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FPO – Partial Funding Step 1

From  Award Tab, search for Award to be used for Partial Funding
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FPO – Partial Funding Step 2

From the Grants File Launch Page select “Partially Fund this Award” in the Action 
dropdown list.
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FPO – Partial Funding Step 3

Click on the “plus (+)” beside the Action box to get details for the appropriate application 
for the Partial Funding.  (All applications associated with the award will be available, but 
Partial Funding can be done on only ONE application at a time.)
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FPO – Partial Funding Step 4

Enter appropriate language into the Memo box.  (See last slide for sample language.)  Click 
the “Select” button for the desired application.  
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FPO – Partial Funding Step 5

Enter amount of Partial Funding into the “Fed Add Amount” box, then click the “Save”
button.  Click “OK” when the warning message pops up.  (This is a reminder to use the 
same amount on the Procurement Request.)    
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FPO – Partial Funding Step 6

Enter appropriate Non-Fed Amount if applicable.  Click “Save and Start Workflow.” Click 
“OK” on the warning message alerting you that a Procurement Request is being put into 
your task box.   You will be returned to the launch page of the new Award File.
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FPO – Partial Funding Step 7

Navigate to the “Inbox” “Task” screen.  There should be two new tasks: (1) Procurement 
Request and Commitment of Funds and (2) Review Release of Funds. (The Procurement 
Request should be completed and sent through workflow.  The process works just like a 
new award and will not be repeated here.)  Click on “View” for Review Release of Funds.
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FPO – Partial Funding Step 8

In most cases you can now simply select “Forward to Grants Specialist for Review” and 
add a workflow comment. Do not make any edits to the “Amendment Details”; they will be 
done by the Grants Specialist.  If changes to the Partial Funding Memo or Funding 
Amounts are needed select “View/Edit Partial Funding Document”.  

NOTE:  If changes are being made to the Federal Funding Amount, the Procurement 
Request task must also be in your Inbox.
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Sample Language for Partial Funding Memo
Due to ________ total funding for this award period is not available 
additional funds will be provided at a later date.

Due to ________ total funding for this award period is not available in this 
FY additional funds will be provided in FY__ it is our intent to provide total 
funding for this award.

Due to ________ funding for this award period is not available additional 
funds will not be provided and this award will be reduced by ________

This release of funds is expected to be the final release of funds in FY 2007.  
The remainder of the project is expected to be funded in 2008 and 2009 
assuming funds are available.

NOTES:  
When no additional funds are to be made available then the Program Office needs 
to advise the Grants Officer so that an amendment can be created informing the 
recipient that no additional funds will be provided and that they have the option of 
continuing work with existing funds or terminating the award.

If Federal Funding is being reduced, the match should be reduced accordingly.

If the Partial Funding is on a continuation application instead of the original award, 
note the appropriate amendment number in the Partial Funding Memo.
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