11. Contract Modification Request

A Contract Modification Request is started from inside the application. NOTE: Either the
Principal Investigator (Authorized Official role) or Contract Official (Agency
Administrator role) may initiate, edit, and save a contract modification request.
However, only the Contract Official may submit the request to OCAST.

1. Go to the project’s Application Menu from “My Applications”. Select the
appropriate application for which you wish to request a modification. NOTE: To
request a modification, the application must be in Contract Executed status.

y =
STATE OF OKLAHOMA
My Home My Intents
ials | MyOrganizationis) | MyProfile | Logout
g Instructions:
Qe Welcome Brad Selectthe SHOW HELP button above for detailed instructions on the fallowing.
Authorized Official = Applying for an Opportunity
/ Y Using System Messages
4 Chanqe My Picture i !
anae (e = Understanding your Tasks
= Managing your awarded grant

My Applications
Use the search functionality below to find a specific Application.
Search Applications
Application Types FY12 Plant Science -
Application Name
Status OCAST Application: Contract Executed -
Crganization
Year
Export Results to  Screen - Sortby: — Select— ~ [eo]
Number of Results 9

Document Type ‘Organization Name Current Status Year e

QCAST Application Oklahoma State University PS12-120 Contract Executed 12

OQCAST Application Oklahoma State University PS12-121 Contract Executed 12

QCAST Application Oklahoma State University PS12-171 Contract Executed 12 3

OQCAST Application Oklahoma State University PS12-172 Contract Executed 12

QCAST Application Oklahoma State University P512-175 (5) Contract Executed 12
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2. Inthe OCAST Application Menu click the “View Forms”. Open the Contract
Modification Request form by clicking the link located in the Modifications sub-
section.

OCAST Application Menu

Document Information: PS12-168
Details

Period Date /
Date Due

Info Document Type Organ Role Current Status
06/24/2011 - 12/31/2012

OCAST Application  Dklahoma State University ~ Agency Administrator  Modification Requestin Process o5 500 oo et

B} View, Edit and Complete Forms

s button below to view, edit, and complete forms.

Change the Status

Selectthe View Status Options button below to perform actions such as submitting applications or request modifications.

VIEW STATU S OPTION 5

Access Management Tools

Select the View Management Tools button below to perform actions such as adding people to this document or viewing the document history.

Brad SamheTimT
Budget - Personnel
[ Budaget- Personnel 2/23/2012 9:14:28 AM
Brad Sutherlin
Budget - Travel e
[  Budget-Travel 212312012 914:35 A
Brad Sutherlin
Budget - Supplies
[  Budaet-Supolies 212312012 9:14:471 AW
Brad Sutherlin
Budget- Equipment a4
[ Budget-Equipment 212312012 9:14:50 AM
. Brad Sutherlin
Budget- Loniractual Senvices
@f Budaget - Contractual Senvices 212312012 9:14:57 AM
Brad Sutherlin
EBudgetl- Fatient L.are L.osls s
@ Budget - Patient Care Cosis 212312012 9:15:03 AM
" " Brad Sutherlin
B Budget - Alterations and Renovations 2/23/2012 9:15:09 AM
; Brad Sutherlin
Budget - Uiher Direct Losis s
[ Budget- Other Direct Costs 212312012 9:15:16 AM
Brad Sutherlin
Budaget - Year 1 Summary
[ Budaet-Year 1Summa 212312012 9:15:22 Al
O Basic Review Form 1 (Subgrantee
D Basic Review Form 2 (Subgrantee)

D Basic Panel Summary (Subarantee)

Program Officer QCAST

[ contractinformation 2123/2012 9-19:08 AM

- Stephen McKeever
Loniract Modiicalion meguest Form .
O Contract Modification Reguest Form 2123/2012 10-24:50 AM

Program Officer OCAST

Modification Changes
[ Modification Changes 2/23/2012 9:19:30 AM
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3. Complete the form and click the SAVE button. NOTE: The Contract Official must
click the ‘I Agree’ button at the bottom of the form before the modification request
can be submitted.

CONTRACT MODIFICATION REQUEST FORM

Instructions:

Please complete this page and click the SAVE

Required fields are marked with a*

This form must be submitted if 8 modification to the contract, including the budgets, is to be requested.

The contractor must receive approval from OCAST prior to incurring any costs associated with the modification.
Click the SHOW HELP button for specific instructions to complete this form

Principal Investigator: Brad Sutherlin ‘Contract Number: 1
A. Requested Contract Modification(s) Check each applicable box and provide additional information where indicated.

o-Cos Aprogress report must be submitted if an extension of more than one month is
No-Cost A Iy it Dy bmitted if 2l i th ith
Extension- requested

Proposed Contract End Date

[ changein PI- Attach a current vita for the proposed P

Name of Proposed Pl

[C] change in Matching Funds-  Attach required documentation of the proposad match

7] Other- 00f200

Change in contractor, contract termination, project termination, or other modifications as needed.

B. Requested Budget Modification(s) Complete the columns below as follows:

Column A) Indicate the originally approved OCAST portion of the contract budget.
Column B) Show the proposed modifications; for each budget line item indicate amountto be increased or decreased
Column C) This column is automatically updated when the page is saved. It represents the revised budget.

