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Introduction to HHS Accelerator and Financials

The Health and Human Services (HHS) Accelerator System is the City’s online system to simplify
and speed the contract process for health and human services providers that deliver services
directly to clients and communities. Through a collaborative process with providers, redundant
paper-based requirements were removed, processes reengineered, and contract documents
standardized — freeing up resources for mission-focused activities.

Agencies now release all Health and Human Services Request for Proposals (RFP) through the
HHS Accelerator System. Prequalified providers approved for relevant Services are “Eligible to
Propose” and can submit proposals after procurements are released.

The HHS Accelerator System also has the functionality to manage financials electronically.
Providers can manage budgets, invoices and payments in the system. HHS Accelerator Financials
enables a paperless process and facilitates increased accuracy in accounting.

The City of New York is phasing in the use of this module and participating organizations will
receive notification when it is time to use HHS Accelerator Financials.

HHS Accelerator Financials standardizes financials for health and human services contracts across
the eleven participating Agencies. The system provides:

A standard budget template

A common interface for City Agencies and Providers to conduct budget transactions
Agencies use the same process to configure/modify/amend budgets, invoices and payments
A more holistic picture of contract data and financials for HHS Accelerator Agencies.

Financials on the Provider Homepage

After logging in, the first page that you will encounter is the Provider Homepage.

Below the main buttons and navigation icons is a dashboard that gives an overview of the
Document Vault, Alerts, Application (status), Procurements, Financials, Documents Shared with
your Organization and NYC.ID Account Maintenance. From the homepage, your organizations can
use the financial links on the dashboard to access key financial functions, or can use the main
Financials tab at the top of the page.

Ix
£* 5 When you log into the HHS Accelerator System, at first it will appear as if
procurement and financial statistics are unavailable. In order to see the tasks and

statistics, you must press the refresh Eicon, located on the solid blue band.
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Text Size: A A A

Organization Document Applications Procurements Financials ﬁ I~ @
HHS Accelerator Information Vault il A4

Waelcome: John A Doe, Org_765

Provider Homepage

12 Documents in your Document Vault

3 Alerts remaining in your Alerts inbox

0 User account requests requiring action

Application Procurements

Your Current Organization Status: Approved 0 RFPs you're eligible for will be released within 30 days

Your Business Application Status: Approved
Your organization has 0 pending Service Applications

Your organization has 2 approved Service Applications 0 RFPs with proposals determined eligible for award

RFPs with draft or submitted proposals

RFPs you're eligible for have due dates within 30 days

1 Contracts pending registration 9

0 Modifications and Updates pending submission
5 Active Budgets h 0 Modifications and Updates pending approval
2 Budgets pending submission d 0 Modifications and Updates returned for revision
0 Budgets pending approval e 2 Invoices pending submission

0 Budgets returned for revision

[k

Invoices pending approval k

=]

Invoices returned for revisio.. |

Documents Shared with your Organization NYC.ID Account Management

No providers have shared documents with vou at this time. This section
will become active once a provider has granted you access to 1 or
more documents.

If you'd like to grant Providers or NYC Agencies view-only access to

Update your NYC.ID Name or Email.

Update your NYC.ID Password.

Update your NYC.ID Security Questions.

vour documents, you can do so from your Document Vault.

Select the “Financials” tab to access the HHS Accelerator Financials.

Contracts pending registration for your organization are listed.

Active budgets for your organization are listed.

Budgets pending submission for your organization are listed.

Budgets pending approval by the funding Agency.

~lo|la|o|o|e

Budgets returned for revision that your organization needs to address.

Modifications and Updates pending submission by your organization.

O |Q

Modifications and Updates pending approval by the funding Agency.

Modifications and Updates returned for revision by the funding Agency.

Invoices pending submission by your organization.

Invoices pending approval by the funding Agency.

Invoices returned for revisions by an Agency.
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Monitoring the Status of a Contract

View Contracts Listed in HHS Accelerator

The Contract List is located in the Financials section of the HHS Accelerator System. To access the
Contract List, click the Financials tab. The Contract List displays your organization’s CCS contracts
that are managed in HHS Accelerator Financials. Contracts will be added to the system over a
period of time.

a Text Size: A | A | A

m Organization Document Applications Procurements @ i
HHS Accelerator Information Vault ‘ﬁl T

Welcome: Natasha L Smith, Training Provider 1

Financials
b Contract List Budget List Invoice List Payment List Amendment List
Contract List ®
Listed below are the contracts for rganization. A default filter has been applied.
C . Contracts: 85
Filter Contracts w i i
T Tatal Value of Active Contracts: $100195000 h [ Previous 1 2( ] Next
Procurement/Contract
e Title 4 / Agency f CT# g Contract Value($) Date of Last Update Status
PROV - Finance ACS #14b ACS CT10220201410 1,000,000.00 02/20/2014 Registered
! Pendi
PROV - Finance ACS #2 ACS . 1,000,000.00 02/14/2014 e
Registration
. Pendin
PROV - Finance ACS #3 ACS - 1,000,000.00 02/14/2014 . 9 .
Registration
. Pendin
PROV - Finance ACS #4 ACS - 1,000,000.00 02/14/2014 . - .
Registration
Prov - Finance ACS #6 ACS CT10220201402 1,000,000.00 02/20/2014 Registered
Prov - Finance ACS #7 ACS CT10220201403 1,000,000.00 02/20/2014 Registered
Prov - Finance ACS #8 ACS CT10220201404 1,000,000.00 02/20/2014 Registered
! Prov - Finance ACS #9 ACS CT10220201405 1,000,000.00 02/20/2014 Registered

a. | Click Financials to access the Contract List.

b. | Click on the Contract List tab to access the Contract List.

€. | Click on the Filter Contracts button to change which contracts are displayed.

d. | Shows number of contracts and total value of Active Contracts in the system for your
organization.

€. | Procurement/Contract Title.

f. | Agency that oversees the contract.

8- | Contract Number (CT#).
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h. | Contract Value ($) of each contract.

I. | Date of Last Update of the contract information.

The Status of the contract. Statuses include Pending Registration, Registered,
Suspended, Cancelled, and Closed.

I-
4= 1 If one of your organization’s contracts is amended by the issuing Agency, a red

|
exclamation * icon will appear next to the contract. This symbol alerts your
organization that an action is required. Your organization will need to update its
budget for the contract to match the amended contract value.

¢ For a positive amendment, once your revised budget is approved and
registered by the Agency, the red exclamation icon will disappear, and the
Contract Value ($) listed on the Contract list will adjust to reflect the new
amended value of the contract.

o For a negative amendment, once your revised budget is approved by the
Agency, the red exclamation icon will disappear, and the Contract Value
(%) listed on the Contract list will adjust to reflect the new amended value of
the contract.

Your organization can use the Amendment List to track the contract amendment.
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Stages of a Contract

All contracts with a status of Pending Registration, Registered and Suspended, are visible on the
Contract List. Contracts that are closed or cancelled do not appear on the contract list by default,
but your organization can access them by using the “Filter Contracts” feature. The following
descriptions define the life cycle of contracts in the system.

Status Type Status Definition

Pending The Agency has completed the required actions and the
Registration | contract is pending registration.

The contract has been registered. Invoicing and payments

Registered can begin.

