or designee. In limited cases, prior sponsor approval will also be required; please consult the award terms and conditions.

General Purpose Equipment (Federal funds only)
General Purpose Equipment (Federal funds only)
Documentation Required – All requests must include: (1) a description of the general-purpose equipment; (2) an estimate of the cost; and (3) a description of the intended use of the equipment, with a particular emphasis on how it will exclusively benefit the funded project.Approvals Required – (1) Principal Investigator; and (2) Dept. Chair/Unit Head or designee. 

Purchase of Equipment in Last 3 MO of Project
Purchase of Equipment in Last 3 MO of Project
Documentation Required – All requests must include: (1) a description of the equipment; (2) an estimate of the cost; (3) an indication of whether the equipment is in the sponsor-approved budget; and (4) a description of why the equipment is necessary to complete the project.Approvals Required – (1) Principal Investigator; and (2) Dept. Chair/Unit Head or designee.

Disengagement of PI of 90 Days or More
Disengagement of PI of 90 Days or More
Documentation Required – In cases where sponsor approval is required, the request must include: (1) the dates during which the PI will be disengaged; and (2) a plan detailing how the sponsored project will be carried out in the PI's absence, if any.Approvals Required – (1) Principal Investigator; and (2) Dept. Chair/Unit Head or designee. Sponsor approval is almost always required; please consult the award terms and conditions.

PI/Key Person Change
PI/Key Person Change
Documentation Required – All requests must include: (1) a justification related to the project, including any proposed changes in scope; (2) the effective date of the proposed change; (3) any budget changes resulting from the proposed change; (4) a biographical sketch of the new PI or Key Person, if ORSP is required to submit it to the sponsor; (5) other sources of support of any new individuals proposed [federal projects only]; and (6) sponsor approval [non-federal projects only].Approvals Required – (1) current Principal Investigator; (2) new Principal Investigator, if changing; (3 Dept. Chair/Unit Head or designee; and (4) Dean/Director or designee, if requesting a new PI, i.e., non-PI Key Persons do not need Dean/Director approval. Sponsor approval is almost always required; please consult the award terms and conditions.

Reduction in Effort Requiring Approval
Reduction in Effort Requiring Approval
Documentation Required – In cases where prior sponsor approval is required, use this form to request approval and include: (1) the most recent sponsor-approved level of effort; (2) the new level of effort being requested; (3) a justification related to the project; (4) either an attestation that the goals or specific aims of the project can still be met with the reduced effort or a description of proposed changes to the goals or specific aims; and (5) the effective date of the proposed change.Approvals Required – (1) Principal Investigator; and (2) Dept. Chair/Unit Head or designee . Sponsor approval may also be required.

Change in Scope
Change in Scope

Documentation Required – Any request for approval must include: (1) a description of the scope change requested; (2) a justification for why the scope change is necessary; and (3) an explanation of how the scope change will impact the time line, budget and project deliverables.

Approvals Required – (1) Principal Investigator; and (2) Dept. Chair/Unit Head or designee. Sponsor approval is almost always required; please consult the award terms and conditions.


Early Termination / Close Out
Early Termination / Close Out
Documentation Required – All requests must include: (1) the requested effective date for early termination / close out; (2) the reason for requesting early termination, if PI initiated; and (3) the termination notice, sponsor initiated.Approvals Required – (1) Principal Investigator; and (2) Dept. Chair/Unit Head or designee. Sponsor approval is almost always required; please consult the award terms and conditions.

No Cost Time Extension
No Cost Time Extension

Documentation Required – All requests must include: (1) a justification; (2) an estimate of sponsor funds that will remain unspent as of the current expiration date; (3) the new requested end date; and (4) an indication of how the balance will be used during the extension [federal funds only].

Approvals Required – (1) Principal Investigator; and (2) Dept. Chair/Unit Head or designee . Sponsor approval is almost always required for non-federal awards and federal awards not subject to the Federal-wide Research Terms and Conditions; please consult the award terms and conditions. For federal awards that are subject to the Federal-wide Research Terms and Conditions, sponsor approval is only required for a second or later extension.


