ND GRANTS QUICK REFERENCE GUIDE

Creating Narrative Only Amendments

Quick Reference Guides (QRGs) provide step-by-step instructions to assist you in using the
Non-Disaster Grants (ND Grants) system. This QRG describes how to submit a narrative only
amendment request.

Introduction

A narrative only amendment request is required to be submitted in ND Grants before requesting a payment in PARS.
No other changes should be requested in the narrative only amendment request. The narrative amendment will
proceed through FEMA internal review.

Amendment Type Amendment Description

A narrative only amendment request to
Narrative Only request a payment. No other changes are Requires FEMA internal review
requested in this amendment type.

Table 1. Amendment type, description, and review parameters

Note
= Requests of payments must be requested and approved in the PARS System. This is a separate action than
the narrative only amendment request in ND Grants.
= Before submitting an amendment, contact your FEMA Program Manager to discuss the requested changes.

Your FEMA Program Manager will ensure that you have justified the proposed changes correctly before the
amendment is submitted.

= Please consult the Viewing and Creating Amendments Quick Reference Guide for further details on creating
other amendment types.

Prerequisites

To submit an amendment:

= You must be the Authorized Official to submit an amendment.
= You cannot submit an amendment request if there is another amendment pending review.
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CREATING NARRATIVE ONLY AMENDMENTS

Step 1

To view amendments, open the Grants dropdown and click the Manage Amendments link.

ND Grants m Pending Tasks + Applications - Grants Administration ~

. Grants Dashboard
Performance Progress Reporis
Manage Amendments

as. Nayg_ dranteces

Figure 1. Click the Manage Amendments link in the Grants dropdown on the ND Grants homepage

Step 2

To create an amendment, click the Create Amendment button in the top right corner.

e . +
Amendment Administration el aerent
Hihe hat ff an Amendment was indialed intomady by FERLA), 1wl nol hase a (arres pencng Amcrdmens Reues]
0 [w] | retonds perpage Sharing 139 90 of BEQ enircs Zearch: I ]

4 amendment TRamuest Homlwer ﬁ Subimissien st # Amandment Reoquest Satos :: {aranl Number 2 amencment Member Acilan
2003-EU-T3-COl2-RO2 AmCnEment Request YWithdrown victhdrawn 2003-EU-T3 0012 |
2003-EU-T3:CO12-P03 AMEnEment Regquest Withdrawn Vésthdrawn 2003:-EU-T3:0012 |
200T-EU-T3-¢012-ROa Argndment Request vathdrawn wigthdrawn 200Z-EU-TI-0012 |
2004-EU-T3-GOS5-RO2 wied, 21 Now 2012 19:38:37 +0000 Approved 2004-EU-T3- D045 200=-EL-T3-DI5-A03

Figure 2. Click the Create Amendment button on the Amendment Administration page

Note

= The Amendment Administration page will list all previously submitted, approved, withdrawn, and denied
amendments.
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Step 3
Click the dropdown to select a grant. Then click the Create Amendment button.
Selact Grant
Grant
Zelect a Grant o | Q
Grant Mumber Funding Qppertunity Name Drganization Hame
ERMW-2015-5S-00004 By 5 Homeland Security. Grant Piogram Spnlh e NDHG Sprint 15 Ciganization|1
EMW-2015-33-00008 F¥15 Homeland Security Srant Frogram Spiing 16 MEIS Sprind 16 Srganlzation 1
Enpv-2015-535-00009 F¥15 Homeland Security Srant Frogram Sprnt 16 MES Sprind 16 Crganlzation 1

Figure 3. Select a grant from the dropdown menu

Select Grant

Grant
Select a Grant r Q
‘ Close | Create Amendment I
Figure 4. Click the Create Amendment button to open the Create Amendment Request page
Note

= |f there is an amendment in progress for the selected award, an error message will appear indicating that a
new amendment cannot be created until the previous amendment is approved.
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CREATING NARRATIVE ONLY AMENDMENTS

Step 4
Explain the purpose of the amendment request in the Amendment Request Narrative text box.

Create Amendment Request

Grant Number  EMA-2017-CA-D0012

Amendment Requast Narrative

Contacts Amendment Request Narrative

Period of Performance
Pleaze provide an explanstion for this Amendment Request. If the narrative exceeds 20,000 characters please provide an attachment.

SF-4244
Terms and Conditions Narrative
Attachments ||o‘"n[h E] |¢\A |B .I |:=E == |:= v_ =T E = |€? |@' IM
Cancel Save m
Contacts

Contact Search for a Contact | Q =+

Figure 5. Justify the amendment request in the Amendment Request Narrative text box before making other changes
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CREATING NARRATIVE ONLY AMENDMENTS

Step 5

Click the Submit button to complete the amendment request.

Create Amendment Request

Grant Number  EMA-2017-CA-00012

Amendment Request Narrative

Contacts Amendment Request Narrative

Period of Performance
Pleass provide an explanation for this Amendment Requeast. If the narrative exceeds 20,000 characters please provide an attachment.

SF-424A
Narrative
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Cante' Sa\re m

Contacts

Contact Search for & Contact *y Q +

Figure 6. Click the Submit button to submit the amendment request

View Amendment Request

Amendment Request Details The Amendment Request for contact changes was automatically approved as Amendment Request (EMA-2017-CA-D0012-R02). The =
Contacts addiional changes requested have been submitted for review as Amendment Request [EMA-2017-CA-00012-R04).
Acticn History

Amendment Request Details

Amendment Request Number  EMA-2017-CADCD12-R04
Organization Name Cam_test
Amendment Request Status  Submilted

Amendment Request Narrative  {est

Figure 7. The View Amendment Request page, including the confirmation message
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CREATING NARRATIVE ONLY AMENDMENTS

Questions?

For additional assistance, please contact the ND Grants Service Desk. For programmatic or grants management
guestions, please contact your Program Manager or Grants Specialist.

Learn more at fema.gov March 6, 2025 6 of


mailto:NDGrants@fema.dhs.gov

	ND GRANTS QUICK REFERENCE GUIDE
	Creating Narrative Only Amendments
	Introduction
	Note

	Prerequisites
	Step 1
	Step 2
	Note

	Step 3
	Note

	Step 4
	Step 5
	Questions?


