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Submission of Variations of Funding Agreements: Information to 

note 

The Australian Research Council requires that a Variation of Funding Agreement (VFA) be 

submitted for all major changes that occur on ARC funded Projects. VFAs must be submitted 

and approved by the Administering Organisations DVCR or Research Office staff. Depending 

on the type of change/s requested in the VFA, there are various personnel and/or organisations 

that will need to agree to the request. A list of all changes that require a VFA and the 

documentation/approvals required for these to be processed can be found in Appendix A. It is 

the responsibility of the Administering Organisation to ensure the appropriate approvals are 

sought. 

For VFAs to be accepted and assessed, the following conditions must be met: 

1. The Administering Organisation that is responsible for the Project must approve all VFA 

requests, making mention of all notifications held on file. An example of this statement 

is: Having noted all appropriate agreements, I approve this request on behalf of the 

Administering Organisation as well as all named Personnel and Organisations listed on 

the Project.  

Note – all VFAs must be submitted by the Administering Organisation only. If submitted 

via RMS, the ARC will accept the submission of the VFA by the Research Office, as 

the agreement from the Administering Organisation. The ARC will not accept VFA’s 

submitted from another organisation or the researcher. 

2. Agreement from all relevant parties must be held by the Administering Organisation to 

be produced on request by the ARC. Agreement may consist of a noted phone 

conversation or written assurance from the Project Leader that all relevant parties have 

been notified of the change to the Project. A copy of the email to the researchers is 

usually sufficient. 

3. Collaborating or Other Eligible Organisation agreements must be from the Research 

Office or DVCR, not Head of School or other staff member. 

4. A Partner or Other Organisation agreement may be submitted by the Partner Investigator 

on behalf of their organisation, if they have the appropriate internal approval to agree to 

the change.  

5. A Host Organisation agreement may be submitted by the principle contact on behalf of 

their organisation, if they have the appropriate internal approval to agree to the change.  

6. “All named Organisations and Personnel” means every organisation and person listed on 

the Project at the time of the VFA request. Names can be confirmed by referring to the 

details that appear on the Project Details tab within RMS. 

Please note: Information regarding VFAs and/or Projects, will only be communicated with 

the Administering Organisationôs Research Office (or equivalent). Participating 

Organisations and/or Investigators are not to contact the ARC regarding VFA and/or 

Projects and should always communicate with their Research Office in the first instance. 
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Processing VFAs in RMS 

Access to VFA requests in RMS 

Depending on the type of variation being used, different access is available in RMS. The 

table below outlines the specific VFA types available for processing by Research Office 

Staff. Whilst ARC staff have access to all VFAs, there are some types that have been 

restricted to Research Office Staff. For those variations only accessible by the ARC, 

Research Offices will be required to send all relevant details to the ARC for processing.  

Variations  Research Office Access 

Allowance  

Maternity/Parental Leave Yes – but RO can’t enter in requested amount 

Reimbursements Yes 

Budget  

Change Notification Yes 

EOYR  

Expenditure Correction 
No – Please email  

ARC-EndofYearReports@arc.gov.au 

Organisation  

Add/Update Yes 

Withdraw  Yes 

Person  

Add 
Yes – but only if the Administering Organisation 

administers the persons RMS account. 

Update Yes 

Additional Appointment Notification  Yes 

Defer Commencement Yes 

Suspension Yes 

Withdraw  Yes 

Project  

Asset Relocation Yes 

Defer Commencement Yes 

End Date Yes 

Full Relinquishment Yes 

Partial Relinquishment Yes 

Salary Conversion Yes 

Salary Relinquishment Yes 

Scope Yes 

Suspension Yes 

Title  Yes 

Transfer Yes 

Transfer Correction 
No – Please email  

ARC-Postaward@arc.gov.au 

For more details on each of the above variation types, please refer within the document 

below. For VFAs such as APAI 6mth extensions, Transfer Corrections, EOYR Corrections 

and additional personnel, must be submitted via the VFA form available on the ARC website. 

While completing variation requests, please note: 

¶ all dates entered into each variation type cannot be outside the Projects start and/or 

end date that the ARC has on record. If the end date in RMS does not match Research 

Office records, depending of the variation being requested, a separate VFA may be 
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needed to change the date must be approved by the ARC, before continuing with any 

other variations 

¶ participant lists are auto-populated from the Projects details already in RMS. If there 

is an investigator and/or organisation that do not appear on these lists they may not be 

entitled to the type of variation being requested, or may not be named on the Project. 

If a participant/organisation needs to be added to a Project, a separate VFA to add 

them must be approved by the ARC, before continuing with any variations that relate 

directly to them   

¶ when searching for an organisation, if it does not appear it may mean they are not 

listed as an organisation within RMS or they are known by a different name in RMS.  

¶ all funding amounts entered into RMS must not contain non-numerical values. For 

example, $129,091 should be reported as 129091.  

Supporting documentation   

The ARC requires that all VFA requests are submitted with supporting documentation, as 

specified in Appendix A. Although all document types and sizes are accepted in RMS (e.g. 

PDF, Word, emails, zip files etc.), no more than one file can be attached to the request and 

cannot be changed once approved by the delegate.  

It is important to confirm that all relevant documentation is attached to the request. If the 

documentation provided is insufficient, the ARC will need to de-submit the request back to 

the Research Office to seek additional documentation as required.  

IMPORTANT:  Please restrict the length of the filenames in the attachment as this may 

impact on the ability to open it later. 

Mandatory fields 

Several fields within each individual variation type are mandatory, meaning that you are 

required to complete these fields before the variation type can be added to the VFA request. 

These fields will be highlighted in red and/or a warning will occur when there is information 

missing. 

Justification field 

The justification field is mandatory and should be completed with all VFA requests. This 

field should be used by Research Offices to notify the ARC of the following information 

regarding the changes/actions proposed: 

¶ what the requested changes/actions are; 

¶ the personnel/organisations involved; and 

¶ the justification for the changes/actions taking place. 

Details of the justification will be used to justify the request and therefore needs to be clear 

and concise. The justification should not be an exact copy of the request but a clear reason as 

to why the request is being asked.  

The justification field should be populated with text provided by the Administering 

Organisation and the relevant attachments for the request. If the request includes confidential 

information, this may be excluded from this field and may only be included within the 

justification documents, if appropriate. 

Retrospective requests 

All VFAs are expected to be submitted to the ARC in a timely manner. If the ARC was not 

notified of changes as they occurred, then a retrospective VFA may be sought from the 

Administering Organisations Research Office. Failure to notify the ARC of changes to 

Projects may result in a full or partial recovery of funds.  
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Feedback Comments 

If a VFA has been de-submitted back to the Research Office by the ARC, there may be a 

feedback comment. This comment will include details of why the VFA was de-submitted and 

may request more information to be included in the VFA prior to it being resubmitted back to 

the ARC.  