Year 1
A B C
CATEGORY ORIGINAL OCAST BUDGET |+ or - AMOUNT MODIFIED | REVISED OCAST BUDGET

Personnel $10,000 $10,000.00
Travel 50 50
Supplies 50 30
Equipment 50 $0
Contractual Services 50 50
Patient Care Costs 80 50
Alterations and Renovations 50 50
Other Direct Costs 50 50
Total Direct Costs 50 50 50
C. Foreachm 1 provide ju: in the space below*
Contract Official: Stephen McKeever @ IAgree @ Idonotagres
OCAST Approval: Approved Mot Approved
Navigation Links

Status Page Name Note Created By

McKeever, Stephen

(@] Contract Modification Request Form 2123120712 10:24:50 AN

N QCAST, Program Officer
Modification Changes 5
B Modification Changes 212312012 91920 Al
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4. After the information has been saved, return to the OCAST Application Menu by
either clicking the “Document Information:” link or “OCAST Application Menu” link.
Both are located at the top of the form.

[Lsave | [ PRINT VERSION | | CHECK GLOBAL ERRORS | | SHOW HELP

@Page Information
The information has been saved.

Q Back

Document Information: PS12-168
Dretails

You are here: = DCAST Application Menu > Forms Menu > Modifications

CONTRACT MODIFICATION REQUEST FORM

Instructions:

Please complete this page and click the SAVE.

Required fields are marked with a*

This form must be submitted if a modification to the contract, including the budgets, is to be requested

The contractor must receive approval from OCAST prior to incurring any costs associated with the modification.
Click the SHOW HELP button for specific instructions to complete this form.

Principal Investigator: Brad Sutherlin Contract Number: 1

A. Reguested Contract Modification{s) Check each applicable box and provide additional information where indicated.
No-Cost 3312012 Aprogress report must be submitted if an extension of more than one month is
Extension- requested
Proposed Coniract End Date

] Change in PI- Attach a currentvita for the proposed P

Name of Proposed PI

[Tl channein Matching Funds.  Attach reauirad documantation of the nronnsad mateh Rrowse

*Note: Non-reviewers may also click the “here” hyperlink at the bottom of the page
to navigate easily to the status change page. If you select this link, skip to instruction
number 6 below.

0 of 5000
Mo file selected.
Contract Official: @ 1Agree O | Do Mot Agree
OCAST Approval: © ppproved ) Not Approved

Reviewers: Upon review of this modification request, clilk here’ tofchange the status of the form and inform OCAST of your recommendation.

45



5. Inthe Application Menu click VIEW STATUS OPTIONS under Change the Status.
OCAST Application Menu

Document Information: P§12-168
Details

Period Date /

Info Document Type Organization Role Current Status Date Due

06/24/2011 - 12/31/2012

OCAST Application  Oklahoma State University ~ Agency Administrator  Modification Requestin Process 4540015 500l EST

(8] View, Edit and Complete Forms

Selectthe View Forms button below to view, edit, and complete forms.

¥ | Change the Status
Selectthe View Status Opfjons button below to perform actions such as submitting applications or request modifications.

VIEW STATUS OPTIONS

Access Management Tools

Selectthe View Management Tools button below to perform actions such as adding people to this document or viewing the document history.
VIEW

IT TOOLS

6. To submit the modification request, click the APPLY STATUS button under
MODIFICATION REQUEST SUBMITTED.

OCAST Application Menu - Status Options

Select a button below to execute the appropriate status push.

Document Information: P512-168
Details

Possible Statuses

MODIFICATION REQUEST CANCELLED

APPLY STATUS

MODIFICATION REQUEST SUBMITTED

APPLY STATUS

The current status will be “Modification Request Submitted’ to indicate that OCAST
has received it and will process it.
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1ll.a. Subsequent Modification Requests

To submit a modification request for a contract for which a previous request has
already been submitted, users will follow steps 1 and 2 above. Upon opening the
previously filled form, users should click the ADD button at the top of the screen to
initiate a new, blank modification request form, and begin following the same steps as
above, starting at step 3.

My Home My Applications My Financials My Programmatic Reports

My Training Matzrials | My Organization{s) | MyProfile | Logout

[PRiNT vERSION | [CHECK GLOBAL ERRORS | [ SHOW HELP

Opage Error(s)
WModification Justification is reguired.
The Contract Official must agree to this modification.

) Back

Jocument Information: P§12-015
Details

"ou are here: = QCAST Application Menu = Forms Menu = Modifications

Please note that users can see a previous modification request form, but they do not
have access to a Save button to make changes to it.
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11.b. Contract Modification Statuses

The table below shows the contract modification-related statuses you may encounter
while in the Application Menu:

Status

Description

Modification
Changes Requested

OCAST needs additional information from the Authorized Official
and/or Agency Administrator regarding the recently submitted
modification request. Adjustments must be made to the form for
it to be resubmitted to OCAST for further consideration. OCAST
cannot make a final decision on a requested modification if it is
still in this status.

Modification
Request Approved

The requested modification has been approved by OCAST. The
approved modifications will be indicated in either the
Modification Changes form (Pl change, budget changes) or the
Contract Information form (no cost extensions).

Modification
Request Denied

The requested modification has been denied by OCAST.

Modification
Request Submitted

The Contract Modification Request form has been created and
submitted to OCAST for consideration.
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