
GCS Change Request- 
Amendment Process



GCS Change Requests
Amendment
(Initiated by Cal OES)

• Amount of Funding

• Fund Source

• Grant Subaward Performance Period 
(GSPP)

• Organization/Subrecipient Name

Modification
(Initiated by Subrecipient)

• Implementing Agency
• Budget
• Organizational Authorized Agent 

(OAA)
• Programmatic
• Grant Subaward Income
• Payment Mailing Address
• Contact Information



Document Status
Change Request – Initiate (GA or UC) 

Change Request – Change In Progress (Subrecipient) 
Change Request – Grants Analyst Review

Change Request – Unit Chief Review
Change Request – Subrecipient Signatures Required

Change Request – Financial Operations Review
Change Request – Fiscal Officer Review

Change Request – Director Designee Review 
Change Request – Fiscal Data Entry

Grant Subaward Executed

Change Request (Amendment)



Subrecipients
OAA - Authorized Agent OER - Entity Representative

UC - Unit ChiefGA - Grants Analyst

Cal OES



Change Request: Amendment Process

Change 
Request 
Initiate

Change 
Request – 
Change in 

Progress

Change 
Request – 

Grants 
Analyst 
Review

Change 
Request – 
Unit Chief 

Review

Change 
Request – 

Subrecipient 
Signatures 
Required



Who can initiate an Amendment?

UC - Unit ChiefGA - Grants Analyst

Cal OES



Initiating a Change Request - Amendment

Starting Point | 
Status: Grant Subaward Executed

UC - Unit ChiefGA - Grants Analyst



Initiating an 
Amendment

UC - Unit ChiefGA - Grants Analyst



Amendment Type 1: Amount of Funding



Amendment Type 1: Amount of Funding

• Change to the Amount of Funding from existing Fund Source(s) 
allocated to Grant Subaward

• Forms unlocked for required or potential changes
o Program Narrative
o Budget Narrative
o Budget Forms
o Service Area 



Amendment Type 2: Funding Source



Amendment Type 2: Funding Source

• Addition or removal of Fund Source(s) allocated to the Grant 
Subaward

• Forms unlocked for required or potential changes 
o Grant Subaward Assurances
o Program Narrative 
o Budget Narrative
o Budget Forms



Amendment Type 3: Grant Subaward 
Performance Period/Period of Performance 
(GSPP/POP)



Amendment Type 3: Grant Subaward 
Performance Period/Period of Performance 
(GSPP/POP)

• Change to the Period Dates for GSPP 

• Forms unlocked for required or possible changes 
o Program Narrative
o Budget Narrative
o Operational Agreements
o Budget Forms



Amendment Type 4: 
Organization/Subrecipient Name



Amendment Type 4: 
Organization/Subrecipient Name

• Required name change verification documents to be provided to 
Grants Analyst prior to initiated the Change Request - Amendment
o Payee Data Record (STD 204/205)
o Articles of Incorporation
o DOJ verification
o IRS verification

• Forms unlocked for required or possible changes 
o Program Narrative
o Budget Narrative
o Operational Agreements
o Budget Forms

• Change to the Organization/Subrecipient agency name



Change Request: Amendment Process

Change 
Request 
Initiate

Change 
Request – 
Change in 

Progress

Change 
Request – 

Grants 
Analyst 
Review

Change 
Request – 
Unit Chief 

Review

Change 
Request – 

Subrecipient 
Signatures 
Required



OAA - Authorized Agent OER - Entity Representative

Subrecipients

Change Request – Change in Progress: 
Changing Forms          Submitting Changes



Change Request (Amendment) – GCS Roles/Authority

GCS ROLE ORGANIZATION 
AUTHORIZED AGENT

ORGANIZATION ENTITY REPRESENTATIVE
or

ORGANIZATION AUTHORIZED AGENT

Grant Subaward 
Contact

Grant Subaward 
Authorized Agent

Governing Board 
Chair

Grant Subaward 
Director

or
Financial Officer

Grant Subaward 
Point of Contact

or 
Grant Subaward 
Financial Point of 

Contact

Authority 
(Amendment Changes)