Contract Status Suspended | The Agency has suspended the contract.

The Agency has closed the contract. Once a contract is
Closed closed, invoices can no longer be submitted by your
organization.

Cancelled The award has been cancelled by the Agency.

Pending The Agency has amended the contract. “Pending

Registration | Amendment” flag will be visible on the Contract list.
Contract Reaistered The contract has been registered with updated details.
Amendment Status 9 Invoicing and payments can begin.

Cancelled The Agency has cancelled the contract amendment.

Page 7 of 70



Filter Contracts

Filtering allows you to target your search and quickly modify contracts displayed on the Contract
List.

After you click the “Filter Contracts” button, the filter menu displays with a number of options for
modifying displayed contracts. By default, all Active Contract Statuses are checked.

To adjust your filtered options, you must uncheck relevant boxes.

Text Size: A a A

m Organization Document Applications  Procurements Financials > @
HHS Accelerator Information Vault ﬁ W

Welcome: Natasha L Smith, Training Provider 1

Financials

Contract List Budget List Invoice List Payment List Amendment List

Contract List ®

Listed below are the contracts for your organization. 4 default filter has been applied.

Filter Contracts w | Contracts: 95

Total Value of Active Contracts: $100195000 Previous 12345 Next
X
Procurement/ Contract Value($) Date of Last Update Status
Contract Title:
- 0 1,000,000.00 02/20/2014 Registerad
Agency: All NYC Agencies |Z|
Pending
Program Name: 1,000,000.00 02/14/2014 Registration
- pendi
SEE 1,000,000.00 02/14/2014 enang
Registration
a Contract Value to: Pendi
From ($): 1,000,000.00 02/14/2014 S
=] Registration
Status: 2 i i i -
b BN T FLEETE 2 1,000,000.00 02/20/2014 Registered
¥ Registered I cancelled .
3 1,000,000.00 02/20/2014 Registered
I I Closed
— —_— 4 1,000,000.00 02/20/2014 Registered
c Contract Term to:
From: 5 1,000,000.00 02/20/2014 Registerad
Set to Default Filters 100,000.00 02/11/2014 Registered

Contract Value From ($) allows your organization to filter contracts by a contract
value range.

Status indicates the current status of the contract. Your organization can select
b. | any status. Cancelled and Closed status can only be selected from the filter
options section.

Contract Term From allows your organization to view contracts that fall into a
defined date range.
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View your Organization’s Budgets

For listed contracts, your organization will use the HHS Accelerator System to submit a budget,
request an assignment, request an advance, and modify the budget.

A budget needs to be created for each contract that your organization holds. Your organization will
be notified by email that it is time to input the budget in the system which, once completed, you will
submit to the Agency for review. The Agency will receive a notification that the budget was
submitted and begin the approval process.

Your organization cannot begin invoicing until the contract is registered, the service period has
started, and the budget has been approved by the Agency.

Accessing the Budget List
The Budget List allows you to view budgets, request an advance, initiate a budget modification and
submit an invoice.

The Budget List, located in the Financials section of the HHS Accelerator System, is accessed by
clicking the Financials tab, then clicking the Budget List tab. The Budget List displays your

organization’s Health and Human Services budgets that are managed in the system.

From the Budget List tab, your organization can submit, view, and modify a budget, as well as
request an advance.
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TextSize: A| A A

M Organization Document Applications Procurements — @ ]
HHS Accelerator Information Vault ﬁ 4

Welcome: John A Doe, Org_765

b

Financials a
Contract List Budget List Invoice List Payment List
Budget List ®

Listed below are the Budgets £ ~ur organization. A default filter has been applied.
Budgets:7 | C

Filter Budgets v e f g h i ]
" - Budget Date of Last -
Procurement/ Contract Title Agen Fiscal Year Status Action
/ Lo Value($) Update =
A Prov Demo - ACS Residential ¢ 2014 -10,000.00 01/07/2014 Beicling [I need to... v
Care Approval

(©) Prov Demo - ACS Residential

ACS 2014 30,000.00 12/09/2013 Active
Care 2

View Budget

(©) Prov Demo - ACS Residential . Submit Invoice

e 2014 30,000.00 12/09/2013 Active Modify Budget

Care Request Advance
©%Wm ACS 2014 30,000.00 12/09/2013 Active [L need to... v
©%Wm ACS 2014 30,000.00 12/09/2013 Active [L need to... v
© Egor\; s 2014 30,000.00 01/02/2014 Active [Ineedto... v]
©—z‘::: gem" -ACS Residential g 2014 30,000.00 12/09/2013 Active [Ineed to... v]

Budgets: 7

a. | Click on the Budget List tab to access the Budget List.

b. | Click on the Filter Budgets button to change which budgets are displayed.

€. | Number of budgets displayed based on applied filters.

d. | Each Procurement/Contract Title is displayed.

e. | Contracting Agency is listed.

f. | Fiscal Year of budget.

8- | Budget Value ($) for the Fiscal Year for each budget.

h. | Date of Last Update of the budget information.

This section displays the Status of the budget. Statuses include Pending
i. | Submission, Pending Approval, Returned for Revisions, Approved, Active, Closed,
Suspended, and Cancelled.

This section displays Actions that can be taken with the budget. Depending on the
J. | status of the budget, these include View Budget, Submit Invoice, Modify Budget,
and Request Advance.
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Status of a Budget

All budgets with a status of Pending Submission, Pending Approval, Returned for Revision,
Approved or Active, are visible on the Budget List. Budgets that are Suspended, Closed or
Cancelled do not appear on the budget list by default, but your organization can access them by
using the Filter Budgets feature in the system.

Note: The terms Contract Budget and Budget are used interchangeably. The following descriptions
define the life cycle of budgets in the system.

Status Type Status Definition
Pe“d'T‘g. A budget can be viewed or submitted.
Submission
Pending Your organization has submitted the Contract Budget and is
Approval waiting for Approval from the Agency.

Contract Budget

Status

Returned for

The Agency has returned the Contract Budget to your

Revision organization to revise and resubmit.
Approved The Agency has approved the budget and the contract is
PP pending registration with the NYC Comptroller’'s Office.

Active The contract is registered and you can view the budget,
submit an invoice, modify the budget and request an advance.

Cancelled The Agency has cancelled the contract. No action necessary.

Suspended The Agency has suspended the contract. No action
necessary.

Closed The Agency has closed the contract. No action necessary.
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Filter Budgets
Filtering allows you to target your search and quickly modify budgets displayed in the Budget List.

After you click the “Filter Budgets” button, the filter menu displays a number of options for modifying
displayed budgets. By default, all Active Budget Statuses are checked.

To adjust your filtered options, you must uncheck relevant boxes.