Transfer to New Dept. ID
Transfer to New Dept. ID
Documentation Required – All requests must include: (1) the new department name and ID number; (2) the effective date of the requested transfer; and (3) contact information of the Primary Research Administrator in both the current and new departments.Approvals Required – (1) Principal Investigator; (2) Dept. Chairs/Unit Heads or designees of current and new departments/units; and (3) Deans/Directors or designees of current and new schools/colleges, if also transferring to a new school or college.

Transfer to New Institution
Transfer to New Institution
Documentation Required – All requests must include: (1) contact information of the office equivalent to ORSP at the new institution; (2) the effective date of the transfer; and (3) sponsor approval, if already obtained from the sponsor [non-federal projects only].Approvals Required – (1) Principal Investigator; (2) Dept. Chair/Unit Head or designee; and (3) Dean/Director. Sponsor approval is required.

Other
Other
Check this box to require any other post-award change not listed above and describe the requested change in Section C.  Requests that do not require formal ORSP, Sponsored Programs or sponsor approval may be submitted using the "Request ORSP Action" activity without attaching this form.Documentation Required – All requests must include: (1) a description of the post-award change being requested; and (2) documentation as appropriate. Consult your ORSP Project Representative for further guidance.Approvals Required – Consult your ORSP Project Representative for approval requirements.

Retroactive Preaward Costs (Federal FDP/RTC funds only)
Retroactive Preaward Costs (Federal FDP/RTC funds only)
If you are requesting approval for pre-award costs associated with a non-FDP/RTC award, use #18 "Other" instead.Documentation Required – All requests must include: (1) an explanation of why retroactive pre-award costs are needed; and (2) the proposed effective date of the pre-award period.Approvals Required – (1) Principal Investigator; and (2) Dept. Chair/Unit Head or designee.

Rebudgeting Requiring Sponsor Approval
Rebudgeting Requiring Sponsor Approval
Documentation Required – For federally funded projects requiring prior sponsor approval, all requests must include: (1) a description of how the budget revision will impact the scope of work, if at all; and (2) a revised budget. For non-federal projects, provide (3) sponsor approval as well.Approvals Required – (1) Principal Investigator; and (2) Dept. Chair/Unit Head or designee.  Sponsor prior approval is required (by definition).

http://orsp.umich.edu/post-award-change-request-form
http://orsp.umich.edu/post-award-change-request-form#cost-principles
http://orsp.umich.edu/post-award-change-request-form#award-reduction-deobligation
http://orsp.umich.edu/post-award-change-request-form#carry-forward
http://orsp.umich.edu/post-award-change-request-form#cost-sharing-reduction
http://orsp.umich.edu/post-award-change-request-form#rebudgeting
http://orsp.umich.edu/post-award-change-request-form#retroactive-pre-award
http://orsp.umich.edu/post-award-change-request-form#equipment-not-in-budget
http://orsp.umich.edu/post-award-change-request-form#general-purpose
http://orsp.umich.edu/post-award-change-request-form#equipment-purchase-last-3-months
http://orsp.umich.edu/post-award-change-request-form#disengagement
http://orsp.umich.edu/post-award-change-request-form#pi-key-person-replacement
http://orsp.umich.edu/post-award-change-request-form#reduction-effort
http://orsp.umich.edu/post-award-change-request-form#change-in-scope
http://orsp.umich.edu/post-award-change-request-form#early-termination-close-out
http://orsp.umich.edu/post-award-change-request-form#no-cost-time-extension
http://orsp.umich.edu/post-award-change-request-form#transfer-new-department
http://orsp.umich.edu/post-award-change-request-form#transfer-new-institution
http://orsp.umich.edu/post-award-change-request-form#other
http://orsp.umich.edu/orsp-staff


Principal Investigator:
Unit/Dept. Head:
Dean/Director:

