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TO:
DCA Grant Recipients

FROM:
Kathleen Hughes, Assistant Commissioner

RE:
Scope of Services Request for Revision Form 
​​​​​​​​​​​​​​​​​​​​​​​

Organizations funded in Fiscal 2009 that cannot complete their Fiscal 2009 Scope of Services as detailed in their Grant Agreement with the Department of Cultural Affairs (“DCA”) are required to submit a Scope of Services Request for Revision form for review and approval.  The form must be submitted and approved prior to completing a Final Report or Payment Request. The Scope of Services Request for Revision form will keep DCA informed of scope changes related to projects currently funded by DCA and expedite the reporting process.  

One copy of the Scope of Services Request for Revision form should be submitted for each revised project request. 

Scope of Services Request for Revision forms will be compared to the project originally proposed in the FY09 Application or Multi-Year Award Renewal form; therefore, while completing this form, it is important to consult the Scope of Services for which the organization has been funded. 

CDF grant recipients should submit a Scope of Services Request for Revision form if their revised projects meet any of the following criteria:

• the proposed services have been significantly altered from those described in the FY09 Application or Multi-

  Year Award Renewal Form (e.g., changes in programmatic content, location, audience size, date/s of the 
  event); and/or


• the revised individual project cost differs by 20% greater or less than the original costs.

If you are unsure if you should submit a Scope of Services Request for Revision form, please contact your Program Specialist.
Getting Started

At the bottom of this document is a link to DCA’s Fiscal Year 2009 Scope of Services Request for Revision form.  Should you have difficulties with the online form, please contact us at (212) 513-9346.  We can only accept hard copy forms with an original signature.  Faxes and emailed submissions cannot be accepted; you will need to print the form and, once completed, sign and return it via mail to DCA.

Deadline

All Scope of Services Request for Revision forms must be submitted prior to completion of the Final Report or Payment Request and no later than July 6, 2009.

What You Need To Know
DCA will only accept complete and accurate Scope of Services Request for Revision forms.  We will return or hold any forms that do not have an original signature, do not provide adequate detail, or are in any way incomplete or incorrect.  Please check your submission carefully.  Your Program Specialist will notify you if your request cannot be approved as submitted.  Scope of Services Request for Revision forms which are incomplete, inaccurate, or delayed may result in a rating performance under this Grant Agreement as unsatisfactory, which could affect future funding.

STEP 1:  “Scope of Services Request for Revision” 
· Fiscal Year; Name of Organization; Contact Person & Title; Phone; Email:  Complete as requested.  
· Project # and Project Title: This number and title should correspond to the project number and project title you originally proposed. If you are seeking revisions for more than one project, one completed form is required for each project.  Scope of Services Request for Revision 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 served as originally anticipated for this project.  Revised #:  This figure should reflect a realistic estimate; if the project has already occurred, provide an actual number of people served. 
· Original Project Title; Original Location/Venue; Original Borough; Original Date(s) of Event: These details should correspond to the information originally proposed. Revised Project Title; Location/Venue; Borough; Date(s) of Event: This information should reflect proposed revisions for your project.
· Original Project Cost: This figure should be identical to the anticipated cost originally proposed for single project.  Revised Project Cost:  This figure should reflect a realistic estimate of your revised project cost; if the project has already occurred, provide the actual costs incurred.  Calculate the difference between these two numbers: if the revised figure differs by more than 20% from your original figure, you must include a Budget Revision page (see Step 2 below).  If required, check the appropriate box and be sure the Budget Revision page is submitted.  
· In the space provided, explain in detail any changes/revisions/substitutions you are requesting for the single project referenced at the top of the “Scope of Services Request for Revision” form.  Use this section to provide a rationale for any increases or decreases in the project cost, number of participants, depth of service, etc.  Keep in mind that DCA may require further detail prior to approving any revisions.  The “Scope of Services Request for Revision” cannot include or reference activities outside of the five boroughs, or dates outside of Fiscal Year 2009 (i.e., before July 1, 2008 or after June 30, 2009).  
· Check “Yes” if your project revisions are the result of revenue that was not received as expected. Use the provided space to explain in detail changes in your funding plan.
· If the revised project cost differs by more than 20% from your original figure, check the appropriate box and complete the Budget Revision page.  
· Signed Authorization:  The Scope of Service 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.  
STEP 2:  “Budget Revision” 
Organizations whose revised project cost differs by more than 20% from their original project cost must submit the Budget Revision page.  

· Project #:  This number should correspond to the number referenced on the Scope of Service Request for Revision form.  If you are seeking to revise multiple projects, a “Budget Revision” page is required for each project where revised combined cost differ by more than 20% from the original cost.

· Revised Project Budget: These figures should reflect current and realistic projections of expenses for the revised individual project.
· Original Project Expenses (Combined):  These figures should be identical to the projected expenses originally proposed. Be sure to provide a figure in each expense category where applicable and specify “other expenses” in the space provided.

·  Revised Project Expenses (Combined): 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 Project Expenses (Combined) and the Revised Project Expenses (Combined) by expense category.  Any budget variation (either increase or decrease) greater than 20% 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:  Submission
Be sure to review all materials before submitting and retain a copy of the signed “Scope of Service Request for Revision” form and, if applicable, the accompanying “Budget Revision” page in your Fiscal 2009 DCA file.  All requests must be sent directly to the Programs Services Unit (not the Commissioner’s Office); see address below.  Be sure to submit these forms as soon as you are aware of any changes to your proposed services and in advance of your Final Report or Payment Request. These forms must be submitted no later than July 6, 2009. As a reminder, the final reporting deadline is August 3, 2009.  Should you have any questions, please contact your Program Specialist.  
Mail your signed request to the following address.  DCA will notify you if your request is 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.



