
HAGERSTOWN COMMUNITY COLLEGE

Request for Change in Grant-Funded Project
As Hagerstown Community College seeks grant resources to augment its programs and services, it is important that any proposed changes to existing grants fit with the College vision, mission, strategic goals, and institutional priorities.  Prospective grant changes should also be analyzed for their consistency with College policy and fiscal requirements.
This form is to be used by HCC Grant Project Directors/Managers who are interested in applying for a change to an existing grant for which the college is the sole or lead agency, particularly those changes that are significant enough to require funding agencies’ approval.  All requests for material changes to existing grants will be signed and approved by the President before being submitted to a funding agency, in order to ensure that such changes fit with HCC policy as well as funding agency requirements.
Furthermore, to ensure accurate financial records and meet required reporting needs, all grant activity will be processed through the Finance Office in accordance with generally accepted accounting principles for public educational institutions.

The Request for Change in Grant-Funded Project is used to obtain approval for submission of grant change requests and to aid in assessing the appropriateness and impact of proposed changes.  The staff or faculty member developing the change request is responsible for consulting with parties at HCC and obtaining the required signatures in a timely manner.  All signatures must be obtained before submitting this document.  In order to ensure consistency, the Grants Office will submit changes directly to funding agencies.  
Please fill out the form completely before submitting for signatures.

	Project Title
	

	Funding Agency
	

	Source of Grant Funds
	 FORMCHECKBOX 
Federal  
   State    FORMCHECKBOX 
Private    FORMCHECKBOX 
Local/Other


	Original Amount Funded
	

	Project Period
	

	Project Manager
	

	What process does the project’s funding agency request grantees to follow for changes?  (For example, what dollar amount in a budget change must be approved by the agency?)
	

	Type of Change to Request

 FORMCHECKBOX 
  Budget

 FORMCHECKBOX 
  Time Period

 FORMCHECKBOX 
  Goals/Objectives

 FORMCHECKBOX 
  Partner(s)

 FORMCHECKBOX 
  Sustainability Plan

 FORMCHECKBOX 
  Other (List: __________)


	Please explain what you were going to do originally, what you are going to change, why you want to make this change and/or why it is needed, and how this change will affect the project (attach separate sheet if necessary).



Required Signatures:
Project Director







  Date

Grants & Special Projects Accountant




  Date

Director, Grants Development





  Date

Director, Human Resources (if appropriate)



  Date

Dean/Vice President






  Date

Vice President of Administration and Finance



  Date

President  (if request is for change affecting over $25,000 in grant funds)  Date
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