Feedback comments may also be included on assessed VFAs and may include information on 

why the ARC approved/declined the request, as well as information the ARC may want to 

feedback on the request. 

IMPORTANT: The ARC will no longer produce letters with VFA outcomes. Research 

Offices will only receive the outcomes by logging in and viewing the VFA in RMS. At 

this stage notifications will not be provided outside the system, except for transfers. 

 

 

Special Conditions 

If a VFA has been assessed and approved by the ARC, it may have been approved with a 

‘Special Condition’. This means that the approval has been given based on certain conditions 

being met and should be adhered to by the Administering Organisation as well as the 

researchers. 

Special conditions are identified by the ‘Conditional’ column being populated with a ‘Yes’. 
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How to submit a VFA in RMS 

A VFA must only be created when there is certainty that one is required. Once a VFA has 

been assessed and submitted to the ARC, edits to the variations will not be possible by the 

Research Office. If an edit is needed to be made, a request to de-submit the VFA must be 

made to the Post-award team.  

VFAs can only be de-submitted prior to it being assessed by the delegate. Once it has been 

assessed by the delegate, no further edits may be made and a new VFA needs to be submitted 

for any additional changes.  

Please remember to save regularly as you complete the form, by using the ‘Save’ button 

located at the bottom left of the page. 

 

Starting a VFA in RMS 
a) Login to RMS. 

b) In the ‘Research Office Project Management’ section of the Action Centre, click on 

‘Research Office Projects’.  

 

  
 

c) Search for the relevant Project by filtering on the Scheme, Scheme Round or Status drop 

down lists. Alternatively, the Search bar can be used to search on the Project ID, Project 

Title or First Investigator.  

 

  

https://rms.arc.gov.au/RMS/ActionCentre/Account/Login?ReturnUrl=%2fRMS%2fActionCentre%2f
https://rms.arc.gov.au/RMS/ActionCentre/Account/Login?ReturnUrl=%2fRMS%2fActionCentre%2f


Research Office instructions for completing and submitting a VFA 

Page 9 of 43 

 

In the search bar, Project Statuses are classified as follows: 

Status Classification 

Funded 
These Projects have received ARC funding and are still 

considered Active Projects. 

File Closed 
These Projects are have met all ARC reporting 

requirements and have been closed in the system. 

Project Complete 

These Projects still have not yet been acquitted via the 

EOYR, but have met all reporting requirements and have 

had their Final Report approved.  

Fund Complete 

These Projects have acquitted all funds via the End of 

Year reporting, but their Final Report has not yet been 

approved. 

Final Report 

Approved 

These Projects still have not yet been acquitted via the 

EOYR, but have met all reporting requirements and have 

had their Final Report approved. 

Terminated 
These Projects have been terminated by the ARC and all 

funds have been recovered. 

Relinquished 

These Projects have been relinquished by the Research 

Office and all unspent funds have been returned to the 

ARC. 

 

a) Once you have found the relevant Project, click on the ‘Details’ button. 

 

 

b) Click on the ‘Variations’ tab. 

c) Click on the ‘Create VFA’ button.  

Once created, each VFA is assigned an individual code, which can be viewed under the 

‘Code’ column. For variations which have been completed, you may view its details by 

clicking on the ‘View’ button. For variations which have been created, but have not yet been 

completed, you may view its details and edit it, by selecting the ‘Edit’ button, as shown 

below. 
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Adding, removing and re-ordering multiple variation types 

Once a VFA has been created in RMS, multiple variation line items can be added, removed 

and re-ordered within each VFA request, as detailed below.  

To add a variation type: 

a) Select the appropriate variation type from the ‘Add Project Variation’ drop-down menu. 

 

 

b) Fill in all of the mandatory fields, as required (details of each type are listed below in 

these instructions). 

c) Click ‘Add’.  

d) Repeat steps ‘a’ and ‘c’ to add in additional lines for each variation line as required, 

saving as you go. 

e) Provide justification in the Justification box. Please note this is a text box only and will 

not accommodate attachments or graphics. 
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f) Select the ‘Choose File’ button and then press ‘Upload’ to attach the relevant 

documentation for the entire request, noting that it can only be one attachment.  

g) ‘Save’ and ‘Close’ the request. 

 

To remove a variation type: 

a) Within the VFA request, select the variation line to be removed and click the ‘Remove’ 

button, located on the right side of the relevant variation type row. 

 
 

b) A confirmation box will appear asking you whether you are sure you wish to remove this 

Project variation. Click ‘OK’.   

c) Repeat as necessary for any lines to be removed. 

d) Once completed Save and Close the VFA. 

 

To re-order multiple variation types: 

a) Within the VFA request, select the variation line to be moved and click the up or down 

arrows, located on the right side of the relevant variation type row (as shown below). 

This will allow you to re-order the variation types, which may be important for some of 

the variation types. 

 

 

b) Repeat as necessary for any lines to be moved. 

c) Once completed Save and Close the VFA. 
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Submitting a VFA to the ARC 

a) Once the VFA is completed. Go back on the Variations tab, scroll to the VFA request.  

 

 

b) If the request is ready to be submitted, select the ‘Submit to ARC’ button. 

c) Confirm that you are happy to submit the VFA to the ARC by selecting ‘Yes’. 

Please note: if you are not ready to submit the VFA to the ARC, then select ‘No’ and using 

the ‘Edit’ button, make the necessary changes to the VFA and resubmit if ready. 

 

Deleting a VFA 

If a VFA is no longer needed and it has not been assessed by the ARC delegate, it may be 

deleted if it has a ‘Submitted to RO’ status.  

Please note: we recommend that you do not leave multiple draft VFAs in RMS, as this will 

increase the number of VFAs that are sitting with the Research Office and may make it 

difficult to search through your records in RMS.  

a) Go back on the Variations tab and open the VFA request. 

b) Remove all variation lines in the request. 

c) Save and Close the VFA by using the ‘Close’ button or the Action Centre breadcrumb 

located at the top left of the screen 

 

d) Select the ‘Delete’ button. 

 
 

e) Confirm that you are happy to delete the VFA by selecting ‘Yes’.  

 

IMPORTANT: this cannot be undone once you have selected ‘yes’. 
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De-submission of VFA 

If a VFA is not completed correctly, additional information is required or additional request 

lines are required, the ARC may de-submit the VFA back to the Research Office.  

IMPORTANT: There is currently no notification if a VFA is de -submitted in RMS. 

It is up to the Research Office to review any VFAs that have been de-submitted by the ARC. 