HHS Accelerator Information Vault

m T
Organization Document Applications Procurements =7 @ i
A Ly

Welcome: John A Doe, Org_765

Financials
Contract List Budget List Invoice List Payment List
Budget List ®
Listed below are the Budgets for your organization. A default filter has been applied.
Budgets:7
Filter Budgets w uegets
% Budget Date of Last
udg ate of La -
8 ' Budget Type: ¥ A Amendment ™ [M] Modification Jlue($) Update Status 4  Action
[+ @ Contract [+ @Update pendi
000.00 12/09/2013 ending 1 need to... vl
Procurement/ Submission
Contract Title: pendin
i 000.00 12/09/2013 2 [T need to... v
Agency: [All NYC Agencies v Submission
Program Name: 000.00 12/09/2013 Active [ need to... M
CT#:
000.00 12/09/2013 Active [I need to... M
Budget Value To:
from($) : .
000.00 12/09/2013 Active |I need to... v|
b Status: W pending Submission M Active
[ pending Approval [ closed D00.00 12/09/2013 Active [I need to... v
I [ Returned for Revision [ Suspended
M Approved [ cancelled 000.00 12/09/2013 Active [I need to... v
C  Fiscal Year: [ v
Date of Last = To: =
Update From:
Set to Default Filters

a. | Budget Types include Amendment, Modification, Update, and Contract.

b. | Status indicates the current status of the budget. Your organization can select
Closed, Suspended or Cancelled budgets from this section.

Fiscal Year allows your organization to view contracts that fall into a defined date
range.

You may also filter by Agency, CT#, Budget Value ($), and Date of Last Update.
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Submit a Contract Budget

Your organization can create a budget following the steps below.

TextSize: A | A A

Organization Document Applications Procurements Financials

HHS Accelerator Information Vault

Welcome: Natasha L Smith, Training Provider 1

Provider Homepage @
24 Documents in your Document Vault 66 Alerts remaining in your Alerts inbox

0 User account requests requiring action

Application Procurements {}

Your Current Organization Status: Approved 0 RFPs you're eligible for will be released within 30 days
Your Business Application Status: Approved 0 RFPs you're eligible for have due dates within 30 days
Your organization has 0 pending Service Applications 1 RFPs with draft or submitted proposals

Your organization has 2 approved Service Applications 0 RFPs with proposals determined eligible for award

nci
43 Contracts pending registration 3 Modifications and Updates pending submission 1
50 Active Budgets 2 Modifications and Updates pending approval
43 Budgets pending submission 0 Modifications and Updates returned for revision
2 Budgets pending approval 0 Invoices pending submission
2 Budgets returned for revision 2 Invoices pending approval
0 Invoices returned for revision

Documents Shared with your Organization NYC.ID Account Management

No organizations have shared documents with you at this time. This Update your NYC.ID Name or Email.
section will become active once an organization has granted you access to
1 or more documents.

Update vour NYC.ID Password.

Update vour NYC.ID Security Questions.

If you'd like to grant Providers or NYC Agencies view-only access to your
documents, you can do so from your Document Vault.

Text Size: A | A | A

m Organization Document Applications Procurements Financials 7) @ ]
HHS Accelerator Information Vault v

Welcome: Natasha L Smith, Training Provider 1

Financials
Contract List Budget Invoice List List di List
Budget List ®
Listed below are the Budgets for your organization. A default filter has been applied.
N Budgets:43
Filter Budgets v 123 Nexd
a Fiscal Date of Last 3
Procurement/Contract Title  Agency - Budget Value($) Update Status «  Action
5877 200 proc eoion [Tneedto.. ]
© 5877 200 Proc ACS 2014 0.00 01/16/2014 Submission I need to... [=]
. Pending
@©) ACS Test Award EPIN £ 28 ACS 2014 20,000.00 02/11/2014 9. [Ineedto..  [¥]
Submission
. . Pending
© PROV - Finance ACS #3 ACS 2014 300,000.00 02/14/2014 L I need to...
Submission 3
. Pending View Budget
© PROV - Finance ACS #2 ACS 2014 300,000.00 02/14/2014 =
Submission
© PROV - Finance ACS #14  HRA 2015 300,000.00 02192014 MY Treedto.. |7

Submission
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1. Click on the
“Refresh” icon in the
financials section of
the homepage.

2. Click on the number
hyperlink for
“Budgets Pending
Submission.”

3. To start a new budget
select “View
Budget” from the
Action drop down
menu.



Text Size: A A | A

Organization Document Applications  Procurements Financials \ Qj @
HHS Accelerator Information Vault LI}
m—

Welcome: Natasha L Smith, Training Provider 1

Contract Budget ” Return to Budget List @

Starus: Pending Submissicn
=y Print Budget

Contract Information
Agency: Administration for Children's Services (ACS) CT#: Not Registered

Procurement/Contract PROV - Finance ACS #3 Contract Start Date: 07/01/2013
Title:

provider: Training Provider 1 Contract End Date: 06/30/2017 ReVIeW the detalls |n the
Procurement E-PIN: 0681418031 T Contract Information and
R — 21413031001 Program Name: g::l\éercs:rlePre—Kindergar‘ten Services (UPK): Flscal Year Budget
sections.
Fiscal Year Budget Information

Start Date End Date FY Budget YTD Actual Paid Amount

4. Next, click on the first
07/01/2013 06/30/2014 $300,000.00 $300,000.00 $0.00 blue header Just
[ sove Jf submit

below the Fiscal Year
E—— ) Erry

Budget information
grid.

Assignments
Comments View Comments History

Enter any comments:

Click the 'Save’ button above to save your comments.
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Fiscal Year Dudget Information
Start Date End Date FY¥ Disd gt YTO Invwnbond a ¥TD Actual Paid Amount
oTQLama ORI ITA BRI 8220 | Rl ] .00

FYa0i4 F00,000.00 -

‘

Budgel Summary

Hudgel Sememary &= ew Snpter Frecety Wasien

¥l mvodcnd Bemaining
1ima Toam FY Budgat Anrount Amaunt
#  Tobal Oty Funded Dadget $0.00 30,00 40.00
Todal Program Incemse
$#0.00 000 $0.00
{Esiuded from City Fosded Bodget; Mot Invosed)
Tatal Program Budget
k #0.00 §0U00 $0.00
{Cigy Funded Budget + Program Intoma)
Sardice Site Inlormation m
Floasa anter an address for sech sin whare your rganizetion proposes 1o deler services 5
Site Mame Addreas 1 Addres 2 Cilty Slate Lode

Fe> dteh have been erdened..

Each tab on the budget is
accessible and may be
completed at any time. All
tabs may not display for
your budget. Agencies
choose which tabs are used
for your budget and may
provide instructions on
which tabs to fill out.

Budget information is
entered in each tab. The
Budget Summary
summarizes the total of all
direct and indirect costs.
Tabs for all budget sections
are visible at the top of the
budget summary section.

5. Click “Add Site” and
add the site location
where services are
delivered.

6. Next, click on the
“Personnel
Services” tab.

To view details on how the
budget is broken down,
view each individual tab.

