
Program Update Form/
Change in Authorized 

Official



Notification of Changes

• Grant funded staff
• Authorized Officials (Project 

Director, Project Administrator 
or Finance Officer)

Changes 
Requiring 

Notification

• Within 30 days of any changes
Timeline for 
Notification



Change in 
Authorized 
Official
• This form is utilized to document 

changes in authorized officials.

• This form must be signed by the 
Project Administrator and attached to 
a Contract Amendment request in the 
DCJS On-line

• Grants Management System (OGMS). 
Electronic signatures are accepted. 

• If the form is not signed by your 
Project Administrator, it unfortunately 
cannot be processed. Please do not 
email this form to DCJS staff.

• Note:  This form must be complete 
and uploaded for each affected grant.



Other Changes/Requests

• Submit a Contract Amendment in OGMS
‒ Grant Funded Staff

• No signature or additional form is required.

• For technical assistance, please contact 
grantsmgmt@dcjs.virginia.gov.

mailto:grantsmgmt@dcjs.virginia.gov


Change in Authorized Official



Reason (s) for 
Completing the Form

• Fill in the name of your program or 
locality

• Enter the Grant Number/ID Number 

• Check the reason for the request.



Previous Authorized 
Official

• Indicate if the authorized official is one 
or more of the following by checking 
either:

• Project Director
• Project Administrator
• Finance Officer



New Authorized 
Official

• Indicate if the authorized official is one or 
more of the following by checking either:
• Project Director
• Project Administrator
• Finance Officer



Extended Leave
• Indicate if the authorized official is one or 

more of the following by checking either:
• Project Director
• Project Administrator
• Finance Officer



Project 
Administrator’s 
Signature



Terry Willie-Surratt, CASA Grant Monitor and Quality Assurance Coordinator
804-225-4320 or terry.willie-Surratt@dcjs.Virginia.gov

Melissa O’Neill, State CASA Program Coordinator
804-786-6428 or melissa.o’neill@dcjs.Virginia.gov

OGMS Technical Support
ogmssupport@dcjs.Virginia.gov

DCJS Staff Contact Information

mailto:terry.willie-Surratt@dcjs.Virginia.gov
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