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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 throu gh 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.

II. GIOS Application Amendment



*“Amend” action on the bottom frame.

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

OCD/DRU DISASTER RECOVERY APPLICATION

FOR INFRASTRUCTURE PROGRANM PROJE CTsS

Inervitle
4. Mizchell Oursa, Jr
S0S50 Menam Ave,
Slagquemine
A

Applicant:
Hame

Addresy
Cizy

Project Info:
Frojec: Name. Hospital Planning Studies
Project Number. 29PARARIOT

Vamion 1

53050 Menam Stest
Flaguemine, LA 70785

Applicanr’s
MName Ecward "Lucky” Saongy
Addresy S80ED Mesiam Ave
Ciny

Szare

rative Conzul e
Pan Amencan Engnears
P.CBox 8¢

Alexandna

31BSTI22TS

Architecrural Engineering Firm:
Mame NiA

NIA

A

A

Y

A

National Objective to be addrested

NiA Fianming Capacity Bulding

Project Fund: Amonnt

Source and Searu: of Funds:

CDBG 5171.830 00

Local Frnds 50.00

Privare Funds 50.00

Ocher Stare Funds s0.00

Fedacal Funds 30.00

Other Funds 50.00

TOTAL FUNDS 3171.840.00

Signature (Chief Elected Official) and Date
Sizned

Iyped Name Title (Chisf Elected Official)
Name <. Mitochall Qursa, Jr
Title

Farnsh President




A new Amendment form will appear. The user must populate a CEA. number and ensure 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 1 line jtern must be present in the Additions and
Deletions grid.

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.




REQUEST FOR POJET AJIE*D’\;IE\TT

LA OFFICE OF COMNIMUNITY DEVELOPMENT. DISASTER RECOVERY UNIT
Amendment Number [ 1 Amendman: Request {12:12010 '\_'ﬂJ

- A
| Grantee: [Toervute CEA ?-'\:mber Project Numbar [24DARAS101

| Grantee Contact Information: CDBG Program Schedule:

| ame {WL_:@_ Phons ‘ZIW EER Comglate ...=.__._; Construetion Start

H Address ’E{‘E;a—_ Email K:np-—gtb;m Acguisition Closing e Constroction End 331 2011 2
Cury lPll-'mm o Zip !W;-u_"___ Desipn Complete

? Type of Amendment: l%

| [ Extension of Time - Revised Data:! ﬁ | Budzat Revisions &l fcops of Work [ speciat Conditions

|| Explanation for Request (Attach Additional Page if Necessary):

- e

Artach
| Housing: e s
| Approved Number of Unirs r 0 Revisad Nomber of Units 0
Approved Budger:
{6 | 4= | = | = (ITORES
Elisible_Activity D36 P SmisTol Pt  Other  Toul Other Fund Sausce
| e _mm—— Sigogoo] PR
Proyect Dalivey 511,840 §11.840

| Additions and Deletions: [Modise 2¢s Activity]| Edit Salscres Lﬁemp\'e Salsetad
L= & | - | - TR

Othar v
=

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 it
directly. If a user wishes to adjust the budget, they should click the Modify/Add Activity button

directly above the Additions and Deletions Grid.



(= Amend INFO140@Metastorm BPM Server -

Hnusﬁg‘ 1 p—
Approved Numbar of Units | 0 Ravised Numbse of Units 0
Approved Budget:
EIEESENPage 1 051
Eligible_Astivity CDBG S Sastacl Dime  Oer  Tow Other Fand Source
-1;_——_
Project Delivery $11.840 8 S11,840
|
Additions and Deletiog: | Ramove Salected
i | e | o | 3 EROSR =
Eligible_Activity CDBEG l?“‘!“l SttzLocal Peivats  Other Total Other Fond Soures
50 0 50 50 s0 0
Revised Budget:
EIROERE a1 071
. P i Total Gﬂnr Total State .. . .
Eligibla_Astrvity Total CDBG B Local Total Private Total Other Total
_—m— T A A
Projeet Dalivary S11,54¢ §11,840
Total CDBG Total Fedacal Total Lozal Total Drivats Total Other Tortal TOTAL APPROVED FUNDS
$171,840] 5o so] 50| 50| 0 | S171.840 |
|
Tvped Name (Chisf Elsctad Official) |
|
Typed Titls (Chis? Elacted Official)
| i
L Contimue I l Cancel Changes T = I

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.