The Service Site Information requested on the bottom of the Budget Summary Tab
is a required field. If there are multiple locations for the contract, enter the address
for the primary location. If services are not geographically based, use the address of

the administrative office.
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FY2014 $300,000.00 w

Budget Summary Personnel Services

Contracted Services Rate Milestone

Personnel Services

Salaried Employees

— Salaried Employees Total

- + Add 8

Hourly Employees

+ Hourly Employees Total

Seasonal Employees

+ Seasonal Employees Total

Fringe Benefits

Fringe Total

Operations & Support

Unallocated Funds

Total Salary & Fringe:

Total Salary:

Total Fringe:

YTD Invoiced Amount:

# of FTEs

Page 1

Hours/Year

Hours/Year

FY Budget

$0.00

utilities

Indirect Rate

FY Budget

$0.00/

of 0

FY Budget

$0.00]

FY Budget

$0.00

YTD Invoiced Amount

Professional Services Rent

Program Income

$0.00

$0.00

$0.00 (0.00%)

$0.00

YTD Invoiced

A t
A t
$0.00 $0.00
YTD Invoiced . N
A t
$0.00 $0.00
YTI‘:: lmmi::ed " "
$0.00 $0.00

$0.00

Remaining Amount

$0.00

FY2014 $300,000.00 w

Budget Summary Personnel Services

Contracted Services Rate Milestone

Personnel Services

Salaried Employees

— |Salaried Employees Total 9

>

[
B Save @ Cancel

Operations & Support

Unallocated Funds

Total Salary & Fringe:
Total Salary:
Total Fringe:

YTD Invoiced Amount:

# of FTEs

Indirect Rate

Utilities

FY Budget

$0.00

Professional Services Rent

Program Income

$0.00

$0.00

$0.00 (0.00%)

$0.00

YTD Invoiced
Amount

$0.00

Remaining Amount

$0.00
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The default for the
Personnel Services is $0.00
in all fields.

Total Salary indicates the
total cost of all employees;
Full time employees (FTES)
(35 hours or more per
week), part-time employees
and seasonal employees.

Total Fringe indicates total
cost of fringe associated
with employees. Fringe
benefits must include FICA.
This may also include
unemployment insurance,
worker's compensation,
disability, pension, life
insurance and medical
coverage as per your
policies.

7. Click on the “+”
symbol next to the
Salaried Employees
Total row to expand
the grid.

8. Add a new row by
clicking “+Add” in
the footer of the grid

9. Next, click on the
“Salaried
Employees” drop-
down menu.



Budget Summary Personnel Services Operations & Support Utilities Professional

Contracted Services Rate Milestone Unallocated Funds Indirect Rate Program

Personnel Services
Total Salary & Fringe:

Total Salary:

Total Fringe:

¥YTD Invoiced Amount:

Salaried Employees

# of FTEs FY Budget

- Salaried Employees Total £0.00

Account Manager

Accountant (606)
Accountant/Bookkeeper (703)

Actor

Administrative Assistant (612)
Administrator

After School Program Director

Art Specialist/Arts Partner
Assessment/Intake (SED Only) (251)
Assistant Bookkeeper

Assistant Cook/Meal Preparer
Assistant Coordinator

Assistant Corporation Counsel/Senior Counsel
Assistant Director

Assistant Executive Director (602)
Assistant Manager

Assistant Mental Hygiene Director (702)
Assistant Principal (SED Only) (515)
Assistant Program Director (502)
FrindAssistant Supervisor

Assistant Vice President

$300,000.00 w

| Services Rent

Income

$0.00
$0.00
$0.00 (0.00%)
$0.00

¥YTD Invoiced

TR Remaining Amount

$0.00 $0.00

i

AR g e Remaining Amount

Amount
$0.00 $0.00
YTD Invoiced P "
A t
$0.00 $0.00

Remaining Amount

$0.00 $0.00
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10. Select the “Title” that
best corresponds to
the Salaried
Employee that your
organization is adding
to the budget.



Budget Summary Personnel Services Operations & Support Uilities Professional Services

Contracted Services Rate Milestone Unallocated Funds Indirect Rate Program Income
Personnel Sarvices
Total Salary & Fringe: %0.00
Total Salary: £0,00
Total Fringe: £0.00 (0.00%)

YTD Invoiced Amount: %0.00

11. Enter the number of
YTD Invoiced full-time employees in

Salaried Employees FY Budget Remaining Amount

fmount this title (# of FTESs).
— |Salaried Employees Total $0.00 $0.00 $£0.00
. : 11
Assistant Director : 40000.00 . « ”
: i 12. Click “ Save.
12 B Sawe @ Cancel of 0
Hourly Employees Hours/Year FY Budget YT:::‘::::::E&‘I Remaining Amount Repeat StepS tO enter
+ Hourly Employees Total £0.00 £0.00 £0.00 addltlonal Salarled
Employees, Hourly
Seasonal Employees Hours/Year FY Budget Y‘I':Invui:ed Remaining Amount Employees’ and Seasonal
meun Employees to the yearly
+ |Seasonal Employees Total $0.00 $0.00 $£0.00 bUdget.

Fringe Benefits YTD Invoiced Amount Remaining Amount

Fringe Total 50.00 $0.00

Tab Comments View Comments History

Comment History:

Type
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$300,000.00 v

Budget Summary Personnel Services Operations & Support Utilities Professional Services
Contracted Services Rate Milestone Unzllocatad Funds Indirect Rate Program Income

Personnel Services
Total Salary & Fringe: $130,000,00
Total Salary: £130,000.00
Total Fringe: £0.00 (0.00%)

¥TD Invoiced Amount: £0.00

Salaried Employees FY Budget QAT nsced

D Invoiced | pernaining Amount 13. Double click and
$120,000.00 s0.00 Fr—— enter a value in the
$50,000.00 $u.uu| £90,000.00 FY BUdget bOX-

£40,000.00 $u.uu|

~ |Salaried Employees Total

Case Manager (301)

L

Assistant Director

£40,000.00

+ Add

14. Click “Save.”

Hourly Employeas FY Budget A o nt Remaining Amount
+ |Ht:|ur|gr Employees Total

$u.ou| sn.au| $0.00

Seasonal Employees FY Budget u Remaining Amount
Amount
+ |Seasnna| Employees Total $D.00| $l].0ll| £0.00

Fringe Benefits YTD Invoiced Amount Remaining Amount

m.on| £0.00

I
Fringe Total | 20000.00]

B Save @ Cancel
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Personnel Services Operations & Support Utilities Professional Services Rent
Rate Milestone Unzllocated Funds Indirect Rate Program Income
Personnel Services
Total Salary & Fringe: $150,000.00
Total Salary: $120,000.00
Total Fringe: £20,000.00 {15.38%)
¥TD Invoiced Amount: £0.00
Salaried Employees # of FTEs FY Budget Lo ed Remaining Amount
Amount
— |Salaried Employees Total $1320,000.00 £0.00 %$120,000.00
Case Manager (301) 3.00 £30,000.00 $0.00 £90,000.00
v Assistant Director 1.00 £40,000.00 40.00 %£40,000.00
+ add Page 1 af 1
Hourly Employees Hours/Year FY Budget oo = Remaining Amount
Amount
+ |Hourly Employees Total $0.00 $0.00 $0.00
Seasonal Employees Hours/Year FY Budget . e Remaining Amount
Amount
+ |Seasonal Employees Total $0.00 £0.00 £0.00
Fringe Benefits FY Budget YTD Invoiced Amount Remaining Amount
Fringe Ttz $20,000.00 $0.00 $20,000,00
Tab Comments View Comments History
Comment History:
Type Detail User Date/Time

No Records Found...
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The Total Fringe
percentage calculates
automatically.

There are two types of
comments your
organization can submit
with the budget. Tab Level
Comment, and General
Overall Comments.

Each Budget tab has a Tab
Level comment field.

