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Policy and Procedure for Amending Scope of Work

L Overview

Activity applications and amendments (including changes in budgets and scope) are reviewed
and approved by program staff through OCD-DRU’s internal tracking system — GIOS. Upon
approval of changes, OCD-DRU reporting staff update activities within the DRGR system. As
part of DRGR system rules, HUD requires an approved DRGR Action Plan before Quarterly
Performance Reports can be submitted. Thus, HUD reviews and approved DRGR Action Plans
on a quarterly basis. It is through the DRGR Action Plan that OCD-DRU notifies HUD of

changes in activity (or project level) changes in budget or scope.

IL. GIOS Application Amendment




To start an amendment, view a folder that is in the “Approval Granted” stage. Click the

“Amend” action on the bottom frame.
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A new Amendment form will appear. The user must populate a CEA number and ensire CDBG
Program Schedule dates are correct.

The type of Amendment is required. The form will not allow you to submit without selecting at
least 1 amendment type, Other amendment requirements:

If Extension of Time is selected, a revised date is required.

If Budget Revisions is selected, at least | line item must be present in the Additions and
Deletions giid.

If Scope of Work or Special Conditions are selected, an Explanation for Request is required. You

may also attach a separate document in addition to the notes in the memo field.




(‘ l.mend lNFDND@Metas!crm BPM Server - Metmnrm BPM Mu:msufl lnlernet Explnrer prnwded hy Ihe Road Hn

REQUEST FOR PROJECT AMENDMENT

LA OFFICE OF COMMUNITY DEVELOPMENT, DISASTER RECOVERY UNIT

Amendman: Nember i 1 Amendment Reguan h: 12010 _-“'
Grantee: |Thervills CEANmuber [ | Project Nember [242aRA5100
Grantee Contact Information: CDEBG Program Schedule:
. " - e - —
Nams EEM Luzky" Seaxy Phens !:..5-53;-5190 EFR Comglaza ‘3 21301 (-" E o trissian Siast J“ 232010 i'a,{' ]
Addrass |3305C Meiam Ave, Email Fﬁwagygi‘am-ium.riah.c Asguisition Closing _ Comstrecticn End | 321 2011 i
L i et T i —_—
City [Plaguemine Zip 110755 Desizn Comslets

Type of Amendment: %

[} Extsnsion of Time - Revised Data:. 7 Budgat Revasions O 3zepe of Work il Epecial Condiviers

Explanation for Request (Artach Additional Page if Necessary):

w30

Approved Number of Uness | 4 Rewisad Numbar of Units

CCEG ?;::ﬂ StataLocal  Private Other Tetal Othar Fond Soures
Sil. B4

Additions and Deletions: !!Mcﬂi:‘y:.-“ﬁ A::mnj Eé: Setested || Remova Sslected |

el e Ralid it §-FES g R

{rhar

In the bottom half of the form, the user will see 3 grids. The top most grid is a review of the
budget as it was approved previously. This grid is read only and no changes can be made to jt
directly. If a user wishes to adjust the budget, they should click the Modify/Add Activity button

directly above the Additions and Deletions Grid.
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A new portion of the form will become visible for the user to select which activity to add. For

instance, because I wanted to remove $25,000 from the Planning activity, I selected Planning in



the dropdown and set CDBG funding to -$25,000. The purpose of this was to allow for the visual

of removing money from an activity while also correctly calculating the new totals into the third

bottom most grid.
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After clicking the save button within the new form segment, the line item will be added to the

Additions and Deletions grid. The Revised Budget grid will reflect the changes made.
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To edit an Addition or Deletion grid item, simply click the row you wish to edit, then click the

“Edit Selected” button above the grid. The same goes for completely deleting a line item



previously created. The user should select the item to delete, the click the “Remove Selected”
button.

After, entering the name and title of the Chief Elected Officer, click the continue button. The
form will do a series of checks to determine that all applicable information is filled. If you see an

alert message like this:

L |

I
,E The amendment process requires that at least 1 option of (Time Extension,Budget Revisions, Scope of Work, or Special Conditions) be selected to
. continue.

1

Follow the instructions included in the message to remedy the problem. Click the continue
button at the bottom of the form to submit the folder forward.

The original folder view should refresh showing you a new Amendment tab
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Depending on user role at this time, the user will be able to view the other form pages, edit the

amendment, or generate the pdf and move the folder forward.
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In this instance, we will Generate PDF to continue forward.
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After it has completed the process of creating the necessary pdf files, the folder will reload again

to show a new tab called Amended PDF. This tab is in addition to all other tabs previously

offered. This



allows for the view and print of the original application or the amended version separately of

each other. The user will notice that only selected documents are included with the Amended

PDF. Expect to see the Amendment information previously fill

and any attachments included on the amendment form.

ed, a new budget cost worksheet,
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From this point forward, the amended application will behave just as the original application in
the workflow. A user would have to Submit to State to start the approval process for this
amendment. Once this amended application reaches the Approval Granted stage it would be
available for Draw requests as normal.

Draw requests have been updated to accommodate for amended applications and to retrieve the

correct information automatically. All other features of Draw Requests arc the same.




. DRGR Action Plan

Reporting specialist will take the data provided in the GIOS project amendment changes and

input this information into the respective activities within the DRGR quarterly reports.




