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Creating a Subaward Modification in UFIRST  

When a Subaward requires modification (i.e., changes to the period of performance, amount funded, UF or 

subrecipient personnel), the Principal Investigator or the Unit Administrator must request a Subaward 

Modification through UFIRST.  

 

To request a Subaward Modification, follow the steps below: 

1. Locate and open the Subaward that requires modification. 

 
2. From the Subaward Workspace, click the Create Subaward Modification activity.  

 
Click OK to continue.  



      Instruction Guide 

 

 © University of Florida | Updated: December 11, 2023 | Page 2 of 7 

 
3. Once the Subaward Modification is created, it enters the Modification Draft state. Click the Edit 

Subaward Modification button to access the Subaward Modification SmartForms. REMEMBER: There 

is help text on the right column of the SmartForms for guidance. 

 
4. Enter a detailed description of the requested changes on Page 1.0. For example, “Extend the period of 

performance to XX/XX/XXXX” or “Add incremental funds of $X,XXX” or “Effective XX/XX/XXX the UF PI 

has changed from Dr. Smith to Dr. Jones.” The descriptions “adding time and money” or “change in PI” 

do not provide sufficient detail. 

 
5. If updates to the Budget Period dates or Project Period dates are part of the modification, enter the 

changes to the fields labeled “…After Modification”. If no changes are needed, leave the default 

current dates in these fields. 
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If incremental funding is being provided, the Budget Period Start and End Date After Modification 

should reflect the new budget period. If the Project Period needs to be extended to accommodate the 

new Budget Period, enter the adjustment to the end date. For example: A Subaward provided an initial 

incremental Budget Period of 9/23/22-8/31/23 and an anticipated Project Period of 9/23/22-8/31/25. 

In a Subaward Modification to release the next yearly increment of funding, enter the Budget Period 

After Modification of 9/1/23-8/31/24. No changes are needed to the Project Period. 

 
6. If updates to the subaward amount funded, estimated cumulative total, or the cost share amounts are 

required, enter the changes in the Adjustments rows. The amounts entered can be positive or 

negative, depending on the circumstances of the modification.  

 

7. Once Page 1.0 is complete, click Continue. 

 
8. On Page 2.0, confirm that all Subrecipient Personnel contact information is correct. If not, enter the 

current information. (Please note that if the Subrecipient PI is changing, Sponsor prior approval may be 

required.) 
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9. Once Page 2.0 is complete, click Continue. 

 
10. On Page 3.0, attach the documents that support the modification. If the modification will add or 

subtract funds, attach a detailed budget that reflects the change. If the modification will change the 

scope of work, attach an updated scope. 

 
11. If there are any changes to the Subrecipient’s human subjects or animal activity, update the radio 

buttons as necessary. 
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12. Confirm reporting requirements are correct. If there are changes, update accordingly and provide 

additional information in the ad hoc field. 

 
13. Use field 8.0 to provide any other information pertaining to the changes being requested in this 

modification. 

 
14. Once Page 3.0 is complete, click Continue and advance to Page 5.0. 

 
15. As indicated in the instructions on Page 5.0, check the SmartForm for errors by clicking “Validate” on 

the left side of the form: 
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Any errors that are present will be listed: 

 
Click on the SmartForm page in the Error/Warning Message box to navigate to the error. Once all 

errors have been addressed, and validation is passed, click the “Finish” button to return to the 

Subaward Modification Workspace. 

 
16. From the Subaward Modification Workspace, click “Submit Subaward Modification”, and receive the 

following message: 
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Click “OK”. The Subaward Modification will transition to “Core Office Review” and the DSP Outgoing 

Subawards Team is notified that the record is ready for review. 

 

For any questions, please contact the DSP Outgoing Subawards Team at UFSubawards@ufl.edu or 

(352) 392-0239. 

 

 