If a VFA is de-submitted by the ARC, there will be feedback comments located within the 

VFA, as show on page 7. 

If a VFA has been de-submitted by the ARC, it is expected that the Research Office will 

address any concerns outlined in the Feedback Comments. If the VFA is resubmitted to the 

ARC without the required changes, it will be de-submitted back to the Research Office for 

attention. 

Research Offices can also request for a VFA to be de-submitted once it has been submitted to 

the ARC if an edit is needed to be made.  

VFAs can only be de-submitted prior to it being assessed by the delegate. Once it has been 

assessed by the delegate, no further edits may be made and a new VFA needs to be submitted 

for any additional changes.  

If the Research Office has any concerns regarding why the VFA was de-submitted or would 

like a VFA to be de-submitted, please contact the ARC via email at  

ARC-Postaward@arc.gov.au. 

 

 

 

 

  

mailto:ARC-Postaward@arc.gov.au
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Variation Types 

Allowance Variations 

Maternity/parental leave 

For selected scheme rounds, ARC funded personnel have access to apply for additional ARC 

funding for periods of up to 14 weeks of paid maternity leave or 2 weeks of parental leave, 

where such leave is taken during the course of the Project. The ARC will calculate this 

funding based on the ARC awarded salary amount for the equivalent year the personnel is 

currently being funded for. For example: If a DECRA is awarded 3 years of funding and 

undertakes the Project at 50% FTE from the beginning. If the leave was requested in the 3rd 

funded year, the rate at which the leave would be calculated on, would be the equivalent to 

the 2nd years’ salary. For more information on this, please refer to the ARC Salary and 

Stipends page of the ARC website. 

If there is no provision for paid maternity/parental leave in the Project’s Funding Rules 

and/or Funding Agreement, the Participant will not be eligible for paid leave from the ARC. 

Please refer to the relevant Funding Rules and/or Funding Agreement to ensure that the 

relevant personnel are eligible for paid maternity leave before creating a VFA. 

 

 

a) Select Maternity/Parental Leave from the ‘Add Project Variation’ drop-down menu. 

b) Select the participant which the maternity/parental leave is being applied for, from the 

‘Select Participant’ drop-down.  

c) Enter the intended maternity/parental leave start and end dates into the appropriate fields. 

d) Select ‘Add’ 

e) Provide justification in the Justification box. (e.g. maternity leave certificate, ensuring 

name and dates of leave). Please note this is a text box only and will not accommodate 

attachments or graphics. 

f) Select the ‘Choose File’ button and then press ‘Upload’ to attach the relevant 

documentation for the entire request, noting that it can only be one attachment.  

g) ‘Save’ and ‘Close’ the request. 

IMPORTANT : If a Maternity/Parental leave will result in the Project being extended, please 

add in an End Date variation request, as per page 26. 

  

http://www.arc.gov.au/salaries-and-stipends
http://www.arc.gov.au/salaries-and-stipends
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Reimbursements 

Reimbursements for PhD thesis publications costs may be requested, depending on the 

Project’s relevant scheme round.  

If there is no provision for reimbursements in the Project’s Funding Rules and/or Funding 

Agreement, the Project will not be eligible for reimbursement costs. Please refer to the 

relevant Funding Rules and/or Funding Agreement to ensure that there is a provision for 

reimbursements before creating a VFA. 

 

 

a) Select Reimbursement from the ‘Add Project Variation’ drop-down. 

b) Enter the reimbursement amount in the ‘Amount’ field provided. 

c) Provide the date that this is to take effect in the ‘Effective Date’ box (e.g. date as per 

receipt and/or email date sent).  

d) Select ‘Add’ 

e) Provide justification in the Justification box. Please note this is a text box only and will 

not accommodate attachments or graphics. 

f) Select the ‘Choose File’ button and then press ‘Upload’ to attach the relevant 

documentation for the entire request, noting that it can only be one attachment.  

g) ‘Save’ and ‘Close’ the request. 
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Budget Variations 

Change notifications 

A change notification variation should be requested when funding is being moved across line 

items (for example, moving funding from Personnel to Travel, from domestic to international 

travel or any changes to funds linked to special conditions, such as ICA’s). If funding is being 

spent differently from what was outlined in the Proposal but the intention of the expenditure 

is the same, a Variation is not required. For example: 

¶ a Research Associate was planned to be hired but now a Research Assistant will 

undertake those tasks; or 
¶ a conference in Melbourne has been replaced by a conference in Sydney; or 

¶ a certain type of software was initially intended to be purchased but now a better version 

is available so that version will be purchased instead. 

A change notification request must include specific information for any reallocation of funds 

(i.e. year/s, name of line item/s and $ amount). Where the savings/funds are being taken from 

should also be detailed. E.g. $10,000 from Travel in Year 1 to be transferred to Yr1  

Equipment. 

Please refer to the relevant Funding Rules and/or Funding Agreement to ensure that the items 

you would like the alternatively fund are allowed under the Project’s relevant scheme.  

 

 

a) Select Change Notification from the ‘Add Project Variation’ drop-down. 

b) Enter a description of the proposed budget item changes, including amounts and 

location/years. 

c) Select ‘Add’ 

d) Provide justification in the Justification box. Please note this is a text box only and will 

not accommodate attachments or graphics. 

e) Select the ‘Choose File’ button and then press ‘Upload’ to attach the relevant 

documentation for the entire request, noting that it can only be one attachment.  

f) ‘Save’ and ‘Close’ the request. 
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Organisation Variations 

Add/update Organisations 

All changes to participating Organisations, including name changes, must be reported to the 

ARC via a VFA. All Organisations must meet the eligibility criteria specified in the relevant 

Funding Rules.  

 

 

 

a) Select Add/Update from the ‘Organisation’ category within the ‘Add Project Variation’ 

drop-down. 

b) Via the ‘Select Organisation’ drop-down, select the organisation that you intend on 

adding to the Project. Alternatively, if the Organisation required is not available in the 

drop-down, you may search for the appropriate organisation or participant via the search 

functions.  

c) Select the Organisation role from the ‘Role’ drop-down.  

Please note: Universities which are considered eligible organisations can only be added 

to Projects as an ‘Other Eligible Organisation’. Please refer to the Organisation general 

eligibility requirements as defined in the Funding Rules relevant to the Project Scheme 

and Year. 

d) Provide the date that this is to take effect in the ‘Effective Date’ box as per the 

Agreement by the New Organisation. 

e) Select ‘Add’ 

f) Provide justification in the Justification box. Please note this is a text box only and will 

not accommodate attachments or graphics. 

g) Select the ‘Choose File’ button and then press ‘Upload’ to attach the relevant 

documentation for the entire request, noting that it can only be one attachment. 

h) ‘Save’ and ‘Close’ the request. 

