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Quick Sheet: Carryover Request 
Audience: Program Office 

 

PURPOSE 

This Quick Sheet provides step-by-step instructions for processing a Federal-Initiated Carryover Request 

Amendment. When processing a grantee submitted amendment, begin with step 17: Verify Completion. 

 

Note: Amendment names and workflow steps may vary by Partner agency. Please refer to an agency’s 

Amendment Workflow document. 

 

STEPS 

 

1. Log into the GrantSolutions Grants Management Module (www.grantsolutions.gov).  

 

2. The “Grants List” screen appears. Enter search criteria in the Simple or Advanced search fields and click 

the Search icon (magnifying glass).  

 

3. The screen refreshes and matching results display in a table below the search fields. Locate the desired 

grant. From the Actions column, click the Manage Amendments icon.   

 
 

4. The “Manage Amendments” screen appears. Click the New button.  

 

http://www.grantsolutions.gov/
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5.  The “Select Amendment Type” screen appears. Select the Carryover Request radio button. At the 
bottom of the screen, click the Create Amendment button. 

 
 

6. The “GrantSolutions Amendment Application Control Checklist” screen appears. Locate the SF-424A 

Budget Information line in the Online Forms section. From the Enclosure(s) column, click the Enter 

Online link.  
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7. The “SF-424A” screen appears. In the Estimated Unobligated Funds column of Section A: Budget 

Summary, enter the total amount of the Carryover Request in the Federal (C) field. 

 

8. In the New or Revised Budget column of Section A: Budget Summary, enter the total amount of the 

Carryover Request in the Federal (E) field.  

 
 

9. In Section B: Budget Categories, enter the Object Class Category amounts as they appear on the Grant 

Recipient’s SF-424A. 
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10. At the bottom of the screen, click the Save button.  

 

11. A confirmation message appears with the text, “Would you like to transfer your budget totals 

information to the SF-424 form?”  Click the Yes button to continue.  

 

12. If there are no errors, a “Save Successful” message appears below the Save and Close buttons.  

 
 

13. To return to the “GrantSolutions Amendment Application Control Checklist” screen, click the Close 
button.  
 

14. The “GrantSolutions Amendment Application Control Checklist” screen appears. Scroll to the bottom 
and click the Verify Submission button.  

 
 

15. The “GrantSolutions Amendment Submission Verification” screen appears. Click the Final Submission 

button.  
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16. The “Amendment Status Confirmation” screen appears. Below the Application Details section, click the 
Application Control Checklist button.  

 
 

17. The “GrantSolutions Amendment Application Control Checklist” screen appears. At the bottom of the 

screen, click the Verify Completion button.  

 
 

18. The “GrantSolutions Amendment Completion Verification” screen appears. Click the Final Completion 

button.  
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19. The “Amendment Status Confirmation” screen appears. Below the Application Details section, click the 

Application Control Checklist button.  

 
 

20. The “GrantSolutions Amendment Application Control Checklist” screen appears. At the bottom of the 

screen, click the Close button.  

 

21. The “Manage Amendments” screen appears. From the Action column, click the Funding Memo link. 

 
 

22. The “Funding Memo” screen appears. From the Action column, click the Create link.  
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23. The “Prior Approval and Funding Memo” screen appears. Ensure all amounts in the Recommended 

Funding section are $0.00.  

 
 

24. At the bottom of the screen, click the Save button.  

 

25. The “Funding Memo” screen reappears. Below the search fields, click the Close button to return to the 

“Grants List” screen.  

 

26. The “Grants List” screen appears. If necessary, enter search criteria to locate the grant. From the Actions 

column of the results table, click the Manage Amendments icon.  

 
 

27. The “Manage Amendments” screen appears. From the Action column, click the Budget Worksheet link.  
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28. The “Budget Worksheet” screen appears. From the Totals tab, scroll to the Final Budget Totals section.  

 

Note: The Unobligated Funds – Reprogram field should equal the total amount of the Carryover 

Request. The Total this Action field should equal $0.00, as this is a non-monetary action.  

 
 

29. At the top of the Budget Worksheet, select the second tab. 
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30. In the Unobligated Balance column, enter the total Carryover amount in the itemized cost categories, 

just as the Grant Recipient entered on the SF-424A.  

 
 

31. When all values are entered, click the Save button at the bottom of the screen.  

 
 

32. Toward the top of the Budget Worksheet, select the Totals tab. Scroll to the Final Budget Totals section.  

 

33. Verify that the Unobligated Funds – Reprogram row now equals the total amount of the Carryover 

Request.  

 

34. Verify that the Total this Action row equals $0.00.  
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35. At the bottom of the screen, click the Save and Verify button.  

 

36. Click the Close button.  

 
 

37. The “Manage Amendments” screen appears. From the Action column, click the Funding Memo link.  

 
 

38. The “Funding Memo” screen appears. From the Action column, click the Recommend link.  

 
 

39. The “Action Requested: Recommend” screen opens in a new window. Enter optional comments and 

click the OK button.  

 
 

40. The “Funding Memo” screen reappears, and the process is complete.  


