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1.0 Purpose

This directive is to provide instruction for requests for amendments and/or budget modifications for
Community Service Block Grants (CSBG) contracts. This guidance is being provided in conjunction
with the zero dollar contracts (also referred to as ‘Master Agreement’).

2.0 Revision History

This Financial Management Center (FMC) Directive replaces, in its entirety, FMC Directive 2014-
03 (2), dated December 11, 2017. This directive now applies to all CSBG (only) requests for budget
modifications and/or amendments (please note the new directive number listed above).
Weatherization grantees now have a separate directive to follow for contract amendments and
budget modifications for weatherization funding.

3.0 Policy

The Pennsylvania Community Service Block Grant is funded by the United States Office of
Community Services (OCS). Due to changes in the reporting requirements for CSBG funding,
agencies must adhere to specific rules outlined in this directive. Failure to do so may result in
affecting the agency’s current or future funding until compliance is achieved.

BUDGET CATEGORIES
The following budget categories are reported by the sub-grantees to DCED for DOE, LIHEAP, and
CSBG funding and are defined in the application instructions as:

CSBG
Machinery & Equipment
Operational Costs/Working Capital
Related Costs
Other
(must be specified/itemized)




If an agency would like to change or move funds between categories, they must request a budget
modification and have it approved prior to spending the funds. Failure to do this may result in an
invoice request rejection as budget categories must match the most recently approved funding
release or modification.

AMENDMENTS

Beginning with the institution of the ‘Master Agreement,’ the only time an amendment request must
be made is to change the termination date of the contract, to change the contract activity period, to
amend the contract terms and conditions, or to make major changes in the approved program scope
(i.e. Appendix A), objectives or methods. All other changes should be made by requesting a budget
modification.

BUDGET MODIFICATIONS/CHANGES TO THE WORKPLAN

Revisions to the work plan or budget attached to an executed Funding Release Form may be
requested (by the agency) in writing; however, it cannot be implemented until receiving written
approval from DCED. Revisions to the work plan or budget must be requested and approved prior
to the termination or expiration of the contract. (see Article XVIII of the contract)

For DCED to comply with federal reporting requirements, all agencies must report any change to a
budget category. Budgets, although initially considered to be proposed or planned, should be a true
reflection of expenditures. Agencies are expected to report allowable expenditures in the correct
budget category. This process requires consistent reconciliation and may require an agency to
submit a budget modification request. This will ensure that all invoiced expenditures are complete
and accurate.

Specific requirements for CSBG funding include but are not limited to:

e Agencies should review and revise their work plan and/or budget, as necessary, each time a
funding release form is executed; agencies will be notified in advance of the funding release

e When an agency requests a budget modification, the budget must be presented on the form,
as provided with the funding release

e Funds provided under this contract must be expended within the time frame of the
expenditure period listed on the most current funding release, unless otherwise directed by
DCED

e Funds provided under this contract may not be used for the purchase or improvement of land,
or the purchase, construction or permanent improvement of any building or facility (other
than low-cost residential weatherization of other energy related home repairs)

e Funds provided under this contract may not be used for any political activity



4.0 Procedure
To request a change to the original budget or work plan (attached to the first funding release) and
any subsequent approved modifications, the agency must submit their request in writing and should
include the following information:

e A revised, cumulative budget, along with a revised narrative (if applicable)

e A brief explanation of why the modification is needed

e Identification of which funding source your request is for

e The DCED contract number

If a budget modification is requested at the time of a funding release, the executed Funding Release
Form (for the specific funding source) will reflect the approved changes. Please allow ten business
days for the modification to be processed. Additionally, the agency should not submit invoices
against a modification request until the modification has been processed and approved. Once the
modification is approved, the agency will receive notification from DCED; and, at that time, can
begin to invoice using the most recently approved budget.

Budget modifications and any changes to the budget or work plan should be requested at the time of
each funding release or quarterly. This reduces the need for multiple interim modifications.
However, if additional modifications are needed, outside the quarterly timeframe, the agency may
request such modifications as defined above.

All modifications must be submitted electronically, clearly identified as a modification request in the

subject line of the email, and submitted to one of the following addresses:

- Send your modification request along with your monthly invoice and/or FSR to ra-
dcedinvoicing@pa.gov
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