IMPORTANT : If the adding of an Organisation relates only to a name change, the old name 

will have to be removed, the new name added and a new POACR submitted under the new 

name once the VFA has been approved. 
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Please note: If an organisation cannot be found in RMS, the RO will need to collect the 

relevant information from the Organisation and provide it to ARC Systems, so that they can 

create the organisation in RMS. ARC Systems will require the following information to 

create the organisations in RMS. To contact ARC Systems please email ARC-

Systems@arc.gov.au  

Australian Organisation Requirements International Organisation Requirements 

¶ Organisation Full Name 

¶ ABN:   

¶ Organisation Type: (i.e. Private 

Organisation, Public Organisation, 

Government Organisation) 

 

¶ Name (Legal or trading name in English)  

¶ Abbreviated Name 

¶ Country 

¶ Organisation Type 

¶ (Must pick one of the below):  

- Higher Education International 

- International Company Industry Body 

- International Company Government 

- International Company Non Profit 

 

Withdraw Organisations 

If an Organisation is to be withdrawn from a Project (including name changes), this must be 

reported to the ARC via a VFA. 

 

 

a) Select Withdraw from the ‘Organisation’ category within the ‘Add Project Variation’ 

drop-down.  

b) Via the ‘Organisations’ drop-down, select the organisation that you intend to withdraw 

from the Project.  

c) Provide the date that this is to take effect in the ‘Effective Date’ field as per the 

Agreement by the New Organisation. 

d) Select ‘Add’ 

e) Provide justification in the Justification box. Please note this is a text box only and will 

not accommodate attachments or graphics. 

f) Select the ‘Choose File’ button and then press ‘Upload’ to attach the relevant 

documentation for the entire request, noting that it can only be one attachment. 

g) ‘Save’ and ‘Close’ the request. 

  

mailto:ARC-Systems@arc.gov.au
mailto:ARC-Systems@arc.gov.au
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Personnel Variations 

Add/update Participants 

All changes to named participants, including change of FTE and/or Affiliated Organisation 

must be reported to the ARC via a VFA. All existing and new participants (Chief 

Investigators and Partner Investigators) must meet the eligibility criteria as specified in the 

relevant Funding Rules.  

RMS profiles must be updated by Investigators to ensure all their details are correct. If a new 

Investigator is being added to the Project, the RO will need to ensure that the profile is set up 

and updated in RMS, prior to entering in the VFA. 

Please note: Due to privacy reasons, the ARC will be required to add participants whose 

RMS account are not administered by the Administering Organisation. If you are trying to 

add a participant whose account is not administered by your organisation, you will have to 

submit a VFA to the ARC via email at ARC-Postaward@arc.gov.au 

Updating an Affiliated Organisation 

When adding a person to a Project or updating their organisation, if the Affiliated 

Organisation is not appearing, you will have to updated their employment history in their 

RMS profile. 

If the Organisation is appearing in the profile but cannot be chosen when entering in a VFA, 

this maybe because of the way the Organisation’s name was originally added to the Profile 

(eg: typed not selected from a drop down list, or entered in a previous version of RMS). 

 

To fix this: 

a) Select the relevant employment history in the person’s RMS profile that you want to 

update.  

b) Remove the Organisation name from the base of the screen by using the ‘x’ button. 

c) Search for the Organisation’s name by typing in the Organisation’s name in the last row 

and selecting the ‘Search’ button. 

d) Once the correct name is found, it can be selected by using the ‘Select’ button. 

e) ‘Save’ and ‘Close’ the record. The profile will then be updated and the name will appear 

in the VFA. 

Please note: If you cannot see the person’s profile, please contact the researcher to fix this 

issue.  

FTE changes/Part-time requests to existing Investigators 

Although FTE changes and part-time requests can be requested in most schemes, it is 

important to be aware of the conditions that are outlined in the ARC Funding Rules and/or 

Funding Agreements. 

For example: The Fellowship/Award may be awarded on a full-time basis, or a part-time 

basis if the Fellowship/Award Recipient is required to fulfil family and/or carer 

responsibilities. The Fellowship/Award may be converted to (or from) part-time at any time 

to enable the Fellowship/Award Recipient to fulfil family and/or carer responsibilities, or 

with the prior approval of the ARC to pursue exceptional research opportunities, provided 

mailto:ARC-Postaward@arc.gov.au
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that the Fellowship/Award Recipient does not exceed the number of years from the date of 

commencement (excluding any approved periods of suspension and/or maternity and/or 

partner/parental leave) specified in the Funding Rules.  

IMPORTANT:  The ARC defines Part-time as less than five full working days per week.  

If requesting part-time or FTE change, the ARC will except that the researcher is working 

less than 5 days per week. If the researcher is working full time for 6 months a years and then 

working elsewhere full time 6 months a year, then this does not equal a part-time 

arrangement and in the cases of Fellowships/Awards, a suspension should be requested. 

 

a) Select Add/Update from the ‘Person’ category within the ‘Add Project Variation’ drop-

down, or 

b) Via the ‘Select Participant’ drop-down, select the participant that you intend on adding to 

the Project.  

c) Select the Participant role from the ‘Role’ drop-down menu. 

d) Select the Affiliated Organisation from the ‘Role’ drop-down, relevant to this person’s 

role on the Project. If the Organisation does not appear, please see the previous page. 

e) Select ‘Add FTE’ and enter the FTE fraction and effective date. Noting that multiple 

dates maybe entered in this field by selecting the ‘Add FTE’ button each time to add in a 

new FTE fraction, if required.  

f) Provide the date that this is to take effect in the ‘Effective Date’ box. This should reflect 

the date in which the change took place. 

g) Select ‘Add’ 

h) Provide justification in the Justification box. Please note this is a text box only and will 

not accommodate attachments or graphics. 

i) Select the ‘Choose File’ button and then press ‘Upload’ to attach the relevant 

documentation for the entire request, noting that it can only be one attachment. 

j) ‘Save’ and ‘Close’ the request. 
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Additional appointments 

Submitting an additional appointment notification is only possible for participants who hold 

Fellowships or Awards. 

 

 

a) Select Additional Appointment Notification from the ‘Add Project Variation’ drop-down. 

b) Via the ‘Select Participant’ drop-down select the participant for whom you need to add 

an additional appointment notification. 

c) Provide a description of the additional appointment, ensuring that the additional 

information is provided, where possible: 

¶ What organisation the additional appointment will be located at 

¶ What activities the participant will engage in 

¶ How will this additional appointment enhance the Project 

¶ How much the participant will be remunerated 

¶ The new FTE for the Project and Appointment 

d) Enter the intended appointment start and end dates into the appropriate fields. 

e) Select ‘Add’ 

f) Provide justification in the Justification box. Please note this is a text box only and will 

not accommodate attachments or graphics. 

g) Select the ‘Choose File’ button and then press ‘Upload’ to attach the relevant 

documentation for the entire request, noting that it can only be one attachment. 

h) ‘Save’ and ‘Close’ the request. 

