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Introduction
This checklist helps grant recipients under a grant agreement based on an ADA template prepare and complete amendment requests. It is based on ADA’s current grant agreement template (2026 onwards) and provides practical guidance. The checklist is non-binding. Users should always verify its content against the applicable agreement. Particular attention is required if the agreement is based on earlier ADA templates.
	Important note: Please note that requests for contract amendments, including budget reallocations, must be submitted to ADA before the planned change is implemented. As a general rule, contract amendment requests concerning changes that have already started to be implemented cannot be accepted. Please therefore submit any such requests to ADA in advance.


1. Amendments
The Action Document and all other annexes are part of the grant agreement. Changes to these documents therefore require the consent of all parties to the agreement. Once all parties have consented to the changes, the amendments are incorporated into and form part of the agreement. In accordance with the grant agreement, amendments must be made in writing and signed by authorized representatives of each party.
The applicable grant agreement may provide that certain minor changes do not require ADA’s prior consent (for example, under the ADA general terms and conditions for grant support to actions). Such minor changes may include, for example, changes to the content of the action or budget reallocations up to a certain threshold.
2. Before submitting the request
	Done
	Check item

	☐	The relevant provisions of the applicable grant agreement have been checked before preparing the amendment request.

	☐	The proposed change has not yet been implemented, and the request is submitted before implementation of the planned change has started.

	☐	The request is submitted in writing and signed by the authorized representative(s) of the recipient.

	☐	The request is sent to the ADA contact address specified in the grant agreement.


3. Information to be included in the request
	Done
	Check item

	☐	The requested changes are necessary for the successful implementation of the Action and the achievement of the expected results.

	☐	The request clearly explains the proposed changes, the future date when changes will become effective (earliest date is the date of ADA’s consent) and includes justifications. 

	☐	All affected annexes to the grant agreement have been updated and show the requested amendments. They must be consistent with each other and included in the request.


4. Changes to the content
	Done
	Check item

	☐	Changes to the Action Document are justified, for example due to changed context, implementation conditions or operational needs.

	☐	The expected results, intervention logic, target groups and activities remain coherent.


5. Changes to the budget
	Done
	Check item

	☐	The reallocations are based on the most recently agreed budget, using the agreed budget template, including the Action number and title as well as the tab “Sources of funding”. The updated budget may also include changes made that did not require ADA consent.

	☐	The reasons for each proposed reallocation are explained and linked to the implementation needs of the Action. Savings in other budget lines are not a valid justification for reallocations.

	☐	The request includes a justification for each changed or new budget line, including the use of contingency, where applicable.

	☐	New budget lines are added in the appropriate budget category or sub-category.

	☐	Any relevant observations by ADA from previous expenditure verification or on-the-spot-checks have been considered, in particular observations relating to possible corrections or budget adjustments.

	☐	No budget line is reduced below the amount already spent or costs already settled by ADA. Budget lines not affected by the amendment request have not been overwritten, removed or otherwise changed.

	☐	There is no reallocation between direct and indirect costs.

	☐	The revised budget is complete, arithmetically correct and internally consistent. All formulas are correct and work, and all reallocations balance to zero.

	☐	The total budget remains unchanged unless (i) the request concerns an increase in the ADA grant or (ii) the increase is covered by additional funding from the recipient or third parties. Any increase must be clearly shown in the revised budget and not lead to any fundamental change in the Action.

	☐	The current ADA budget template includes a template for budget reallocation.

	☐

	For budgets using the pre-2025 ADA budget template, the summary and detailed budget are both included and consistent with each other, and the tab “Sources of funding” is included. 

	☐
	If budget changes affect the Action Document and/or the Logframe, these documents have
been updated accordingly.


6. Changes to the duration
	Done
	Check item

	☐	The reasons for the requested extension and its impact on the implementation are explained.

	☐	All Action documents have been adapted in a coherent manner, reflecting the changes in the duration (e.g. dates, implementation schedule, etc.).  

	☐	Any required adjustment of reporting periods or deadlines is indicated.


7. Documents typically required
	Done
	Check item

	☐	Amendment request letter, signed by the authorized representative(s) of the recipient.

	☐	Revised Action Document (incl. annexes), where applicable. Please submit both, a track changes version and a clean version. 

	☐	Revised budget, where applicable.

	☐	Other revised annexes or supporting documents, where relevant. Please submit both, a track changes version and a clean version.



	Note: ADA may request clarifications or additional documents if the amendment request is incomplete, unclear or cannot be assessed on the basis of the submitted information.
Each request will be assessed on its individual merits. Compliance with this checklist does not guarantee ADA’s consent to the requested amendment. 
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