Section B - Project Amendments

This page intentionally left blank.

July 2005
B-2

Project Amendments

Project amendments may be proposed by the project recipient or by the department Program Manager.  Amendments will be approved only if the approval procedures described in the following pages are followed.  This section applies to all types of state and federal projects issued by the Department of Education.  

A project recipient may not begin to expend or obligate federal funds under a project amendment until the latter of the following two dates:  (1) the date the Department receives the amendment in substantially approvable form or (2) date approved by department Program Manager.

Program and Budget Amendments Requiring DOE Forms
Where statutes or rules governing a program do not expressly stipulate program or budget amendment requirements, project recipients shall obtain prior approval in writing to make any of the following changes to the approved project application:

· Goals and objectives.
· Project evaluation scope.
· Deliverables.
· Work tasks (Example: If a stated objective for the approved project is to provide internal training to selected personnel and, subsequently, the fiscal agent determines that a more efficient means to achieve the objective is through personnel observing best practices at another location, this change would constitute a modification of work task and would require prior written approval from the Department.)
· Types of personnel employed by the project (Example: If the approved application lists two Program Specialist positions and to meet the objectives of the approved project three Program Specialists are needed, this change is allowable without prior written approval from the Department. If to meet the objectives of the project a Technology Specialist is needed, prior written approval from the Department is required.)
· Under non-construction projects, contracting out, sub-granting (if authorized by law) or otherwise obtaining the services of a third party to perform activities that are central to the purposes of the award.

· Budget revisions that are necessary to implement a program amendment requiring prior approval.
· Budget revisions that will change the total amount of the project.

Amendments from project recipients that require prior approval by the Department shall be completed as follows:  

· Program and budget amendments to approved project applications for all programs shall be prepared by project recipients on the project amendment request form DOE 150 and the attached DOE 151 amendment narrative form. 
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· Project recipients shall submit one original signed copy, unless otherwise specified.  

· Both program and budget amendments shall be signed by the Superintendent of the school district or the agency head for other entities.  Amendment requests signed by officials other than the Superintendent or agency head must include a letter of authorization on behalf of said official attached to the DOE 150 form when the amendment request is submitted.

· For program amendments, project recipients shall describe and justify the type of programmatic changes requested on the project amendment request form DOE 150 and cite each affected page of the approved project.

· For budget amendments, project recipients shall describe the reason for making a budget revision on the project amendment request form DOE 150.  On the DOE 151 form, the project recipient shall list only the budget items that are being amended.  Project recipients shall not be required to submit a revised total budget unless requested to do so by the department Program Manager.

· If statutes or rules governing a program expressly stipulate that the program or budget amendment requirements differ from or are not stated in this section, the Program Manager shall inform potential project recipients of such requirements at the time project applications are invited (RFP or RFA) and in the “special terms and conditions” section on the project award notification.  The authority for such requirements shall be specified.

· Program recipients are responsible for determining that budget revisions comply with applicable statutes, regulations, rules, and program requirements and for using fiscal control and fund accounting procedures that insure proper disbursement of and accounting for state and federal funds in an accurate and timely manner.

· For all performance-based projects, any changes to the approved deliverables must have prior written approval and any reduction in a deliverable must have a justifiable corresponding monetary reduction.

· Mail all amendments to the unit that administers the project in Grants Management.  Do not mail amendments to the program office contact or sub-contracted offices representing DOE.

When the amount of the estimated roll-forward funds included in the approved project application is less than the actual amount of roll-forward funds later certified by the Department, the project recipient must submit a budget amendment for prior approval in order to increase the total project amount.  If the estimated roll-forward funds are more than the actual amount certified, the project recipient must adjust project records to correspond to the reduced amount available for expenditure.

All Other Amendments

Certain types of amendments do not require submission of a project amendment request form; however, the Department must receive a written request such as a letter, memorandum, or e-mail.  If the amendment is approved, the Department will respond with a revised project award notification.  Examples of such requests include those that would:
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· Revise project period (request must be received on or before the termination of the current approved project period);
· Change reporting dates, both programmatic and fiscal (request must be received on or before the current approved reporting date);
· Decrease allocation; or
· Terminate project.
	Reason for Amendment
	Required of Applicant
	Response from DOE

	Changes to Following
	DOE 150
	DOE 151
	Written Request
	Amended DOE 200

	Objectives
	x
	x
	
	x

	Project evaluation scope
	x
	x
	
	x

	Change in work task
	x
	x
	
	x

	Change in deliverables
	x
	x
	
	x

	Changes in types of personnel
	x
	x
	
	x

	Obtaining services of third party
	x
	x
	
	x

	Budget revision to implement

program amendment
	x
	x
	
	x

	Increase project amount
	x
	x
	
	x

	Revise project period
	
	
	x
	x

	Change reporting dates

(program or fiscal)
	
	
	x
	x

	Decrease allocation
	
	
	x
	x

	Terminate program
	
	
	x
	x


Note:  Changes in object codes that do not affect any of the criteria addressed on page 15 will not require an amendment.

Amendment Review and Approval Process
Amendments should be submitted directly to Grants Management and not to the program office.  Grants Management will assure that each amendment is date-stamped when received in the Department, that forms are filled out correctly, and that the amendment carries the original signature of the Superintendent or agency head.  After amendments are entered into the database, they are sent to the program office for compliance review and to insure that the integrity of the project is maintained.  After the program compliance review and the technical budget review, the amended project award notification is processed and mailed to the project recipient. 

Project amendments that do not meet departmental requirements shall be returned unprocessed to project recipients. 

Grants Management will provide written notification to the project recipient for amendments not approved and the reason for such action. 
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