Please note: the additional appointment start and end dates cannot be entered in RMS outside 

of the start and end dates of the Project.  
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Defer commencement of a Participant 

The commencement of some salaried participants (for example PGRs and PDRAs) can be 

deferred beyond the start date of the Project. Please refer to the relevant Funding Agreement 

for guidance on whether the start date falls within the allowable period. 

Please note: as a result of the deferred start date, the term of Post Graduate Researchers 

(PGR), named on Australian Laureate Fellowships, may be extended beyond the completion 

date of the Project, for the purpose of meeting PhD requirements. However, a PGR can only 

receive funding for a maximum period of up to four years and the ARC will not provide 

additional funding to cover any extension to the study period of the award. 

 

 

a) Select Defer Commencement from the ‘Person’ category within the ‘Add Project 

Variation’ drop-down. 

b) Via the ‘Select Participant/Award’ drop-down select the participant/role for whom you 

need to defer the commencement of. 

c) Provide the revised commencement date into the ‘New Commencement Date’ field. 

d) Select ‘Add’ 

e) Provide justification in the Justification box. Please note this is a text box only and will 

not accommodate attachments or graphics. 

f) Select the ‘Choose File’ button and then press ‘Upload’ to attach the relevant 

documentation for the entire request, noting that it can only be one attachment. 

g) ‘Save’ and ‘Close’ the request.  
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Suspension of a Participant role 

The suspension of a participant role is only possible for ARC Salaried positions.  

Please note: Funding cannot be spent on a Project while a Project is suspended. If funding is 

planned to be spent while a Fellowship or Award is suspended (for example, a student hired 

on the Project intends to continue to work while the DECRA recipient is on maternity leave), 

this must be stated in the VFA including how the student will be supervised while the 

DECRA is on leave and how it will benefit the Project. 

 

 

a) Select Suspension from the ‘Person’ category within the ‘Add Project Variation’ drop-

down.  

b) Select the relevant participant from the drop down menu.  

c) Enter the intended suspension start and end dates into the appropriate fields.  

d) Select ‘Add’ 

e) Provide justification in the Justification box. Please note this is a text box only and will 

not accommodate attachments or graphics. 

f) Select the ‘Choose File’ button and then press ‘Upload’ to attach the relevant 

documentation for the entire request, noting that it can only be one attachment. 

g) ‘Save’ and ‘Close’ the request.  
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Withdraw Participants  

If a Participant is to be withdrawn from a Project, this must be reported to the ARC via a 

VFA.  

 

a) Select Withdraw from the ‘Person’ category within the ‘Add Project Variation’ drop-

down.  

b) Via the ‘Select Participant’ drop-down, select the participants that you intend to 

withdraw from the Project.  

c) Provide the date that this is to take effect in the ‘Effective Date’ field.  

d) Select ‘Add’ 

e) Provide justification in the Justification box. Please note this is a text box only and will 

not accommodate attachments or graphics. 

f) Select the ‘Choose File’ button and then press ‘Upload’ to attach the relevant 

documentation for the entire request, noting that it can only be one attachment. 

g) ‘Save’ and ‘Close’ the request.  
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Project Variations 

Asset Relocation 

As per the ARC Funding Agreements, unless otherwise approved by the ARC, the ownership 

of any Asset purchased wholly or partly with ARC funding shall be vested in the 

Administering Organisation, located on its campus and listed in its assets register unless: 

a) otherwise specified in the Proposal; b) the Project is terminated, or c) the Project is 

transferred to another. 

If an organisation would like to locate an asset at another location, such as another university 

on the grant, a VFA must be submitted to the ARC for approval. 

 

 

a) Select Asset relocation from the ‘Add Project Variation’ drop-down. 

b) Provide the name of the Asset to be relocated 

c) The value of the Asset 

d) The organisation/location that the asset will be located (must be an organisation listed on 

the grant) 

e) Provide the date that this is to take effect in the ‘Effective Date’ field.  

f) Select ‘Add’ 

g) Provide justification in the Justification box. Please note this is a text box only and will 

not accommodate attachments or graphics. 

h) Select the ‘Choose File’ button and then press ‘Upload’ to attach the relevant 

documentation for the entire request, noting that it can only be one attachment. 

i) ‘Save’ and ‘Close’ the request. 
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Defer commencement of a Project 

If a Project is requested to be deferred, this is must occur before the final date of 

commencement allowed for the Project as per the relevant Funding Agreement. Projects 

cannot be deferred without ARC approval beyond specific dates. Please refer to the relevant 

Funding Agreement before submitting this variation type.  

 

 

j) Select Defer Commencement from the ‘Project’ category of the ‘Add Project Variation’ 

drop-down. 

k) Provide the new start date in the ‘Defer Project Start Date’ field. Provide the new end 

date in the ‘Defer Project End Date’ field. 

l) Select ‘Add’ 

m) Provide justification in the Justification box. Please note this is a text box only and will 

not accommodate attachments or graphics. 

n) Select the ‘Choose File’ button and then press ‘Upload’ to attach the relevant 

documentation for the entire request, noting that it can only be one attachment. 

o) ‘Save’ and ‘Close’ the request. 

Please note: the deferred start date must not be before the intended date of funding 

commencement, as indicated in the warning text which appears if the dates are entered 

incorrectly. 
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Changing a Project end date 

Project end dates are normally revised via the End of Year Reporting process. However, if an 

end date is required to be changed before or after this time, it may be requested as long as it 

meets the conditions listed below. 

Conditions for changing and End date: 

¶ End dates may only be changed outside of the EOYR process if the request directly 

relates to a change e.g. Maternity/Paternity leave, Suspension, Part-time conversion, 

Deferred Commencement or to meet an eligibility requirement (if allowed in the relevant 

Funding Rules and/or Funding Agreement).  

¶ End dates will not be changed to circumvent the EOYR process. If a request is submitted 

only asking for the end date to be changed without justification or to just have a 

carryover approved ahead of time, this request will be declined. 

¶ If you would like to have your end date changed to be eligible for a grant application, 

the ARC will only approve the change on the condition that no additional extensions or 

carryovers will be approved in the future to allow the Project to go beyond the new end 

date and any unspent funds will have to be relinquished, if changing the end date will 

breach the eligibity limits. 

