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Please send queries and completed forms via the Research Helpline General Enquiries form. 
Select 'Research Grants and Contracts' > 'Grants' > 'Research Agreement' > ‘Internal UoM’>’Yes’

		Variation Request Form

Funding Summary
	Chief Investigator Name
	

	Funding Program
	Choose a scheme

	If other: 
(please specify)
	

	Funding Scheme Year
	YYYY

	Faculty
	
	School/Department
	

	SmartyGrants ID
	e.g. 2025ECRG001
	E-mail 
	

	Workday Project # 
(or Cayuse award #)
	e.g. PRJ_015001
	Details of any external collaborators and/or research agreements
	

	Details of any previous variations
	


	Summary of progress 
to date
	





Variation Request Details 
	Variation Type(s) (Select all that apply)
	☐ General Project Extension
☐ Reduction in FTE
☐ Budget Reallocation / Budget Variation
☐ Extended Leave (e.g., parental leave, sick leave or other approved leave that requires a contract extension)
☐ Other (please specify): _______________________________



Please complete only the sections relevant to the variation type(s) selected above.
	Project Extension
Please refer to your scheme’s Guidelines (see Researcher Development Schemes) for restrictions on extensions (normally a maximum of 6 months). Extensions should be submitted at least one month prior to the original end date. 


	Current Project End Date:
	Click or tap to enter a date.	Proposed New End Date:
	Click or tap to enter a date.


	Reduction in FTE /Budget/ Extended Leave/Other: Minor budget changes do not always require variation. Check with the RDS team if you are unsure. 

	Explanation of variation requested
	




	Remaining Funding
	Approximate unspent balance remaining:
$ ________________________





HR Confirmation
Complete this section only if the variation request relates to changes in your FTE or an approved period of leave that requires a contract extension, such as parental leave.

Note: HR confirmation is not required for general project extension requests.
Select from the options below: 
	A ☐
	HR confirmation (required for changes in FTE). 

	HR/Faculty confirmed project end date:

Click or tap to enter a date.

	B ☐
	HR confirmation (required for a period of approved leave).

	Type of leave: ___________________
	Leave period: 
e.g. 1 Jan 2026 - 31 May 2026
	HR/Faculty confirmed project end date:

Click or tap to enter a date.




Justification of Request
	Please include details regarding the exceptional circumstances which justify your project extension request or other variation type. Please include other relevant details, such as the amount of funding remaining for the project and proposed use of any additional time (Max 2 pages).

	






	Awardees Signature
	

	Date
	Click or tap to enter a date.



Authorisation
Please have your Head of Department/Head of School (or equivalent) confirm their support for this Variation Request below. This Variation Request Form is received by RDS on behalf of Chancellery (Research) and will be submitted to the relevant Pro Vice-Chancellor for review and decision.

	Head of Department/School (or equivalent) comments – optional

	





	HoD/HoS Name
	

	HoD/HoS Position
	

	Name of Department/School
	

	HoD/HoS signature
	
	Date
	Click or tap to enter a date.




Please send queries and completed forms via the Research Helpline General Enquiries form. See directions above.
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