Change Forms and View Changes,  
and Submit Changes Change Forms and View Changes

Authority 
(Signature) Sign and Submit



OAA - Authorized Agent

S t a t u s :  
Ch a n g e  Re q u e s t  -  Ch a n g e  in  P r o g r e s s



OAA -  Authorize d  Agent

S t a t u s :  
Ch a n g e  Re q u e s t  -  Ch a n g e  in  P r o g r e s s



OAA - Authorized Agent

S t a t u s :  
Ch a n g e  Re q u e s t  -  Ch a n g e  in  P r o g r e s s



OAA - Authorized Agent

Status: 
Change Request - Change in Progress



OAA - Authorized Official

Status: 
Change Request - Change in Progress



OAA - Authorized Agent

Submitting Changes
Status: Change Request - Change in Process ⟶ Grants Analyst Review



OAA - Authorized Agent

Status: 
Change Request - Grants Analyst Review



OAA – Authorize d  Age nt

*Video: Change Request – Amendment 
    Status: Change Request–Initiate ⟶ Change In Progress ⟶ Grants Analyst Review

*To view this video demonstration, click onto this webinar recording link:
  https://youtu.be/TaDrYghMDfc 

then go to “44:20”  

https://youtu.be/TaDrYghMDfc


Change Request: Amendment Process

Change 
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Initiate

Change 
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Change 
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Change Request - 
Grants Analyst Review

GA -  Grants  Analyst



Change Request: Amendment Process

Change 
Request 
Initiate

Change 
Request – 
Change in 
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Change 
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Analyst 
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Change 
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Change Request – 
Unit Chief Review

UC -  Unit Chie f



Change Request: Amendment Process

Change 
Request 
Initiate

Change 
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OAA - Authorized Agent

Subrecipient

Change Request – 
Subrecipient Signatures Required



OAA - Authorized Agent

Status: Change Request - 
Subrecipient Signatures Required



OAA - Authorized Agent

Status: Change Request - 
Subrecipient Signatures Required



OAA - Authorized Agent

Status: Change Request - 
Subrecipient Signatures Required



OAA - Authorized Agent

Status: Change Request - 
Subrecipient Signatures Required



OAA - Authorized Agent

Status: Change Request - 
Subrecipient Signatures Required



OAA -  Authorize d  Agent

Status: Change Request - 
Subrecipient Signatures Required



OAA -  Authorized Age nt

*To view this video demonstration, click onto this webinar recording link:
  https://youtu.be/TaDrYghMDfc 

then go to “1:02:35”  

*Video: Change Request – Amendment
   Status: From Change Request–Subrecipient Signatures Required ⟶ 
        (Cal OES) Financial Operations Review

https://youtu.be/TaDrYghMDfc


Cal OES – Director/ 
Designee Signature

Cal OES Accounting  
- FiScal Data Entry

Cal OES  –  Financial 
Operations Review

Cal OES – 
Fiscal Officer Approval

Cal OES Tasks:
Finalizing the Change Request - Amendment
From “Change Request…” to ⟶ Grant Subaward Executed



• Modification(s) can be included with the Change Request – 
Amendment

• Check status on Document Landing Page

• A Payment Request can be initiated while a Change Request 
(Amendment) is in progress



GCS Webinar Recordings & Training Material:

• GCS Change Request-Amendment webinar and training material posted 
on the Victim Services Training webpage: 
https://www.caloes.ca.gov/office-of-the-director/policy-administration/finance-
administration/grants-management/victim-services/victim-services-trainings/ 

• Web search:  “Cal OES Victim Services Trainings”

• Other GCS webinar training recordings and materials posted on this webpage:
o GCS Report of Expenditures and Request for Payment
o GCS Change Request - Modification

https://www.caloes.ca.gov/office-of-the-director/policy-administration/finance-administration/grants-management/victim-services/victim-services-trainings/
https://www.caloes.ca.gov/office-of-the-director/policy-administration/finance-administration/grants-management/victim-services/victim-services-trainings/


For GCS questions, 
contact your assigned 
Cal OES Grants Analyst
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