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Version Release Date: 07/16/2025
Origin Release Date: 02/26/2021Changing COA for Sub-Awards

Purpose: The purpose of this workflow is to outline the process and requirements for changing a COA on a sub-award.
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Start End
Identify the need to
update sub-award

COA¹ 

Send request to
award PI for

approval

Send a request to
Extramural Funds- Accounting 

Office (EMF) stating the
information about

the grant and PO COA,
required changes,

etc.

Approve COA
change

Update COA 
and 

encumbrances

Notes:
¹For example, if a new fund number is issued for year 2 
or 3 of an award. 
 

Process a budget 
adjustment to 
reinstate sub -

award on correct 
COA


