
Department completes award 
amendment/modification 

Request & submits to Dean’s 
office*

OSP creates draft 
award amendment/

modification

Dean’s office 
completes 
review & 
provides 
approval

Dean’s office 
submits 

request to 
OSP





Award Editors
Review the draft award mod
Review compliance
Upload required documents 

OSP approves 
amendment/

modification & 
sends to SPA  if 

necessary

SPA updates 
RPA 

Award amendment/
modification is complete

Process for Modifying an Award in MyFunding

OSP notifies the Award 
Editors of draft award 

amendment/
modification using the 
“Send Email” activity

Award Editors receive 
email notification 

from SPA

Blue-Office of Sponsored Programs (OSP) Action 
Green- Award Editor (Department) Action
Purple-Designated Reviewer (Dean) Action 
Orange-Sponsored Projects Account (SPA) Action

Award Editor notifies OSP of 
budget completion using 
the “Send Email” activity

*Please check with your Dean’s area for any award-related, school-
specific requirements/processes
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