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Overview 
The Renewal Budget & Progress Report is a critical deliverable that allows you to request continued funding for your CF Foundation award. This guide walks you 
through the complete process, from initial preparation to final submission, with emphasis on the new attestation requirements.   
 
Important Note: Only users who have been added as contacts to an award record by the Principal Investigator will be able to view and work on deliverables 
associated with that award. 
 
Process Overview 
The Renewal Budget & Progress Report follows a structured workflow with multiple attestation points: 

1. In Progress - Initial preparation and completion 
2. Pending PI Acceptance - Principal Investigator review and attestation 
3. Pending AIO Acceptance - Authorized Institution Official (AIO) review and attestation 
4. Submitted - Under CF Foundation review 
5. Revisions Requested – If the CF Foundation requests revisions to the submitted Renewal Budget & Progress Report  
6. Approved - Final approval status based on CF Foundation review 

 
Accessing and Beginning Your Renewal 
Step 1: Locate Your Deliverable 

1. Log into the Grants Management System at https://awards.cff.org/  
2. Navigate to My Awards → My Activities 
3. Click on Upcoming Deliverables 
4. Find your Renewal Budget & Progress Report with "Pending" status 
5. Click on the deliverable to open it 

 

https://awards.cff.org/


 

 
 
Step 2: Begin Preparation 

1. On the Renewal Budget & Progress Report page, click Begin Preparation 
2. The status will change from "Pending" to "In Progress" 
3. You can now begin working on all components of your renewal 

 

 
 

Completing the Renewal Components 
Who Can Work on the Renewal? 
When the status is "In Progress," the following roles can edit and complete the renewal: 

• Principal Investigator 
• Grants Officer 
• Financial Officer 
• Authorized Institution Official 
• Any contact granted specific Budget Access by the Principal Investigator 

 



 

Important Note: For information on assigning institutional contacts to award records, please refer to the How to Add Contacts guide. 
Component 1: Renewal Budget and Budget Justification 
Accessing the Budget 

1. Under the Renewal Budget tab, click the Open button next to "Budget" 
2. A pop-up window will appear with your budget form 

 
 

Working with Budget Categories 
• The budget automatically populates based on your original application 
• Click the + Sign next to each budget category to expand line items 

 
• Edit any budget cells as needed for the renewal period 
• To Add an Expense: Click the + Add [Budget Category] under the budget category 

https://awards.cff.org/files/1524383/163280/How_to_Add_Contacts.pdf


 

 
• To Save an Expense: After all expenses have been added to the budget category, select Save [Budget Category] to save all the line items 

o Important Note: If you do not select Save [Budget Category] after you have entered in your line item expenses, the system will not allow you to move 
to another budget category until the previous has been saved.  

 
• To Delete an Expense: Click the X button next to the line item 

 

 



 

Budget Justification Requirements 
• Each budget category with expenses must include a justification 
• Enter justifications in the text box under each budget category 

 
• Critical: The system will not allow submission if any budget justification text box is left blank 

Saving Your Budget 
1. Complete all expenses and justifications 
2. Fill in the Indirect Costs field if allowable per your RFA guidelines 

 
3. Click Save at the bottom of the budget window to save all your estimated Renewal expenses 

 



 

4. Click Close Budget to return to the main page 

 
Important Note: If your renewal includes subcontractor budgets that require updates, please refer to the How to Edit Subcontractors for the Renewal Budget & 
Progress Report guide for detailed instructions." 
 
 
 
Viewing Your Budget 

• Budget PDF: Click Print next to "Budget PDF" under the Renewal Budget tab 

 
• Budget Justification PDF: Click Print next to "Budget Justification" under the Budget Justification tab 

 

https://awards.cff.org/files/1524383/163316/How_to_Edit_Subcontractor_Budgets_for_the_Report_of_Expenditures_and_Renewal_Budget___Progress_Reports.pdf
https://awards.cff.org/files/1524383/163316/How_to_Edit_Subcontractor_Budgets_for_the_Report_of_Expenditures_and_Renewal_Budget___Progress_Reports.pdf


 

Component 2: Renewal Progress Report 
Downloading the Template 

1. Navigate to the Renewal Report tab 
2. Click the download link for the template 

 
3. A Word document labeled "Renewal-Progress-Report-CFF-GMS" will download 

Completing and Uploading Your Report 
1. Use the downloaded template to complete your progress report 
2. Follow all instructions provided within the template 
3. Save your completed report 
4. Return to the Renewal Report tab and click Upload 
5. Select and upload your completed progress report 

 
Component 3: Required Administrative Information 
Authorized Institution Official Assignment 

1. Use the Authorized Institution Official search box to select the appropriate official 
2. This person will provide final institutional attestation 
3. Click Save My Work after making your selection 



 

 
Invention Disclosures/Patents 

• Answer the invention disclosure/patent question 
• If "Yes," include all relevant information in your renewal report submission 

 
Organizational Assurances 

• Complete all required organizational assurance information for the renewal period 
• Upload any documentation as required if your Organizational Assurance has been Approved or Exempt  
• Select Save My Work after completion 

 
 



 

Principal Investigator Attestation 
Transitioning to PI Review 

1. After completing all components, click Save My Work 
2. Click Pending PI Acceptance to advance the renewal 

 

 
3. Status changes from "In Progress" to "Pending PI Acceptance" 

Principal Investigator Actions Required 
1. Access the Renewal: Navigate to My Awards → My Activities → Upcoming Deliverables 

 
2. Select the renewal with "Pending PI Acceptance" status 

 
 
 



 

3. Review all components: Renewal report, budget, and budget justification 
4. Make edits if necessary: All components can still be modified at this stage 
5. Provide Attestation:  

o Check the box next to the Principal Investigator's Acceptance Statement 
o This serves as your electronic signature 