¶ If you would like to have your end date changed for the purposes of submitting a Final 

Report, you must provide the ARC a written confirmation that the Project has ended 

(including the actual end date) and that all of the ARC funds have been expended. This 

action will confirm that if any carryovers are requested after this time, all remaining 

funds from the change of the end date will be recovered by the ARC. 

 

 

a) Select End Date from the ‘Add Project Variation’ drop-down. 

b) Provide a revised Project end date in the field provided.  

c) Select ‘Add’ 

d) Provide justification in the Justification box. Please note this is a text box only and will 

not accommodate attachments or graphics. If this is for an eligibility reasons, please 

list this in the justification . 

e) Select the ‘Choose File’ button and then press ‘Upload’ to attach the relevant 

documentation for the entire request, noting that it can only be one attachment. 

f) ‘Save’ and ‘Close’ the request. 
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Full  Relinquishment of a Project 

For a Project to be relinquished, full expenditure figures (to date) must be included within the 

request. Do not include commitments after the Project has been relinquished as expenditure. 

Future years’ allocations may also not be claimed as expenditure. 

Full relinquishments should only be requested where the Project is returning all remaining 

funds to the ARC and the Project will end.  

Please note:  

¶ do not include salary commitments after the Project has been relinquished as expenditure 

¶ all figures reported to the ARC must include ALL  spent and unspent funds, regardless of 

their location. This includes funds that are not located at the Administering Organisation, 

and/or funds that are currently credited to another account code such as salaries, instead 

of the Project itself. 

¶ a Final Report for a relinquished project is required to be submitted to the ARC for all 

Projects that have been active for at least 12 months or have had up to 12 months of 

expenditure, prior to the relinquishment. 

¶ The ‘Indexed Amount’ column will not appear for all future years.  

¶ The relinquishment variation requires you to confirm how much of the original 

years funding (as per the original allocation) has been spent, regardless of what 

year it was spent in. 

 

 

a) Select Full Relinquishment from the ‘Add Project Variation’ drop-down. 

b) For each year of original allocation, enter the full amount of Project and Salary (if 

applicable) funding that has been spent to date in the ‘New Amount’ column provided. 

This Variation type requires that an amount be entered into all ‘New Amount’ fields, for 

each year.   

c) Provide a revised Project end date in the field provided.  

d) Select ‘Add’ 

e) Provide justification in the Justification box. Please note this is a text box only and will 

not accommodate attachments or graphics. 

f) Select the ‘Choose File’ button and then press ‘Upload’ to attach the relevant 

documentation for the entire request, noting that it can only be one attachment. 

g) ‘Save’ and ‘Close’ the request. 
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Partial relinquishment of a Project 

For a Project to be partially relinquished, correct expenditure figures (to date) must be 

included within the request. Partial relinquishments should only be requested where the 

Project is returning some remaining funds to the ARC and the Project will continue to be 

active. E.g. returning unused ICA and/or salary funds. 

 

 

a) Select Partial Relinquishment from the ‘Add Project Variation’ drop-down. 

b) For each year, enter the amount of Project and/or Salary funding that has been spent to 

date in the ‘New Amount’ column provided. 

c) Provide the date that this is to take effect in the ‘Effective Date’ box.  

h) Select ‘Add’ 

i) Provide justification in the Justification box. Please note this is a text box only and will 

not accommodate attachments or graphics. 

j) Select the ‘Choose File’ button and then press ‘Upload’ to attach the relevant 

documentation for the entire request, noting that it can only be one attachment. 

d) Save and Close the request’ 
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Conversion of an ARC funded salary 

Salary conversions should be used when the Salary on a Project is being requested to be 

converted to Project Funds.  

 

 

a) Select Salary Conversion from the ‘Add Project Variation’ drop-down. 

b) Select the participant for which the salary is being converted, from the ‘Select 

Participant/Award’ drop-down. 

c) For each year, calculate the remaining funds that are to be held as Salary, by subtracting 

the amount to be converted from the Salary ‘Indexed Amount’, as shown in the above 

example. This will automatically calculate the new ‘Project Funds’ as shown in the 

above example.  

d) Provide the date that this is to take effect in the ‘Effective Date’ box.  

e) Select ‘Add’ 

f) Provide justification in the Justification box. Please note this is a text box only and will 

not accommodate attachments or graphics. 

g) Select the ‘Choose File’ button and then press ‘Upload’ to attach the relevant 

documentation for the entire request, noting that it can only be one attachment. 

h) ‘Save’ and ‘Close’ the request. 
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Relinquishment of a salary 

The Relinquishment of a Salary is used when salary is intended to be returned to the ARC. 

 

 

Submitting a salary relinquishment is only possible for participants who hold Fellowships or 

Awards. 

a) Select Salary Relinquishment from the ‘Add Project Variation’ drop-down. 

b) Select the participant for which the salary is being relinquished, from the ‘Select 

Participant/Award’ drop-down. 

c) For each year, enter the amount of salary funding that is to be relinquished in the ‘New 

Amount’ column provided.  

d) Provide the date that this is to take effect in the ‘Effective Date’ box.  

e) Select ‘Add’ 

f) Provide justification in the Justification box. Please note this is a text box only and will 

not accommodate attachments or graphics. 

g) Select the ‘Choose File’ button and then press ‘Upload’ to attach the relevant 

documentation for the entire request, noting that it can only be one attachment. 

h) ‘Save’ and ‘Close’ the request. 

Please note: the effective date must not fall outside of the start and end dates of the Project.  
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Changing a Project’s scope 

A Change of Scope VFA is used if there is a significant change in the Projects scope, e.g. the 

direction of the Project is changing significantly from the original Proposal. 

 

 

a) Select Scope from the ‘Add Project Variation’ drop-down. 

b) Provide a revised scope in the ‘New Project Scope’ field provided. 

c) Select ‘Add’ 

d) Provide justification in the Justification box. Please note this is a text box only and will 

not accommodate attachments or graphics. 

e) Select the ‘Choose File’ button and then press ‘Upload’ to attach the relevant 

documentation for the entire request, noting that it can only be one attachment. 

f) ‘Save’ and ‘Close’ the request. 

Please note: Currently the scope changes will not appear anywhere on the project details tab. 

You will only know if the scope has changed is when you are entering in a new VFA. 
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Suspension of a Project 

When suspending a Project (as opposed to the person) funding cannot be spent on a Project 

while a Project is suspended. If funding is planned to be spent while a Fellowship is 

suspended (for example, a student hired on the Project intends to continue to work while the 

DECRA recipient is on maternity leave), this must be stated in the VFA including how the 

student will be supervised while the DECRA is on leave and how it will benefit the Project. 

