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TO:
CDF Grant Recipients

FROM:
Kathleen Hughes, Assistant Commissioner

RE:
Revised Reporting Procedures 
​​​​​​​​​​​​​​​​​​​​​​​

Starting February 1, 2008 a Cultural Development Fund grant recipient seeking to revise any project for which it received DCA Fiscal 2008 funding, will be required to submit a “Scope of Services Request for Revision” form for review and approval.  The new form must be submitted and approved prior to completing a Final Report or Payment Request, and can be downloaded by clicking on the links below these instructions.
The “Request for Revision” form will help keep the staff informed of scope changes related to projects currently funded by DCA, and expedite the reporting process by reviewing those changes prior to the reporting period.  The form will allow for detailed explanation of requested revisions and the reasoning behind them.  One copy of the “Request for Revisions” form should be submitted for each revised project request. 
Any revisions described will be compared to the detail originally proposed in the FY08 Application (“App”).  Therefore, while completing this form, it is important to consult the Scope of Services for which the organization has been funded (App, Page 4, Section III.B. Synopsis of Proposed Services).     Again, review and approval of the “Request for Revision” form is now required prior to completion of the Final Report or Payment Request.  

STEP 1:  “Scope of Services Request for Revision” 
· Name of Organization/Contact Person & Title/Phone/Email:  Complete as requested.  
· Project #: This number should correspond to the project number you originally proposed (App, Page 3.a.).  If you are seeking revisions for more than one project, one completed form is required for each project.  “Request for Revisions” forms for multiple projects should be submitted together when possible.
· Original # of People to be Served by this Project: This figure should be identical to the total number of people you originally projected for this project (App, Page 3.g).  Revised #:  This figure should reflect a realistic estimate of your revised project; if it has already occurred, provide an actual number of people served. 
· In the space provided explain in detail any changes/revisions/substitutions you are requesting for the single project referred to at the top of this page.  Use this section to provide a rationale for any increases or decreases in the number of activities, number of participants, depth of service, etc.  Keep in mind your revised scope should reflect a similar scale to your original project (App, Page 3. Section III.A.), and that DCA may require further detail prior to approving any revisions.  Any revisions cannot include or reference activities outside of the five boroughs, or dates outside of Fiscal Year 2008 (i.e., before July 1, 2007 or after June 30, 2008).  
· Original Project Cost: This figure should be identical to the projected cost you originally proposed for the single project (App, Page 3.b.).  Revised Project Cost:  This figure should reflect a realistic estimate of your revised project cost; if the project has already occurred, provide the actual cost you incurred.  Calculate the difference between these two numbers: If the revised figure differs by $5,000 or more than 10% (greater or less) than your original figure, you must attach the accompanying Budget Revision page (see below).  If required, check the appropriate box and be sure the Budget Revision page is attached for submission.  

· Signed Authorization:  The “Request for Revision” form must have a date and an original signature in ink or it will be returned for resubmission.  DCA requires a signature from the grant recipient’s Executive Director or other authorized signatory.  A printed, legible name, title, and date are required.  
Organizations whose revised project cost differs by $5,000 or greater than 10% from their original project cost must submit the Budget Revision page.  

STEP 2:  “Budget Revision” 
· Project #:  This number should correspond to the number and revised project described on the “Request for Revisions” form.  If you are seeking to revise multiple projects, a “Budget Revision” page is required for each project where the original and revised costs differ by $5,000 or greater than 10%.
· Original Proposed Project Expenses:  These figures should be identical to the projected expenses originally proposed (App, Page 5, Project Budgets, Expenses).  Be sure to provide a figure in each expense category where applicable, and specify a breakdown of “other expenses” in the space provided.

·  Revised Project Expenses: These figures should reflect current and realistic projections of revised expenses; if the project has already occurred provide all actual expenses incurred.  
· Budget Variations:  The “% inc/dec” column will automatically calculate the percent difference between the original and revised figures by expense category.  Any budget variation (either increase or decrease) of greater than 10% must be explained in the space provided.  Be sure to detail the cause of the variation, and provide any background information that might be helpful in assessing those changes.  DCA may require further detail prior to approving any revisions.  

STEP 3:  Submitting your Request 
Be sure to review all materials before submitting and retain a copy of the signed “Request for Revision” form and “Budget Revision” page, if required, in your Fiscal 2008 DCA file.  All requests must be sent directly to the Programs Services Unit (not to the Commissioner’s Office), as addressed below.  Be sure to submit as soon as you are aware of any changes to your proposed services and, when possible, well in advance of your Final Report or Payment Request.  As a reminder, the final reporting deadline is August 1, 2008.  Should you have any questions about this new requirement, please contact your Program Specialist.  
Submit your signed request as follows.  DCA will notify you within three weeks if the request can be approved, or if additional information is necessary.
New York City Department of Cultural Affairs

Programs Services Unit, REQUEST FOR REVISION
31 Chambers Street, 2nd Floor

New York, NY  10007

To start downloading the Scope of Services Request for Revisions form, click here.
To start downloading the Budget Revision page, click here.