 
6. Submit for Final Review: Click "Submit to Authorized Institution Official for Acceptance" 

 

 
7. Status changes to "Pending AIO Acceptance" 

 



 

Authorized Institution Official Attestation 
AIO Access and Review 

1. The assigned AIO will receive a notification 
2. AIO logs in and navigates to My Awards → Activities → Upcoming Deliverables 

 
3. AIO selects the renewal with "Pending AIO Acceptance" status 

 
4. AIO can review all components:  

o View the renewal report PDF 
o Print the budget and budget justification for review 



 

 
Revising the Assigned Authorized Institution Official Contact: 
If the incorrect Authorized Institution Official was assigned to the Renewal Budget & Progress Report:  

1. The Principal Investigator, Grants Officer, Financial Officer, Authorized Institution Official or contact with Budget Access may select the Renewal Budget & 
Progress Report in “Pending AIO Acceptance” status  

2. The following contact may select the Revise AIO button on the Renewal Budget & Progress Report 

 
3. This moves the status of the activity back to “Pending” to allow for the associated contact to resubmit the Renewal Budget & Progress Report with the 

correct Authorized Institution Official assignment.  



 

AIO Decision Options 

 
Option 1: Request Revisions 
If revisions are needed: 

1. Enter revision requests in the "Revisions Requested by the Authorized Institution Official" text box 
2. Click "Request Revisions" button 

 



 

3. Status returns to "In Progress" 
4. Assigned contacts will address revisions entered in by the Authorized Institution Official and resubmit for review 

Option 2: Submit to CF Foundation 
If the renewal is approved: 

1. Provide Attestation: Check the box next to the Authorized Institution Official's Acceptance Statement 
2. Click Save My Work 
3. Click "Submit to CFF" to submit to the CF Foundation 

 
 

4. Status changes to "Submitted" 
5. All parties receive notification with the fully executed renewal document PDF attached  
6. You may also find a fully executed copy under the My Award -> Activities -> Submitted Deliverables module by selecting the Renewal Budget & Progress 

Report activity in “Submitted” status 



 

 

 
7. The fully executed copy will be available under the Signed Face Page section of the Renewal Budget & Progress Report  

 

 
 

 
 
 



 

CF Foundation Review 
During Review Period 

• No action required from your team during CF Foundation review 
• Both the CFF Program Officer and CFF Program Administrator will review your submission 

Possible Outcomes 
Approval 

• Status changes from "Submitted" to "Approved" 
• Find your approved renewal in Completed Deliverables under My Activities 
• Award letter for the renewal period will be issued shortly 
• View the award letter in Upcoming Deliverables once issued 

Revisions Requested by CF Foundation 
• Status changes from "Submitted" to "Revisions Requested" 
• Find the renewal in Upcoming Deliverables under My Activities 

 

 
 



 

Handling CF Foundation Revision Requests 
Viewing Requested Revisions 

1. Access the renewal with "Revisions Requested" status 
2. Review External Revisions at the top of the renewal page 
3. The External Revisions detail exactly what changes the CF Foundation requires 

 
Making Revisions 
Who can make revisions: 

• Principal Investigator 
• Grants Officer 
• Financial Officer 
• Authorized Institution Official 
• Any contact with Budget Access 

Resubmission Process 
1. Complete all requested revisions 
2. Click Save My Work 
3. Click Pending PI Acceptance to start the re-attestation process 
4. Principal Investigator must re-attest:  

o Access the renewal in "Pending PI Acceptance" status 
o Check the Principal Investigator Assurance Statement box 
o Click "Submit to Authorized Institution Official for Acceptance" 

5. Authorized Institution Official must re-attest:  



 

o Access the renewal in "Pending AIO Acceptance" status 
o Review all revisions 
o Check the Authorized Institution Official's Acceptance Statement box 
o Click "Submit to CFF" to resubmit 

 
Important Notes and Tips 
Access Requirements 

• You must be added as a contact to the award by the Principal Investigator to view deliverables 
• You may refer to the separate guide: “How to Add Contacts” for step-by-step guidance on how the Principal Investigator can add internal Institution 

contacts to their award record.  
• For budget access, the PI must specifically add you to the Budget Access section 

Subcontractor Budgets 
• If your renewal includes subcontractor budgets, refer to the separate guide: "How to Update Subcontractors for the Renewal Budget & Progress Report” 

Changing the Authorized Institution Official 
• If the wrong AIO is assigned, authorized personnel can click the "Revise AIO" button 
• This returns the status to "Pending" so the correct AIO can be assigned 

Finding Completed Documents 
• Fully executed renewal documents are available in the Signed Face Page section 
• Access through My Awards → Activities → Submitted Deliverables 

System Validation 
• The system will prevent submission if required fields are incomplete 
• Pay special attention to the renewal budget requirements 
• Ensure all organizational assurances are completed (if applicable)  
• Include any Invention Disclosures/Patents as part of the Renewal Report upload (if applicable)  

 
Support and Additional Resources 
For technical assistance with the Grants Management System or questions about the renewal process, please contact the GCMA Post-Award Administrators. Contact 
information for the GCMA Post-Award Administrators that oversee the award are located on the bottom of the Renewal Budget & Progress Report activity. 

 
Remember: The attestation process ensures institutional compliance and accountability. Both the Principal Investigator and Authorized Institution Official 
attestations serve as electronic signature stamps, confirming the accuracy and completeness of your renewal submission. 

https://awards.cff.org/files/1524383/163280/How_to_Add_Contacts.pdf
https://awards.cff.org/files/1524383/163316/How_to_Edit_Subcontractor_Budgets_for_the_Report_of_Expenditures_and_Renewal_Budget___Progress_Reports.pdf
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