 

 

a) Select Suspension from the ‘Add Project Variation’ drop-down. 

b) Enter the intended suspension start and end dates into the appropriate fields.  

c) Select ‘Add’ 

d) Provide justification in the Justification box. Please note this is a text box only and will 

not accommodate attachments or graphics. 

e) Select the ‘Choose File’ button and then press ‘Upload’ to attach the relevant 

documentation for the entire request, noting that it can only be one attachment. 

f) ‘Save’ and ‘Close’ the request. 

Please note: the suspension start date entered must not be outside the start and end dates of 

the Project. If the suspension results in the Project end date being changed, this will also have 

to be either added to the VFA request, or requested separately via another VFA. 
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Changing a Project title 

A Project may change its title if the scope has changed dramatically or there was error in the 

original Proposal. 

IMPORTANT: Project titles will only be considered in exceptional circumstances 

and/or invited to do so by the ARC. Title changes will not be accepted if a scope is 

changed slightly or at the request of a Partner Organisation. 

 

a) Select Title from the ‘Add Project Variation’ drop-down.  

b) Provide a revised title in the ‘New Project Title’ field provided.  

c) Select ‘Add’ 

d) Provide justification in the Justification box. Please note this is a text box only and will 

not accommodate attachments or graphics. 

e) Select the ‘Choose File’ button and then press ‘Upload’ to attach the relevant 

documentation for the entire request, noting that it can only be one attachment. 

f) ‘Save’ and ‘Close’ the request. 
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Transfer of a Project  

For a Project to be transferred, the new organisation must be an Eligible Organisation as 

specified in the relevant scheme Funding Rules. Full expenditure figures (to date) must be 

included within the request. Do not include salary commitments after the Project has been 

transferred as expenditure. 

Please note:  

¶ the total amount that the Project was allocated for the all years up to and including the 

current year must be included, not just the amount that the organisation has received so 

far 
¶ future years’ allocation will not appear in the ‘Total Allocated’ column as this will be 

transferred automatically and the relinquishing Administering Organisation cannot claim 

this funding as expenditure 
¶ do not include salary commitments after the Project has been transferred as expenditure 

¶ if the project had previously been transferred, only the amount paid to the relinquishing 

Administering Organisation will appear in the ‘Total Allocated’ column 

¶ all figures reported to the ARC must include ALL  spent and unspent funds, regardless of 

their location. This includes funds that are not located at the Administering Organisation, 

and/or funds that are currently credited to another account code such as salaries, instead 

of the Project itself. 

¶ transfer requests must also be accompanied by an ‘Add/Update’ or ‘Withdraw’ 

organisation request, in order to either to change their original role on the Project or 

remove the relinquishing Administering Organisation.  

 

IMPORTANT : All funds must be declared during a transfer. By not declaring funds as 

the Administering Organisation, will be a breach of the Funding Agreement and may be 

considered as fraudulent activity.   

Please note: Transfers cannot be approved without the figures. Transfers submitted without 

figures or $0 spent, will have all funds transferred to the new organisation.  
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a) Select Transfer from the ‘Add Project Variation’ drop-down.  

b) Select the Organisation which the Project is being transferred to in the ‘New 

Administering Organisation’ drop-down.  

c) Update or Withdraw the original Administering Organisation, by changing its role or 

withdrawn it from the Project. 

d) Provide the total Project and/or Salary expenditure to date, via the ‘Total Project 

Expenditure’ column. Note, the transfer amount will be calculated by subtracting the 

reported expenditure from the allocated amount. 

e) Provide the date that this is to take effect in the ‘Effective Date’ box.  

f) Select ‘Add’ 

g) Provide justification in the Justification box. Please note this is a text box only and will 

not accommodate attachments or graphics. 

h) Select the ‘Choose File’ button and then press ‘Upload’ to attach the relevant 

documentation for the entire request, noting that it can only be one attachment. 

i) ‘Save’ and ‘Close’ the request. 

Please note: the ‘transfer’ variation should be listed as the first request and the ‘Add/update 

Organisation’ or ‘Withdraw Organisation’ variation should be listed second. The arrows on 

the right side of the screen can be used to change the order of the requests.  

IMPORTANT: If during the transfer, named investigators are also changing 

organisations, you must also update their Profile in RMS (including their employment 

history) and include a variation request to update their Affiliated Organisation, as per 

the Add/update Participants instructions on Page 18. 
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Partner/Participating Organisation Agreed Contribution Report 

(POACR)  

All Administering Organisations are required to enter agreed Cash and In-Kind Contribution 

in RMS after it has signed a written agreement with all named Organisations listed on the 

Project. Before entering the contribution, please refer the Funding Rules for each year’s 

Organisation Contribution requirements.  

IMPORTANT: Please do not create a POACR for a new organisations contribution, 

until the ARC has approved the request. The POACR will only populate with the 

approved organisations on the Project, that are listed on the Project tab. 

Create a POACR in RMS 

a) Log into RMS 

b) ‘Search’ for the Project by entering the Project ID on top right section, or by search via 

the Research Office Project tab. 

 

 

c) Upon finding the Project, click on ‘Detailsô under Research Office Projects and go into 

the Project. 

 

 

d) Select the ‘Report’ Tab 

e) Click ‘Create New Partner Organisation Agreed Contribution Report’ button 

 

 

f) Click ‘Create Report’ when ‘Create a new Partner Organisation Agreed Contribution 

report appears. 
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g) Click ‘Form’ in the new ‘Partner Organisation Agreed Contribution Report’ on the 

main window. 

 

 

h) Enter Partner Organisation’s cash and in-kind contributions in the ‘Updated 

Contributions’ section. The ‘Updated Contribution Totals’ will then automatically 

update the Total Cash and In-kind and the % of Total Allocation. 

Please Note: Only the original funded years will appear in the table. Funds should be 

entered against the years as they were awarded, regardless if there was a deferred 

commencement. If contributions were provided after the original funded years, they 

may be entered into the last year of the table. 

i) Click ‘Save’ when all contributions have been entered. 

j) Following saving the contributions, click on the Project ID in the above breadcrumb 

(under the ARC Logo), which will take you back to the previous ‘Report’ page. 

 

 

k) Click Certify 
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l) A new ‘Certify Partner Organisation Agreed Contribution Report for the Project ID 

pop-up window will appear, asking to certify the Partner Organisation Contributions. 

m) Click ‘Agree to certification’ to certify the contributions or ‘Cancel’ to go back to the 

form. 

 

 

n) Following certification there will be option on the Reports page ‘Submit to ARC’ or 

‘Decertify’ the contributions, to edit the form. 

o) Click ‘Submit to ARC’ to submit POACR to the ARC 
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Search for a POACR in RMS 

Once a POACR has been created in RMS, it can be located via the Monitoring Reports tab, or 

via the individual Project that it relates to. 