15. To leave a Personnel
Services tab level
comment, click “Tab
Comments.”



Budget Summary

Contracted Services Rate Milestone

Personnel Services

Operations & Support

Unallocated Funds

Utilities

Indirect Rate

Professional Services

Program Income

$300,000.00 w»

Personnel Services

Total Salary & Fringe:
Total Salary:
Total Fringe:

YTD Invoiced Amount:

£150,000.00
£130,000.00
£20,000,00 (15.38%)

40,00

Salaried Employees

Salaried Employees Total

YTD Invoiced

BN, g Amount

$1320,000.00

$n.nu|

Remaining Amount

$130,000.00

Case Manager [301)

$30,000.00

0. uu|

£50,000.00

Assistant Director

%40,000.00

0. uu|

$40,000.00

+ Add

Hourly Employees

| Hourly Employees Total

YTD Invoiced

L - Amount

$u.oo|

*o.nu|

Remaining Amount

$0.00

Seasonal Employees

|Seasm|a| Employees Total

¥YTD Invoiced
FY Budget Amount

su.ou-| sn.nu|

Remaining Amount

$0.00

Fringe Banefits

Fringe Total

FY Budget
£20,000 .00|

YTD Invoiced Amount

50.00|

Remaining Amount

£20,000.00

Tab Comments

Enter any comments:

View Comments History

Click the "Save’ button above to save your comments.

Please s=e the Fringe Justification document for 2 breakdown of the $20,0000.

Alsa, the case manager row groups zll levels of case managers on the website,

Page 21 of 70

16. Complete the “Tab

Comments” box and

click “Save.”



Budget Summary Parsonnel Servicas

Contracted Services Rate Milestone

Personnel Services

Salaried Employees
Salaried Employees Total
Case Manager (301)
Assistant Director

+ add

Hourly Employees

Hourly Employees Total

Seasonal Employees

Seasonal Employees Total

Fringe Benefits

Fringe Total

Tab Comments \iew Commen

Enter any comments:

Operations & Support

Unallocated Funds

Total Salary & Fringe:
Total Salary:
Total Fringe:

YTD Invoiced Amount:

2.00

1.00

Page 1

Hours/Year

Hours/Year

FY Budget
£20,000.00

Click the 'Save’ button above to save your comments.

Indirect Rate

Utilities Professional Services

Program Income

+150,000.00
£130,000.00
£20,000.00 (15.38%)

£0.00

YTD Invoiced

FY Budget Amount

Remaining Amount

$130,000.00 $0.00 $130,000.00

£90,000.00 £0.00 £50,000.00
$40,000.00 £0.00 £40,000.00

of 1

YTD Invoiced

Amount Remaining Amount

$0.00 $0.00

¥TD Invoiced

Amount Remaining Amount

$0.00 $0.00

Remaining Amount

£20,000.00

Please s=e the Fringe Justification document for 2 breakdown of the $20,0000.

Also, the czse manager row groups all levels of case managers on the website.

Document Name Document Type

Attached By

Add Document from Vault QL..W Document

Attachment
Date

No documents have been uploaded yet...

Page 22 of 70

17. Next click on the
“Documents”
header to open the
documents widget.

For this example, you will
upload a document. The
Documents feature allows
Providers to attach and
submit supplementary
information with the budget.

18. Click on the “Upload
New Document”
button.



19. Select the
“Document Type.”

Upload Document

Upload Document

EEEEEE < o-comer rfomsion 20. Click the “Browse”

Select a document category and documant type, then browse your computer for the file to upload. button and SeleCt the
* Indicates a Required Field document
* Document Category: Financizls '
* Documen :  Fring Iyt ustifical 19 “
Ny 20 . 21. Enter the “Document

* Select the file to upload: V\doitt.nycnet\root!4M1 [Browse... ]

22 Name.”

et} 22. Click “Next.”

* Document Name:  Fringe Justification 21

Upload Document

Upload Document

Step 1: File Selection Step 2: Document Information

Please enter required Document Information, if applicable, and confirm the existing information. Note: if

this is replacing an existing document, any sharing privileges will be applied to this document, 23_ Click H U p I O ad
Document Category: Financials DOCU m ent.”
Document Type: Fringe Benefits Justification

Document Name: Fringe Justification

23

Upload Document

File Type: XLS5X

‘ ' Document added suocessfully ‘ .
A green message bar will
k2l Add Document frem Vault | | Upload New Document appear that the document
Document Name Document Type Attached By Attachment Actions uploaded SucceSSfu“y
Date
Fringe Justification Fringe Benefits Justification  Natasha Smith 08/04/2014 |1 nesd to.. :I
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FY2014

Budget Summary Personnel Services

Contracted Services Rate Milestone

Parsonnel Sarvices

Salaried Employees
~ |Salaried Employees Total
Case Manager (301)
t  Assistant Director

+ Add

Hourly Employees

+ Hourly Employees Total

Seasonal Employees

+ |Seasonal Employees Total

Fringe Benefits

Fringe Total

$300,000.00 w»

Operations & Support Utilities Professional Services Rent
Unallocated Funds Indirect Rate Program Income
Total Salary & Fringe: £150,000.00
Total Salary: £120,000.00
Total Fringe: $20,000.00 (15.38%)
YTD Invoiced Amount: £0.00
# of FTEs FY Budget e oeced Remaining Amount
Amount
$130,000.00 $0.00 $130,000.00
2.00 £90,000.00 £0.00 £90.000.00
1.00 £40,000.00 40.00 £40,000.00
Page 1 of 1
YTD Invoiced .
Hours/Year FY Budget Amount Remaining Amount
$0.00 $0.00 $0.00
Hours/ Year FY Budget o] Remaining Amount
Amount
$0.00 $0.00 $0.00
FY Budget YTD Invoiced Amount Remaining Amount
$20,000.00 50.00 £20,000.00

FY2014 $3200,000.00 v

Operations & Support

25

Milestone

OTPS - Operations and Support

Total Operations, Support and Equipment:

Total YTD Invoiced Amount:

Unzllocated Funds

Uhilities

Indirect Rate

Professionzl Se Rent

Program Income

£0.00

£0.00

Operations and Support FY Budget ¥TD Invoiced Amount Remaining Amount
+ Operations and Support $0.00 £0.00 $0.00
Equipment Units FY Budget YTD Invoiced A it ining A it
+ |Equipment (durable) From Schedule £0.00 $0.00 £0.00
Tab Comments View Comments History
Comment History:
Type Detail User Date/ Time
No Records Found...
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24. Next, click on
“Operations &
Support.”

Operations & Support and
Equipment includes
Supplies that are not lasting
or permanent in nature,
such as office, program
and/or maintenance
supplies. The rental, lease,
repair and maintenance of
office/programmatic
equipment utilized in the
program's operation.

