Print Cover Letter on Sponsor’s Letterhead

 [Enter date here] 
Ms. Tess Lengyel

ACTIA Programs and Public Affairs Manager

1333 Broadway, Suite 300
Oakland, CA  94612

Subject:
Request No. [Enter # here] for Administrative Change to ACTIA Grant Agreement


ACTIA Grant Agreement No.  [Enter number here]

  [Enter Project Title here]
Dear Ms. Lengyel:

We are hereby requesting an administrative change to the subject ACTIA Grant Agreement per Section IV Part 8 of said agreement.  We have attached the appropriate exhibits to reflect our requested change(s) as follows:

	Attached
(Yes or No)
	Information for which Change is Requested

	Yes
(Required)
	Written explanation for change being requested
(See attached Exhibit A)

	
	Project Title, Total Cost, Sponsor Matching Funds, Project Description, and/or Task Breakdown
(See attached Exhibit B).

	
	Project Task Deliverables and/or Deliverable Due Dates (See attached Exhibit C).

	
	Project Milestone Schedule (See attached Exhibit D).

	
	Project Task Budgets and/or Other Funding
(See attached Exhibit E).

	
	Project Performance Measures and/or Goals

(See attached Exhibit F)


We have signed each of the exhibits showing the requested changes and understand that ACTIA will review our requested changes and, if agreeable, will also sign the exhibits and return copies of the approved exhibits.  The approved exhibits, i.e. signed by both parties, will become the current agreement information on file at ACTIA.

If you have any questions or need additional information please contact [enter contact name here] at telephone number  [enter telephone number here] .

Sincerely,

Name

Title

WRITTEN EXPLANATION FOR CHANGE REQUEST
Project Sponsor:

Project Title:

ACTIA Project Number:

Reason for Change:  [Provide written explanation for change request below]  
REVISED ATTACHMENT A

PROJECT DESCRIPTION AND TASK BREAKDOWN
Project Sponsor:

Project Title:

ACTIA Project Number:


Grant Notice to Proceed Date: 

Total ACTIA Funds Awarded to Project:
Total Project Cost:


Project Sponsor Matching Funds:
List source(s) and amount(s)

Percentage: Total ACTIA Funds Awarded to Project/Total Project Cost: 

Project Description:

Project Task Breakdown:
The following Revised Table A-1 is intended to replace the current, approved Table A-1 in its entirety.
	Table A-1: Project Task Breakdown

	Task
No.
	Phase
	Task Description
	Prerequisite

Task No.s

(from

Table A-1)

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


REVISED ATTACHMENT B
TASK DELIVERABLES AND DELIVERABLE DUE DATES
Project Sponsor:

Project Title:

ACTIA Project Number:

Project Task Deliverables and Due Dates:
The following Revised Table B-1 is intended to replace the current, approved Table B-1 in its entirety.
	Table B-1: Task Deliverables and Due Dates

	Task No.

(from

Table A-1)
	Deliverable
	Deliverable Due to ACTIA

(Date)

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	Notes:

1. Project Sponsor shall provide ACTIA with not less than ten (10) days advance notice of any public meetings or events related to implementation of this grant.


REVISED ATTACHMENT B
PROJECT MILESTONE SCHEDULE
Project Sponsor:

Project Title:

ACTIA Project Number:

Project Milestone Schedule:
The following Revised Table B-2 is intended to replace the current, approved Table B-2 in its entirety.
	Table B-2:  Project Milestone Schedule

	Project Milestone
	Date

	ACTIA Grant Awarded
	(Enter date from current Table B-2)

	Grant Notice to Proceed
	(Enter date from current Table B-2)

	
	

	
	

	
	

	
	

	Grant Funding Period Complete
	(Enter date from current Table B-2)

	Grant Funding Agreement Expires
	(Enter date from current Table B-2)


REVISED ATTACHMENT C
TASK BUDGETS AND OTHER FUNDING
Project Sponsor:

Project Title:

ACTIA Project Number:

Task Budgets and Other Funding:
The following Revised Table C-1 is intended to replace the current, approved Table C-1 in its entirety.
	Table C-1: Task Budgets and Funding

	Task No.

(from Table A-1)
	Measure B
Not-To-Exceed

Amount (Note 1)
	Amount of

Other Funding
Provided by

Project Sponsor
	Total

Task
Budget

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	Totals
	
	
	

	Notes:

1. The Measure B funding for each task shall reimburse eligible costs in the same proportion indicated for the applicable task in Table C-1, i.e. the proportion of Measure B Not to Exceed Amount to Total Task Budget.

2. No Measure B funds are earmarked for this task.

3. The Measure B funds shown for the Project Closeout task will be released upon receipt of the deliverable.  The Measure B amount assigned to the Project Closeout task is assumed to be withheld from Measure B amounts from other task(s).


REVISED TABLE F-1:
PROJECT PERFROMANCE MEASURES
Project Sponsor:

Project Title:

ACTIA Project Number:

Project Performance Measures and/or Goals:
The following Revised Table F-1 is intended to replace the current, approved Table F-1 in its entirety.
	Table F-1: Performance Measures Report

	No.
	Performance Measure
	Goal

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	






















































