E. Approvals (secure signatures or attach evidence of required approvals to "Request ORSP Action" activity)

* Dean/Director signature(s) may also be required



Using the Post-Award Change Request Form 

Purpose of the Post-Award Change Request Form: 
This form is to be used by Principal Investigators (PIs), Primary Research Administrators and Primary Post -Award Contacts to
submit requests to the Office of Research and Sponsored Projects (ORSP) for changes in active, funded projects.  Sometimes 
ORSP may have the authority to approve the requested change; other times, prior sponsor approval is necessary before ORSP 
can process the change.  Therefore, this form must be submitted to ORSP early enough to allow time for administrative 
processing and, when applicable, early enough to secure the sponsor’s approval in advance of the requested change.   

Principal Investigators and their Project Teams are reminded of their responsibility to administer funded projects in compliance 
with U-M and sponsor requirements and to first consult the terms and conditions and sponsor policies applicable to the award 
before completing this form. The Reference Guide is intended to serve as a general guide to award management and use of the 
ORSP Post-Award Change Request Form.  It does not supersede the terms and conditions that apply specifically to each award, 
nor does it supplant the PI’s responsibility for sound and compliant grant management practices.  Individual awards should be 
reviewed for specific approval requirements.  Please feel free to contact your ORSP Project Representative to assist with 
interpreting award requirements. 

Instructions for Completing and Routing the Post-Award Change Request Form: 

1. Review the award terms and conditions and the sponsor’s policies for approval and documentation requirements.
2. Complete Section A of the form, providing PI and project information;
3. Refer to the Post-Award Change Request Form Reference Guide and then check the appropriate box(es) in Section B of the form

describing the type of request(s).
4. Provide the required documentation in Section C or as an editable attachment, per the request-specific instructions in the

Post-Award Change Request Form Reference Guide (also summarized in the “Question” symbols on the form).

5. Have the form signed by the parties required to do so, as described in the request-specific instructions of the Post-Award
Change Request Form Reference Guide (also summarized in the “Question” symbols on the form).  Alternatively, provide
evidence of the required approvals (e.g., an email) as an attachment to the “Project Team Request ORSP Action” activity in
Step 6 below. Approvals by department chair/unit head and dean/director designees are acceptable. However, unless explicitly
delegated, division directors may not sign on behalf of department chairs or unit heads.  Note that PI approvals are always
required (i.e., no designees are acceptable); when obtaining the PI’s signature is not practicable, evidence of PI concurrence is
required (e.g., an email).

6. Attach the completed form and any required or supplemental documentation to the relevant PAF in eRPM via the “Project
Team Request ORSP Action” activity.

Note that schools, colleges, institutes and centers may require additional approval and documentation beyond that 
mandated by ORSP. Note also that ORSP is unable to approve requests if required certifications or 
approvals (e.g., PEERRS, IRB, IACUC, FCOI, etc.) are expired or pending. 

http://orsp.umich.edu/post-award-change-request-form
http://orsp.umich.edu/post-award-change-request-form
http://orsp.umich.edu/post-award-change-request-form
http://orsp.umich.edu/post-award-change-request-form
http://orsp.umich.edu/orsp-staff
http://orsp.umich.edu/post-award-change-request-form

	Blank Page

	Principal Investigator: 
	PAF: 
	P/G: 
	A-21 Costs: Off
	Award Reduction / Deobligation: Off
	Carry Forward: Off
	Cost Sharing: Off
	Rebudgeting: Off
	PreAward: Off
	Equipment $25K: Off
	General: Off
	Equipment 3MO: Off
	PI 90 days: Off
	PI Replace: Off
	Effort Reduction: Off
	Scope: Off
	Early Termination: Off
	Extension: Off
	Transfer Dept: Off
	Transfer Institution: Off
	Other: Off
	nctx_end_date: 
	transfer_institution_end_date: 
	pi_key_personnel_changes_end_date: 
	transfer_departments_end_date: 
	ExplanationDocumentation: 
	Instructions_to_ORSP: 