25. Click on the “+”
symbol next to the
Operations and
Support Total row to
expand the grid.



OTPS - Operations and Support
Total Operations, Support and Equipment: $600.00
Total YTD Invoiced Amount: £0.00
Operations and Support FY Budget ¥TD Invoiced A it ining A t

— Dperations and Support £600.00 $0.00 $600.00
Office Supplies $400.00 $0.00 £400.00
Facilities Repairs & Maintenance £0.00 £0.00 $0.00
Safety and Health $0.00 $0.00 $0.00!
Waste & Recycling Removal $100.00 £0.00 £100.00 .
Staff Transportation $0.00 $0.00 $0.00 26 DOUble CIICk and
Staff Training £0.00 $0.00 $0.00 “enter a Value" In the
Postage $0.00 $0.00 $0.00 FY B_u d 9 et b0”X
Recruitment and Advertising (Client) $0.00 $0.00 $0.00 and CIICk Enter to
Liability, Property, and Other Insurance £0.00 $0.00 $0.00 save.
ehicle Insurance £0.00 $0.00 $0.00

. Vehicle Operations and Maintenance |500.0d 26 Xl $0.00 $0.00 Repeat Steps to budget for
Real Estate Tax $0.00 $0.00 $0.00 additional Operations and
Bank Charges $0.00 $0.00 $0.00 Support items.
Printing 40.00 50.00 $0.00
Client Transportation $0.00 $0.00 $0.00
Client Supplies & Activities £0.00 $0.00 $0.00
Client Stipends $100.00 £0.00 £100.00
Incentive Payments/Bonus £0.00 $0.00 $0.00
Prepared Meals £0.00 £0.00 $0.00
Raw Food $0.00 $0.00 $0.00!
Other $0.00 $0.00 $0.00!

Edit ® Save @ Cancel

$3200,000.00 w

Budget Summary Personnel Services Operations & Support Utilities Professionzl Services Rent

Contracted Services Rate Milastone Unzllocated Funds Indirect Rate Program Income

OTPS - Operations and Support

Total Operations, Support and Equipment: £15,000.00 The TOta| Operatlons,
e $0.00 Support and Equipment will
appear in the top section of
Operations and Support FY Budget YTD Invoiced Amount Remaining Amount the tab.

— |Operations and Support $19,000.00 $0.00 $19,000.00
Office Supplies £0.00/ 50,00 £0.00

Facilities Repairs & Maintenancs $4,000.00 £0.00 54,000.00 27' NeXt! CIICk “ Utl I Itl es '"
Safety and Health $2,000.00 £0.00 £2,000.00
Waste B Recycling Removal £0.00 £0.00 $0.00
Staff Transporation $1,000.00 £0,00 £1,000.00
Staff Training £0.00/ 50,00 £0.00
Postage $500.00 £0.00 £500.00

Page 25 of 70



28

OTPS - Utilities
Utilities
— Operations and Support

Telephone - Land lines
Electric
Water/Sewer
0il - Heating
Gas - Heating
Security Systams
Internet Connectivity
Mohile Phones
Bundled Communications

B Save @ Cancel

FY Budget

£0,000.00
£1,000.00

$0.00

2000.00

29

$2,000.00
$0.00
$0.00
£0.00
$0.00
$4,000,00

¥TD Invoiced Amount
$0.00
50.00
50.00
50.00
50.00
50.00
50.00
50.00
50.00

50.00

Remaining Amount

$9,000.00
%1,000.00
£0.00
%2,000.00
$2,000.00
£0.00
£0.00
£0.00
£0.00
$4,000.00

OTPS - Professional Services

OTPS Professional Services

— |Professional Services
Accounting Costs
Legzl Costs

“  Audit Expensze

Other

FY Budget

$3,000.00
£0.00
£3,000.00
£0.00

£0.00

YTD Invoiced Amount
$0.00
50.00
50.00
50.00

50.00

Remaining Amount
$32,000.00
£0.00/
£3,000.00
£0.00

£0.00

Page 26 of 70

Utilities relate to costs such
as electricity, water, gas
and telecommunications.

28. Click on the “+”
symbol next to the
Utilities row to
expand the grid.

29. Double click and (if
applicable) enter a
value in the “Invoice
Amount” box, and
then click “ Save.”

For example purposes, the
screens going forward will
have the content filled in. In
the real world, when you
double click, the box will
turn yellow.

30. Next, click the
“Professional
Services” tab.

Professional Services costs
are associated with
independent entities with
professional or technical
skills, such as accounting
or legal services, that
support vendor operations.

31. Next, click “Rent.”



Prov Demo - ACS Residential Care

Budget Summary Personnel Services Operations & Support Utilities Professional Services Rent

Contracted Services Rate Milestone Unallocated Funds Indirect Rate Program Income

OTPS - Rent

LB Property Public School % Charged to Y¥TD Invoiced

$30,000.00 -
Locations Compa FY Budget e 1
pany Owner Space Contract g Amount Amount
Name
. + Rent $0.00 $0.00 $0.00

Documents 4
Advances

4
Assignments 4

Prov Demo - ACS Residential Care $30,000.00

Budget Summary Personnel Services Operations & Support Utilities Professional Services Rent

Contracted Services Rate Milestone Unallocated Funds Indirect Rate Program Income
OTPS - Rent
Management . " -
- Property Public School =% Charged to YTD Invoiced Remaining
posatioes Eomeaiyg Owner Space Contract RiBudock Amount Amount
Name
= Rent %$0.00 $0.00 $0.00

Pagel:lcﬂl

- Dalate  + Add .'aua Cancel

Budg ary Personnel Services Operations & Support Utilities Profecsional Services Rent
Contracted Services Rate Milestone Unazllocated Funds Indirect Rate Program Income
OTPS - Rent
Managemant _ P
L - C Property Public School = % Charged to Bud YTD Invoiced Remaining
Nam:v Owner Space Contract = et Amount Amount

~ |Rent £10,000.00 $0.00  $10,000.00

Brocklyn center | MGH Derrick Dow || Ves =] 100.00] 10000.00 40.00 £10,000.00
L

B Save @ Page of 1
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Rent and Occupancy
includes all rent paid by a
program for all sites utilized
by that program. It also
includes all related charges
associated with the use of
the site, such as minor
repairs and maintenance
costs.

32.Click on the “+”
symbol next to the
Rent row to expand
the grid.

33.Click “+Add.”

34. Enter Rent
information.

35. Click “Save.”
36. Next, click the

“Contracted
Services” tab.



FY2014 $200,000.00 ¥

37

Contracted Services Rate

OTPS - Contracted Services

OTPS Contracted . -
Services Description of Service
~ |Consultants

Dr. Russell Psychiatrict Services

+ Add

OTPS Contracted

Services Description of Service

+ |Sub-Contractors

OTPS Contracted . _
Services Description of Service
- |Vendors

Security Saervices Provide sacurity

+ Add

Budget Summary PersS Services Operations & Support

Total Contracted Services:

YTD Invoiced Amount:

FY Budget
$3,000.00
$3,000,00

Page 1 of 1

FY Budget

$0.00

FY Budget

%1,000.00
£1,000.00

Page 1 of 1

£4,000.00
£0.00
YTD Invoiced A t
$0.00 $3,000.00
50.00 $3,000.00
¥TD Invoiced A t
$0.00 $0.00
YTD Invoiced A t
$0.00 $1,000.00
£0.00 $1,000.00

Litilities Professional Services Rent
Indirect Rate Pragram Income
s yousge | VTolnoksd | Remaries
~ |Unit Description $25,000.00 $0.00 $25,000.00
38 # of Children Serves 100 o 100 $25,000.00 $0.00 £23,000.00
L
l +Aadd Page 1 of 1
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Contracted Services costs
are associated with
independent entities with
professional or technical
skills retained to perform
specific tasks or complete
projects related to the
program that cannot be
accomplished by regular
staff. Also, independent
(usually non-profit) entities
retained to perform
program services.

