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Step 10: Click Go to Application Forms.
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Step 11: Click Letter of Request.
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Step 12: Click Add.

Oepartment of
TN Labor & Workforce
Development

@y enu | [ Hoip | il Log Owe Goack| ;| @Paddl
@ Application 0

Application: 05798 - OJT and In Classroom
Progmm Ams Grants and Budgets Unit Services
Furting Oppariunity: (5522 - Adiditional Funding Request

Instructions
Piaase upioad 8 letier from e appropnsle sgmatory 8uthorty and ail SCROIBT GUOIBS oy (e SEMS YOU &re Mequestng o (vocure
Letter of Request Mark as Complew | Go to Application Forms

Lt Ectimet B,




Upload a document from the computer by clicking browse. Uploaded documentation must reflect an
appropriate file name and description of the attachment in the text box. The documents should contain
justification for the requested funds and must be signed by an authorized signatory authority. Once the
documentation has been uploaded and described, click Save.
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After clicking Save, the system will navigate back to the prior screen. Click Add as many times as needed
to upload all pertinent documentation. Simply repeat Step 12 until all documents have been saved.

Step 13: Click Mark as Complete.
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Step 14: Click Additional Funding Request.
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Step 15: Click Edit
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Step 16: Enter in the Proposed End Date, Proposed Effective Date, and the dollar amounts for
Administration and Program.

The Proposed Effective Date is the date that the requested change should take effect. NOTE: This date
cannot be backdated prior to the date on letter signed by the signatory authority.
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Step 17: Click Save

Department of
TN Labor & Workforce
——— Development

Srvanu | [ Hoip | G Log O ’ <PBack | [ | [ ol save
@ Appliation 0

Application: 06888 - OJT and In Classroom
ProgemAme: Grarts and Budgets Unit Services
Funding Opporunitys (5522 - Additional Funding Request
Appiication Deediive:  Final Application Deadiine not Applicable

Additional Funding Request
Proposed End Detw ﬂ

Budget Request
A Ten100
ProgrnT 140 00
Retum to Top




Step 18: Click Submit.
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Step 19: Click OK.
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Step 20: You will see this screen tell you that you have successfully submitted the Contract Amendment
Application.
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