~
lHousing: T R !
1 Approved Number of Unirs r- 0 Revised Number of Units 0! |
| Approved Budget: ‘
|
| 'mumPlgelof'. |
5 |
| Etizitie_sstiviey CDBG ?‘*“" StateLocal  Private  Other Total Othar Fund Sovces |

———-—
Projact Daliven: S1L840 §11.840 |
1§ Additions and Deletions: :'
i
|
Plannung v
CDBG  Other Federal State/lLocal  Private Other Total Source of Other ‘
-525,000 50 50 % so [ 525,000 ;
L Save ] l Canza! I
Revised Budget: i
|
IR RN Pare L oL |

{ Etisbie_activiry ToulcDse 1o ? e f"“f SR8 rotal Private Total Othee Total

: _m——-ﬁm— |
| Projset Dabivery 511.840 50 o 511,840
|
I
Total CDBG Total Faderal Total Local Total Privats Total Other Total TOTAL APPROVED FUNDS ;
[ sirrsen] 30 50| 5o 50| 30 [ T sITI880 |
!
1 Typsd Nams (Chisf Elected OFicial) f
[ |
Twped Titls (Chis? Elscreé OFaual) ' g
|
| 1

. Continue ] L Cancsl Changss } v




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.

Amend INHH 40@Meldslorm BPM Server

Metasiurm BPM - Microsoft Infernet Explorer provided by the Road Ho...

DEK

| Housing: e . =,
| & Approved Number of Usits | (1] Revised Nomber of Units ¢

.i Approved Budget:
| RSN Page L of
| Etizible_sctiviey CDBEG ?tl:etl Statalocal  Private Other Total Other Fund Source

| e ) T N B T RS I

Project Delivary S11.840.00 s0.00 50.00 50.00 50.00 51184000

| Additions and Deletions: [\zom Add mm»ﬂ it Salected ﬂ Removs Salectad ]
el e T T g
| Stigible_Activiey

State Local Private Othar Total Other Fund Scurce

ool soool 5000l soo0] sasoo000] ]

R 50 {‘C s0.00 SU 00 S;U 0000

| Revised Budger:
| i = | S (- PRR RV

' 8 T
| Elgibls_Activity Tut:lOdm Iotx! State Total

Total Other Total

Private
: sisop000f o |
B Acquisizion 50. c" su 00 5000 31000000
Project Dalivers 50.00 $0.00 S0.00  511,840.00
Total CDBG Total Faderal Total Local Total Private Totsl Other Total TOTAL APPROVED FUNDS
[51356,330.00 50.00 so00]  s0.00] 0.00[5136,850.00 | 5171820.00
Tuped Nams (Chiaf Elsctsd Oficial
| Test User ’
Tope8 Titls (Chisf Elactad Ofeah
ir Set in Chisf Etectsd Official ]
Continus ] J Caneal Changas l

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:

The amendment process requires that at lsast 1 option of {Time Extension,Budget Revisions, 3cape of Work, or Special Conditions) be selected to
inue,

cont|

L ]

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



REQUEST FOR PROJECT AMENDMENT

i} LA OFFICE OF COMMUNITY DEVELOPMENT, DISASTER RECOVERY UNIT

| Grantee: [Baritia CEA Number [safiads Projact Nomber [24PARASI0L
| Grantee Contact Information: CDBG Program Schedule:
] Yeme [Eéved "Lucky"Sonsy  Phons [325.687.5150 ERR Complate [§263510
| Asieess {38030 Meriam Ava. Email |ssongy @ibervillaparish e Asgisition Clesing |
Cuy iPImm Zip |70765 . Dasizn Complata I__ - e
Type of Amendment:
Extension of Time - Revised Data: EI Budgat Revisions Seops of Work Special Conditions
Explanation for Request (Attach Additional Page if Necessary):
Attach l
|
Housing: T Sy
Approved Nomber of Units | 0 Revisad Number of Units ! 0
| Approved Budger:
| I I Pare 1 o)
'] Elimble_Activiey €DBG Federal StateTocal  Privats Other Total Other Fond Sovrce
Bamee [ Ssonl sl ool soon | 500 R T
:_E Project Dalivery §i1, S%C‘ 0 50.0C $0.00 S0.09 50.00 $11,34C.0C

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.



