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Submitting a Request for a Contract Amendment (Change to the 
grant budget allocations, scope, or timeline) 

• Sign-in to https://www.scprtgrants.com/  

• Reminder: All required fields are 
shown with a Red Asterisk *. 

• Reminder: THIS SYSTEM DOES 
NOT AUTO SAVE. 

• Click on the Grants tab on the left 
panel. 

• Select your Grant from the list. 
 

 

• Click on Contract Amendments under the Grant Components  

https://www.scprtgrants.com/


• Click the +Add Amendment Button on the Left 

 
• Complete Amendment General Information Form 

o Amendment Type: In the dropdown, select type of amendment: 
 Budget Revision (moving more than 10% of budget allocations). This is not for 

changing total requested just how the funding is being allocated. 
 Project Revision (deliverables have changed) 
 Contract Extension (timeline has changed and/or asking to exceed fiscal year) 

o Title: Name the Amendment based on request. 
• Click SAVE FORM 

 
• Under the Components, click on SC 250 Status Report 

 



 
• Complete Amendment Justification: 

o Include details of request (for example: dollar amounts of budget allocation adjustments). 
o Explain why you are requesting this change. 

• Click SAVE FORM 

 

• Scroll down to +Add New Attachment under Documentation 

 
• Click on Select file and “open” attachment when the folders tab pops up – don’t forget to add a 



required Description. 

• Click SAVE FILE 

• Click on either MARK AS COMPLETE button. 

• Click on SUBMIT AMENDMENT 

 

• If completely ready, click on SUBMIT. Note you cannot edit after you click this submit button. 
 
 

 
 
 
 
 
 
 
 
 

Thank you for your submission! Sc250 will review your request and confirm approval or send you a 
“negotiation” with questions by email. 
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