37. Next, click on the
“Rate” tab.

Rate based cost indicate
the unit rate and number of
units of service associated
with the program.

38. Click on the “+”
symbol next to the
Rate row to expand
the grid and enter the
rate information.

39. Next, click on the
“Milestone” tab.



Milestone
Milestone
= |Milestone
Mzke Housing Placement

+ Add

Utilities

port

Unallacated Fund
FY Budget
$60,000.00
£60,000.00
Page 1 of 1

Indirect Rate

YTD Invoiced Amount
$0.00

50.00

Remaining Amount
$60,000.00

$60,000.00

Unallocated Funds

Unallocated Funds
= |Unallocated Funds Total

Unallocated Funds

FY Budget

$0.00
£0.00

Personnel Services

Budget Summary

Contracted Services Rate Milastone

Indirect Rate

Total Indirect Costs:

— Indirect Costs Total

Indirect Costs

Oper:

Unzllocated

Utilities

Funds Indirect Rate

Profe

Indirect Rate: 7.14%

FY Budget
$20,000.00

£20,000.00

¥TD Invoiced Amount
£0.00

£0.00

FY2014 $300,000.00 w
A .

al 42 Rent

Remaining Amount

£20,000.00

£20,000.00
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Milestone costs are
typically an achievement
set forth in the Request for
Proposals (RFP). When a
milestone is complete, and
an invoice is submitted, the
Agency will make a
payment.

40. Click on the
“Unallocated
Funds” tab.

Unallocated Funds are not
frequently used, and
usually at the request of the
Agency. This tab would be
used to budget funds that
cannot be allocated
elsewhere on the budget.

41. Click on the “Indirect
Rate” tab.

Indirect Rate costs are
related to administrative
overhead incurred by a
provider operating several
programs. Please review
Agency fiscal manuals for
guidance on maximum
allowable indirect rates.

Typically an overhead rate
must be substantiated by
an organization’s Audited
Financial Statement.

42. Next, click on the
“Program Income”
tab.



T

Budget Summary Personnel Services Operz « Support Litilities Professional Services Rent

Contracted Services Rate Milestone Unzllocated Funds Indirect Rate Program Income

Program Income

Program Title FY Budget Income Remaining Amount

~ |Program Income $50,000.00 £0.00 £50,000.00
Program Fzes/Ezrnad Revenus £0.00 £0.00 £0.00/
Provider Cantribution $0.00 50.00 £0.00/
Client Contribution £50,000.00 50.00 450,000.00
In-Kind Contribution $0.00 50.00 £0.00
Private Match £0.00 £0.00 £0.00/
‘Grant Funds $0.00 50.00 £0.00
Other £0.00 £0.00 £0.00

Budget Summary Personnel Services Urilities Professional Services Rent
Contracted Services Rate Milestone Unallocated Funds Indirect Rate Program Income
Budget ¥ (=) View Printer Friendly Version

Line Item FY Budget IR T HETETT

Amount Amount
A4 | + Total City Funded Budget £300,000.00 50.00 £300,000.00
Total Program Income
£30,000.00 50,00 £30,000.00
(Excluded from City Funded Budget; Not Invoiced)
Total Program Budget
£350,000.00 50.00 £350,000.00

(City Funded Budget + Program Income)

Documents

Advances

Assignments

Comments View Comments History

Enter any comments:
Click the "Save’ button zbove to save your comments,

Leave general comments zbout the budget here| -
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Program Income is used to
list income the program
receives. This could be
client fees or contributions,
earned revenue, In-Kind
contributions, private
maitch, or grant funds to
support the program.

In the budget, your
organization anticipated
what the Program Income
would be. For each invoice
that your organization
submits, input the actual
amount of funds raised.

43. Next, click on the
“Budget Summary”
tab.

From the Budget Summary
tab, the overall budget is
displayed.

A budget cannot be
submitted until it adds up to
the total budget amount.

44. To review additional
details about the
budget breakdown,
click on the “+”
symbol next to the
Total City Funded
Budget row to expand
the grid.

If you want to write a
General comment to the
Agency, you can complete
the comment box below
and click Save.



Fiscal Year Budget Information

Start Date End Date FY Budget YTD Actual Paid Amou~

07/01/2013 06/30/2014 £300,000.00 £300,000.00

014

Budget Summary Personnel Services Operations & Support Ui Professional Services Rent

Contracted Services Rate Milestone Unzllocated Funds Indirect Rate Program Income

Budget Summary (=) View Printer Friendly Version

Line It FY Budget YTD Invoiced Remaining

| - |Tota|t:inunded Budget sauu,uuu.oo| $0.00| $30u,uuu.0u|

Total Direct Costs $zao.oou.uo| $0.0u| $2Du,uuo.0u|

Total Salary and Fringe £150,000.00 £0.00 £150,000.00

Total Salary $130,000.00 £0.00 £130,000.00

Total Fringe £20,000.00 £0.00 £20,000.00

Total OTPS £45,000.00 £0.00 £45,000.00

Operations, Suppert and Equi £19,000.00 $0.00 $19,000.00

Utilities £9,000.00 $0.00 $9,000.00

Professional Services £3,000.00 £0.00 £3,000.00

Rent & Occupancy £10,000.00 £0.00 £10,000.00

|{bmﬁ|cted Services £4,000.00 50.00 $4,000.00

|Tnh|| Rate Based £25,000.00 | $a.ou| $25,uua.au|

|TM:|| Milestone Basad $Eﬂ,000.ﬂﬂ| $0.0D| $SCI,CIIJEI.0D|

| Unallocated Funds £0.00 | $0.ou| $0.0u|

Total Indirect Costs

Indirect Rate 7.14 %

|Tnh|| Indirect Costs $2{I,CIIJO.CI'EI| $0.0D| $2CI,CIIJ0.0D|

Total Program Income
(Excluded from City Funded Budget; Not Invoiced)

£50,000.00 £50,000.00

Total Program Budget

$350,000.00 £350,000.00
(City Funded Budget + Pragram Income)
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45, After reviewing the
budget, click
“Submit.”



46

Submit Contract Budget

Are you sure you want to submit this Contract Budget?
*Indicates a required field

M1 agree to submit this Budget to the Agency for review.

* User Name: ||

47

48

* Password: |

o d o st s ot |
X

Dscument
Wt

paniration

HHE Accolerabor Enlarmatbom

Tood Sixe: & g2 A

N-ox

Application. Proouseivenis Hnaiscials

Cantract Budget

Contract Informaticn.

Wnlconsal Mataital Sesth, Trameg Prowde |

wf Contract Bodget hin Been succeasl By submilted od will be reviewed By the Apency

Sweuni Pesding dspreve!

