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Quick Sheet: Processing New Competing Applications 
Audience: Program Office (PO Role) 

 

PURPOSE 

The purpose of this Quick Sheet is to provide instructions for processing New Competing applications. The four 

main steps for the Program Office are as follows: 

 

 Application Recommendation (not covered in this document) 

 Create and Save Funding Memo 

 Edit Budget Worksheet 

 Recommend Funding Memo 

 
This document begins with the “Create Funding Memo” step. 
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LOGIN 

 

1. Login to the GrantSolutions Grants Management Module (GMM) (www.grantsolutions.gov). 

2. From the GMM menu bar, select Applications – Funding Memo. 

 

3. The “Funding Memo” screen appears. To locate an application, enter search criteria in one or more 

fields. Click the Search button. 

 

  

http://www.grantsolutions.gov/
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4. Results matching the search criteria appear in a table below the search fields.  
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CREATE AND SAVE FUNDING MEMO 

 

1. From the Action column, select the Create link.  
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2. The “Program Recommendation and Funding Memorandum” screen appears.  

 

Project and Budget Period start and end date fields can be modified in the top section of the screen. 

 

The recommended amounts previously entered on the “Application Recommendation” screen 

automatically populate in the Basic Operations section. This field is editable. 

 

Note: To make changes to the amounts on the “Application Recommendation” screen, first delete the Funding 

Memo by clicking Delete from the “Funding Memo” Action column. 

 

3. Scroll to the bottom of the screen and click the Save button to return to the “Funding Memo” 

screen. 
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EDIT THE BUDGET WORKSHEET 

 

1. After saving the Funding Memo, the next step is to view and, if needed, edit the Budget Worksheet. 

From the “Funding Memo” Actions column, click the Budget Worksheet link. 

 

2. The “Budget Worksheet” appears.  

o The amounts entered electronically in section B of the SF-424A appear in the Direct Cost section 

of the Budget worksheet in the Requested and Recommended columns. 

o Each activity entered in Section A of the SF-424A becomes a new tab on the Budget Worksheet.  
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3. Enter or modify funds in the Recommended column. 
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4. Once all changes are made, scroll to the Final Budget Totals section towards the bottom of the 

screen and verify the amount in the Total This Action box is accurate. 

 

Note: When the “Budget Worksheet” contains more than one tab, select the Totals tab to access the Final 

Budget Totals section. 

 

5. Click the Save and Verify button. 

6. When changes are saved successfully, click the Close button. 

7. The “Funding Memo” screen appears. 
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RECOMMEND FUNDING MEMO  

 

1. The next step is to Recommend the Funding Memo. From the Action column, click the Recommend link 
to begin moving the application through the approval workflow. 
 
Note: Click the Budget Worksheet link to view a read-only version of the Budget Worksheet. 

 

2. The “Action Requested: Recommend” screen appears in a new window. Enter a comment if needed and 
click the OK button. 

3. The “Funding Memo” screen reappears, and the Memo is ready for the next step in the approval 
process.  


