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Log into EGMS

2

1 Log into the Enterprise Grants 
Management System page by entering 
your username and password. Click 
the Log in button.
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Locate the Grant

3

1

2 Select the Grant ID from the list.

Click on the Grant tab.

1
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Initiate Change Request

4

1 Click on the Change Request tab.

2

1

2
Click on the Initiate Change Request 
button.



Fill out the Change Request

5

1 Select Change Request Type from the 
drop-down menu:
• Cost-Extension

6

2
2

1

Enter in a description for the request

33 Click Save once complete 



Overview

6

1 The previously entered data will now 
be saved. Click the Next button to 
proceed.

1



Period Changes

7

1 In the Period Changes tab, enter the 
Proposed Project and Budget Period 
end dates

2 Click the Next button.

1
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Categorical Budget

8

1 Navigate to the Categorical Budget 
tab.

2 Click the Enter Change Request 
Budget button

2

1



Categorical Budget

9

1 Enter in the adjustment amounts per 
applicable line item

2 Click Save once complete 

1
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Attach documents

10

Upload any applicable documents by 
clicking the Upload Attachments 
button

1

2
Click Submit for Approval button once 
complete

1

2



Thank you!

If you still have questions, please contact OGM at doh.grants@dc.gov
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