- INFO140@Metastorm BPM Server - Mrt_wsnf! Internet fxplurer pwwded by the Road Ilume [’rupram (= o ;
EEl meroment N originai POF | General Description | Budget Cost Summary | Supplemental information | CDBG Prodecd)
ll REQUEST FOR PROJECT AMENDMENT S
| LA OFFICE OF COMMUNITY DEVELOPMENT. DISASTER RECOVERY UNIT
! Amendment Number: [ ] Amendment Raguest WE"}

: Grantee: []hm.ll; CEA Numbsr inﬁﬁf | Projsct Numbar ;’:_:é.-\s..uw:

|| Grantee Contact Information: CDBG Program Schedule:

| ¥ame [Egvard "Lucky” Sonzy Phens [225.687.5150 ERR Complats 242010 Construstion Start [10302010  [fE3

| 24eress 53050 Merizm Ave. Email jmongy@ibervillepacistic | Acquisition Closing R p3rzen [@

| [ T —— Zip {70765 k Dasizn Comglate |'_—_ﬁ

|

| Tvpe of Amendment:

| Extansion of Tims - Ravisad Daza:| Budzet Revisions Scop= of Work 3pecial Conditions

i. Explanation for Request (Attach Additional Page if Necessary):

{

e

|

| I |

|

1 |

i |

| Housing: s SRESE== A

! = Approved Number of Units ]r'- 0 Revized Nomber of Units f— ¢

Approved Budget:

| EIEIEN NP 1 052

Eligibla_Actvity CDBG Fadacat StatelLocal  Private Other Total Other Fund Source
L ste0000 ol ool ool soon) siamosel

i Project Dalivery 51134000 30.00 50.00 sC.00 §0.00 £1..840.00

| .

g il Generate PDF [ Edit Amendment [Wysapprove Application || Add Notes Leap Folder | : 'ﬂ | Close |

In this instance, we will Generate PDF to continue forward.



Gensrating Application. .
Deownloading Attachments. .
Convarting to BDF.., fork
Craating Final Application. .

Attaching Final Application...

=]

BG ?*h“l ,  StatsLocal DPrivate  Other Total

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 filled, a new budget cost worksheet,

and any attachments included on the amendment form.

Amended FOF Amendment Original POF General Description Budget Cost Summary

| B BQ § s comm- S
| B
I 2 |
| |
REQUEST FOR PROJECT AMENDMENT g
| LOUISIANA OFFICE OF COMMUNITY DEVELOPMENT. DISASTER Lo
o e LT MENT DISASTER |
i RECOVERY UNIT :
| Date Revised:  12/1/2010 |
3 Grantee:  Iberville Amendment Number: | |
; Project Name- Hospital Planning Studies Project Number: 24PARAS10Y :
| CEA Number: safsadf |
i Grantee Contact: CDBG Program Schedule: !
| Name Edward "Lucky” Songy ERR Complete: 8i242010 [
' Address 58050 Meniam Ave. Acquisition/Closing:
H Cityo Plagusmine Design Complete: {
! Zip 70765 Construction Start: 13072010 -
| Phone: 225-687-5190 Construction End: 33172011
4 Email: esongy@ibenvillepansh.com
l Type of Amendinent:
| Extension of Time: % Budget Revisions
H Scope of Work Special Conditions
] Explanation of Request:
|
|
;
i
|
b !
i |
|
i ;:
| w
|

t, E"_' Disappmvcplii ; ; : "E]



L INFUHO@MeIa.f.!orm BPM Server - Microsoft Internel Explorer pro\nded by 1he Road Home Prngram

] TS S SR

A -\meﬂdmnn* L..?‘II:IFTEJ PDF it Gen#ml Desc’lptlon Suﬁget L.crst

=Uummary

[2 12 & ® [s%3% ~ = A i - &

Housing: Approved Uniss D Pevsed Usits D
Tvpeﬂ Name Title (Chief Elected Official)
Vame:  Test User

Tule:  Commanderin Chief Elescted Oficial
Date. 12112010

MERGED PDF PAGE: |

CEANTEENANME  Therville
EEQIECT NAME. Hospatal Plagming Smdies

| Additions and Delenion::

| : o o = ~

| P 523,000, 30 50 50, 30.00]_-525.000

| CqusInon 20000, 0 L

|

| Rerised Bu

! Acqusitos 10,000, 50 30, $0.00 500t sioooo

| Dlrmne 3135000 30 SO0 30.00] 3135.000)

| . Troject Daitvery LA ) TEI0.
TOTAL $156,340. 30, 50.09 S0.00_ 515,840,

* Searce of Other (i different from budger)

TN

; - Submrt tn State " di

Add Notes l_eap FoldEr

s

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 are the same.



ITT. 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,




