Grantee Instructions — Extension Request

Log into WebGrants at www.fundingmt.org

Click on My Grants
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Enter the grant title and number. Select Contract Extension from the drop down. Click Save.
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Click on the Contract Extension Request.
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Complete the form noting specific reasons for the extension request, and any changes to the
planned events. Click Save when complete.
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Next, to update the Planned Project Activities timeline - click Add.
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When finished, click Mark as Complete, and Submit. A popup appears. Read and click OK. A
confirmation will be shown letting you know that your extension request has been submitted.

Department staff will review your request.

If the request is approved, you will receive be sent 2 copies of the Contract Supplemental
Agreement. Obtain the required signatures and return one original agreement to MDA.

When agreement has been received by MDA, you will receive an email alert directing you
to login to WebGrants at https://fundingmt.org so that you can update your grant
components to reflect the approved changes.

Click on My Grants, then on the title of the grant.
Click on the Activities/Education Timeline component. Click on Correcting Version.
Click Edit at top of page, and make the approved changes. Save.
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A popup appears. Read and click OK. A confirmation will be shown letting you know that you
have successfully submitted the approved extension updates.
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