


















Step 7: Click Edit 
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Step 8: Under Additional Grantee Contacts select the additional contacts that need to be included in the 

email communications received from Grants4TN. 

Note: When selecting the additional contacts make sure you hold the Ctr/ key as you select. 
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Step 10: Click Go to Application Forms. 

DC>p,1 r tnic11t of 

Labor & Workforce 
--- Development 

f/1 Application 

AppliclaClan: Ol7M • OJT and In an-
-- Grants and Budgets I.ml Selvices 

-- 05522-Adei!KN! FWldilg ~ 
,___,_ Fnal Appl,calion Dealalenot~ma 

lnstrucclons ~~""""~ain.-_____ ,,,...,.,c,1.,. __ 

_ .. 05795 

...._ ,_ 0JT and In Classroom 

- ~ Kall,y Tesler 

-"- Kathy Tesler 
s..liad-.,...,~ GnUm ... V"•,y:,,.•v-g, ..., 11\,Q-'\1."".r.~,· •-...._ .. ..,.~,o.,....: 

GolDAppllcallof,Fanns 



Step 11: Click Letter of Request. 

_.P'"I ... -..-·::: . ,-_· 

TN : ueparlment of 
· Labor & Workforce 

--- Development 

~ Menu I • Halp I • Loe 0ul 

'fl Application 

Aflpllcatlon: 0f7N • OJT and In Classroom 

~ 

........,_ Gnults n Budgll4s lkil Sffiices 

'llldncl°""""""" 05522-Adcllianal Finling feJ,est 

~- Flnal~lllilln~nal~ 

Ti.owi,nd~--- """-,_ c-,g-•~-.,....,........,,,,._,_or_ll.-_,, Tl'IUd'«J{.-ir-111eom,s ""t'.,,,_...,,__._ __ ..,---•--•-""""'"".,_ ro.-N~CllCAl!ltSU!ml-

Step 12: CIiek Add. 
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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 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 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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