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Presentation Goals

• Grant Subaward Change Request 
“Modification”

• Report of Expenditure and Request for Funds  
“Reimbursement



When is a Change Request 
Necessary?

• Modifying the Grant Subaward Budget, including:

 Adding a line item to any Budget Cost Category
 Transferring funds from one Budget Cost Category to 

another
 Reallocating funds or changes in the cost allocation
 Changes to Grant Subaward Authorized Agent 

Information 
 Changes to allowable activities/projects
 Changes to payment mailing address



Who Can Submit a Change 
Request?

• Only the Grant Subaward Authorized Agent (OAA) can 
submit changes.

• Below are some examples of Authorized Agents (OAAs).

 Director
Financial Officer

Programmatic Point of Contact
Financial Point of Contact

Governing Board Chair 

NOTE: Contacts must be enrolled in GCS as an Authorized 
Agent or Entity Representative.



Initiate Change Request  



Initiate Modification Request 

CLICK OK



Initiate Modification Request 
CHECK the modification box



Choose Modification Form(s)
CHECK the box of one 
(1)  or more forms to 

modify



Modification Form Types

Modify Implementing Agency
Changes the name of the current 
Implementing Agency to a different 
name



Initiate Change Request

Unlocks Budget Pages
 Allows changes to costs
 Add additional line items
 Change budget options



Initiate Change Request

 IMPORTANT – Authorized Agent (AA) must also be 
selected on the Contact Information Form, on the 
Add/Edit people section and to the Organization Profile

 Requires an updated Governing Body Resolution (GBR) 
found on the  Signatures Form page



Initiate Change Request

Not Applicable to CSNSGP



Initiate Change Request

 Payment Data Record Form 204 is located on 
the Department of General Services website



Initiate Change Request



Initiate Change Request

Select the applicable 
Modification type(s)

Enter the reason for 
the change(s)

 Programmatic Modifications are NOT 
APPLICABLE to CSNSGP



Initiate Change Request

Save and Proceed must 
be selected to unlock 

the forms

Pop up box appears 
after clicking 

“Save and Proceed”



Initiate Change Request

Finalizes the Change 
Request and sends to 

Grants Analyst

Allows user to revise the 
type of Modification and 
unlocks the related forms



Initiate Change Request

Update the 
Modification Type 

and the Explanation



Initiate Change Request

Save and Proceed must 
be selected to unlock 

the forms

REMINDER: Be sure to click Save on the 
top right of screen to save changes.



Submit Change Request



Initiate New Change Request - Multiple



Initiate New Change Request - Multiple

New Change 
Request initiated

Approved 
Change Requests



Returned Change Requests



Returned Change Request

Select to view 
Change Request



Returned Change Request

Check the “Notes” form to identify what 
changes are needed



Returned Change Request

Finalizes the Change 
Request and sends to 

Grants Analyst

Allows user to revise the 
type of Modification and 
unlocks the related forms



Returned Change Request

Status returns to 
Grant Subaward Executed 
once the Modification is

approved



QUESTIONS?

For additional questions, email: 
csnsgp@caloes.ca.gov



Report of Expenditure and 
Request for Funds



Initiating Report of Expenditures & 
Payment Request



Initiating Report of Expenditures & 
Payment Request



Initiating Report of Expenditures & 
Payment Request



Initiating Report of Expenditures & 
Payment Request

CN24008206

Expenditures & 
Payment Details 



Initiating Report of Expenditures & 
Payment Request

Reporting Period 
start and end dates 

Select “Yes” if you have already 
received payment for the same 

month and need to add 
additional reimbursements. 



Initiating Report of Expenditures & 
Payment Request



Initiating Report of Expenditures & 
Payment Request

Choose 
one

CN24008206



Additional Information
• To request payment of CSNSGP funds, Subrecipients must submit 

Bids/Quotes, Invoices, and Proof of Payment.

• In accordance with 2 C.F.R. § 200.319, all procurement 
transactions must be conducted in a manner providing full and 
open competition.

• All Subrecipients must report expenditures and request funds at 
least semi-annually throughout the performance period. 
Exceptions will be considered on a case-by-case basis and must 
be specifically authorized in writing in advance by Cal OES.

• Reimbursements are mailed out up to 45 days from submission.

• For a Modification request you must submit a modification letter 
on organization letterhead with the reason for the modification, 
reflect budget changes and signed at the bottom. 



QUESTIONS?

For additional questions, email your assigned 
Grants Analyst (GA)

or
CSNSGP@caloes.ca.gov
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