
 
Form 109 

Change Request Form 
 

Costs associated with equipment procurement submitted as part of a grant application may be based on 
estimates.  If excess funds become available during the equipment acquisition process, a sub-recipient shall either 
return excess funds to RIEMA, or petition RIEMA to request a change in the quantity of items, or request the 
purchase of additional items, by completing the sections below. 

 
CHANGE REQUEST – To be completed by Sub-Recipient 

 
Sub-recipient Name:                        
 
Signature:  
 
Address:  
 
Phone Number:                         Fax Number:  
 
Grant Award Number:  
 

  
 

REQUEST DECISION – To be completed by RIEMA 
 
Request Decision: 
 
(    ) – Approved  
 
(    ) – Requires additional information (explanation below) 
 
(    ) – Rejected, does not fit grant guidelines (explanation below) 
 
Approved by Executive Director: ______________________   Date _____/_____/_______ 
 
Explanation (if required): 
 
 
 
Original request change filed in sub-grantee folder.  Copy of approval sent to sub-recipient requesting change. 
  
Revised 12/2013 

Describe the adjustment or change request.  Include POETE, grant balances, and any change to the 
original budget submitted.  (If you require additional space, please attach the request on official 
letterhead). 
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