To search via the Monitoring Reports tab: 

a) Login to RMS. 

b) In the ‘Research Office Project Management’ section of the Action Centre, click on 

‘Research Office Project Reports’. 

  

 
  

c) Search for the relevant Project by selecting the ‘Partner Organisation Agreed 

Contribution Report (POACR)’ from the Report drop down list. 

d) Then filter on the Scheme, Scheme Round or Status drop down lists. Alternatively, the 

Search bar can be used to search on the Project ID, Project Title or First Investigator.  

 

 

e) Upon finding the Project, click on ‘Form’ under Research Office Projects 

 

 

To search via the individual Project : 

a) Login to RMS. 

b) In the ‘Research Office Project Management’ section of the Action Centre, click on 

‘Research Office Projects’. 

c) Search for the relevant Project by filtering on the Scheme, Scheme Round or Status drop 

down lists. Alternatively, the Search bar can be used to search on the Project ID, Project 

Title or First Investigator.  

d) Select the Report tab and select the ‘Form’ button for the relevant POACR. 

 

  

https://rms.arc.gov.au/RMS/ActionCentre/Account/Login?ReturnUrl=%2fRMS%2fActionCentre%2f
https://rms.arc.gov.au/RMS/ActionCentre/Account/Login?ReturnUrl=%2fRMS%2fActionCentre%2f
https://rms.arc.gov.au/RMS/ActionCentre/Account/Login?ReturnUrl=%2fRMS%2fActionCentre%2f
https://rms.arc.gov.au/RMS/ActionCentre/Account/Login?ReturnUrl=%2fRMS%2fActionCentre%2f
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Appendix A – ARC Variation of Funding Agreements documents 

Below is a list of documentation required to assist in the justification for submitting a 

VFA only and all requests must be submitted via RMS.  

For full instructions and requirements for submitting a VFA please read above. 

The Administering Organisation must hold agreement from all named Organisations and Personnel 

for each VFA request. Please see page 4 for more information. 

Change of Personnel and/or Organisation 
 

New Chief Investigator added to the Project 

Ã Agreement from Administering Organisation 

Ã Agreement from the Project Leader 

Ã CV of new personnel (up to 2 pages) 

 

New Partner Investigator added to the Project 

Ã Agreement from Administering Organisation 

Ã Agreement from the Project Leader 

Ã Agreement from the new Partner Investigator’s Organisation (if named on the Project) 

Ã CV of new personnel (up to 2 pages) 

 

New Organisation added to the Project (includes an Organisation name change) 

Ã Agreement from Administering Organisation 

Ã Agreement from new Organisation 

Ã Revised Partner Organisation Agreed Contribution Report (POACR), if relevant 

 

Named Personnel removed from the Project* 

Ã Agreement from Administering Organisation 

Ã Agreement from the personnel to be removed 

 

Organisation removed from the Project (includes an Organisation name change) *  

Ã Agreement from Administering Organisation 

Ã Agreement from the Organisation being removed 

 

Personnel role change (e.g. Partner Investigator to Chief Investigator) * 

Ã Agreement from Administering Organisation 

Ã Agreement from the relevant Personnel 

Ã Agreement from the relevant Partner Organisation (if named on the Project) *   

*Depending on the Scheme Round Funding Rules, a Partner Investigator may require a 

Partner Organisation to be listed on the Project or vice versa. If this is the case, a related 

Organisation or Personnel may need to be added or removed. 

 

Personnel changes Organisation with no Organisation added or removed to the Project 

Ã Notification from Administering Organisation 

 

PDRA/PGR appointment 

Ã Notification from Administering Organisation 
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Centres of Excellence / SRI / ITRP requests: 
 

New Centre Director/Hub Director  

Ã Agreement from Administering Organisation 

Ã CV of new personnel (up to 2 pages) 

Ã Agreement from ALL parties (including Investigators and Organisation)* 

Please note, this is required to be attached for this type of request. 

 

New Chief Operating Officer/Manager 

Ã Agreement from Administering Organisation 

Ã Agreement from the Project Leader 

Ã CV of new personnel (up to 2 pages) 

 

 

Changes to Approved Research Program/Budget Items 
 

Project Transfer 

Ã Agreement from relinquishing Administering Organisation 

Ã Agreement from receiving Administering Organisation 

Ã Agreement from Project Leader 

Ã Agreement from all named Organisations (excluding Host Organisations) 

For Fellowship (FL, FT, FS) and Award (DECRA) transfers only: 

Ã Justification and research environment statement from receiving Admin Org’s DVC(R) 

 

Project Relinquishment 

Ã Agreement from Administering Organisation 

Ã Agreement from the Project Leader 

Ã Agreement from all named Organisations (excluding Host Organisations) 

 

Change of Project Scope 

Ã Agreement from Administering Organisation 

Ã Details of proposed changes and justification 

 

Major change of ARC Project Budget including (but not limited to) Salary Conversion; 

Teaching Relief change or conversion; ICA change or conversion 

Ã Agreement from Administering Organisation 

Ã Details of proposed changes and justification 

 

Salary Relinquishment for Award, Fellowship, PDRA or PGR 

Ã Agreement from Administering Organisation 

Ã Agreement from relevant Personnel 

Ã Details of proposed changes and justification 
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Maternity/Parental Leave 

Ã Agreement from Administering Organisation 

Ã Request from personnel taking leave 

Ã Medical Certificate 

Ã Agreement from Project Leader (if not taking the leave) 

 

Fellow additional appointment 

Ã Agreement from Administering Organisation 

Ã Details of proposed appointment including remuneration and FTE 

Ã Justification for the role and how it fits with the approved Project scope 

 

Suspension, Part-Time Work Request & Change of FTE 

Ã Agreement from Administering Organisation 

Ã Agreement from Project Leader 

Ã Confirmation from relevant personnel/Research Office (for FTE conversion only) 

Ã Confirmation that Part-time conversion/FTE change is according to the Funding Agreement 

(for Fellows/Awards only) 

 

Deferment of Commencement & Change of End date*  

Ã Agreement from Administering Organisation 

Ã Agreement from Project Leader 

Ã Request from relevant personnel 

Ã Justification for deferment and confirmation of commencement (deferment requests only) 

*End date can only be changed with a change request as per Page 26 

 

APAI Funding Extension 

Ã Agreement from Administering Organisation 

Ã Agreement from Project Leader 

 

APAI/Fellow Reimbursement 

Ã Agreement from Administering Organisation 

Ã Request from Project Leader 

Ã Receipts for claimed items 