Apeacy: Afmingtraton for Children's Services [A0S) CT#;  Not Ragifered
Pascuremsent fConract POV - Fingecs A0S 85 Comtract Stast Dabe: 070172013
Tithe:
Conmiract bnd Date: 05202017
Provider; Traineg Provider |
Costract Amspunt: §1, 000, K000
Procurement E-FIN: 084148031
Program Meme:  Uninsdisl Pre-Kindeigaiten Senacem (UFK)
Award [-PFIN; 058141803001 Child Casry
Flsral Yesr Budge: Infonmstion
Start Dute Emd Dt FT Budget TTD Ivwobced Amoust Renalnisg Amount WTD Actval Pald Amsount
oo Do 0 P0N A 100, DD R £0.00 F200.000 1) .00

46. Select the box to
indicate that you
agree to submit the
Budget to the Agency
for review.

47. Enter your “User

Name” and

“Password” as your

signature.

48. Click “Yes, submit
this Budget” at the
bottom of the screen.

A green message bar will
confirm that your budget
was successfully submitted
and will be reviewed by the
Agency.

Once your budget has been submitted, the Budget Status will change to Pending Approval.

The issuing Agency will approve the budget or return it for revision. You will receive notifications
and alerts, in the system and in your email inbox, if actions are required by your organization.

When a budget is in Pending Approval status, you will not be able to make changes to the budget. If
an agency needs you to modify the budget they will return the invoice for revisions. See page 35 for

details.
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Print a Budget

You have the ability to print a budget in any status. To print a budget, navigate to the budget you
would like to print and follow the steps below.

Text Size: A A A

m Organization Document Applications  Procurements ‘ =3
HHS Accelerator Information Vault ﬁ )

Welcome: Participant Fifteen, Training Provider 1

Contract Budget 4y Return to Budaet List ®

Statu=: Pending Submission
() Print Budget
Contract Information 1

Agency: Department of Homeless Services (DHS) CT#: nNot Registered
Procurement/Contract PROV - Finance DHS CT1 Contract Start Date: 07/01/2014
Pro:i‘:‘lt:; Training Provider 1 ] 16/30/2017 1- CIICk th? ‘.‘ Prl nt
Procurement E-PIN: 8051419164 T Bud g et” icon on the
Award E-PIN: TRNR300000004 ] ©/n9te Foom Domupancy (SRQ) tOp rlght Of the
screen.

Fiscal Year Budget Information

Start Date End Date FY Budget YTD Invoiced A it ini YTD Actual Paid Amount

07/01/2014 06/30/2015 $1,000,000.00 $0.00 $1,000,000.00 $0.00

Ex Exm

%$1,000,000.00 4

Advances

@ hitp://mstiva-hhs-accl cscnycnet443/HHSPortal/ portal/hhsweb.portsl?_nfpb=trusiy © ~ & X i & Health and Human Services...
jayers Office Health and ... (@) Oracle BlInteractive Dash... [ Accelerator [ Checkbook NYC 2 [E] Google e Oracle Bllnteractive Dash... W HHS Accelerstor Training » (g WebEx Enterprise Site 2 . A new tab Wl" Open |n
Contract Budget your brOWSGI' NeXt,
Status: Pending Submission 1 1
o click on _the first blue
Agency: Department of Homeless Services (OHS) Cr: ot Registered header just below the
Procurement/Contract PROV - Finance DHS CT1 Contract Start Date: 07/01/2014 i
Tie: Fiscal Year Budget
Contract End Date: 06/30/2017 . . .
Provides: Training Provider 1 ] 001301 information grid to

Contract Amount:  $2,500,000.00

Procurement E-PIN: 8061419164 eXpand the dlsplay.

Program Name: Single Room Occupancy (SRO)
Award E-PIN: TRNR300000004

Fiscal Year Budget Information What iS dlSp'ayed on the

Start Date End Date FY Budget YTD Invoiced Amount Remaining Amount YTD Actual Paid Amount screen iS Wh at Wi I I pri nt.

07/01/2014  06/30/2015  $1,000,000.00 $0.00 $1,000,000.00 $0.00

FY2015 2 $1,000,000.00 4
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%$1,000,000.00 w

Budget Summary

Line Item FY Budget ""'Am""i""_l't“-‘
| - Total City Funded Budget $1,000,000.00| $1,000,000.00|
Total Direct Costs £055,400.00 £093,400.00|
- | Total Salary and Fringe £448,000.00 $448,000.00
Total Salary £378,000.00 £378,000.00
Total Fringe £70,000.00 £70,000.00
- | Total oTPS. $351,400.00 $351,400.00
Operations, Support and Equipment £68,800.00 £68,800.00
Utilities $13,500.00 $13,500.00
Professional Services £1,700.00 £1,700.00
Rent & Occupancy £180,000.00 £180,000.00
Contracted Services £87,000.00 $87,000.00
Total Rate Based £0.00 £0.00 . .
| | | The entire budget will
| Total Milestone Based $100,000.00 $100,000.00| appear on the page. Select
Unaltocated Funds so00] so00] Ehe keyPoard_command
Ctrl+P” to print the budget.
Total Indirect Costs
Indirect Rate 11.19 % .
| Total Indirect Costs $100,600.00 $100,600.00 | You ha_ve the OPtIOﬂ of
collapsing sections of the
Total Program Income ’
T iene 7300000 s75.0000 budget that you don’t want
rotal Program Bodact to print. Click the (-) next to
ram
(Ciey Fun:lged Budget + Program Income) $1,075.000.00 $1,075,000.00 the Bolded Text

Personnel Services
Total Salary & Fringe: $448,000.00
Total Salary: £378,000.00
Total Fringe: £70,000.00 {18.52%)

YTD Invoiced Amount: $0.00

YTD Invoiced

Salaried Employees FY Budget A nt Remaining Amount

— | salaried Employees Total $378,000.00 $0.00 $378,000.00

Supervisor £40,000.00 £0.00 $40,000.00

Therapy Assistant/Activity Assistant (337) £38,000.00 £0.00 £38,000.00

Nurse/Registered Nurse (317) £40,000.00 £0.00 $40,000.00
Case Manager (301) £260,000.00 0,00 £760,000.00
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Revise a Budget

If your budget is returned for revisions, your organization must make the appropriate revisions and
resubmit the budget.

Text Size: A A A

Organization Document Applications Procurements Financials

HHS Accelerator Information Vault

Welcome: Natasha A Smith, Training Provider 1

Provider Homepage ®
30 Documents in your Document Vault 65 Alerts remaining in your Alerts inbox

0 User account requests requiring action l Please note that each
3 time you sign in, click

Your Current Organization Status: Approved 0 RFPs you're eligible for will be released within 30 days On the “ Refres h ”

Your Business Application Status: Approved 0 RFPs you're eligible for have due dates within 30 days . . . .
icon in the Financials

Your organization has 0 pending Service Applications 1 RFPs with draft or submitted proposals t f th

Your organization has 2 approved Service Applications 0 RFPs with proposals determined eligible for award Sec |On O e

homepage.
1
43 Contracts pending registration Modifications and Updates pending submission 2 CI|Ck on the number
Modifications and Updates pending approval hyperlin k for

Invoices pending submission ‘ BUdgetS Returned
Invaices pending approval for Revision.”

Invoices returned for revision

W

530 Active Budgets

N

43 Budgets pending submission Modifications and Updates returned for revision

2 Budgets pending approval

N o o

2 Budgets returned for revision

=}

Documents Shared with your Organization NYC.ID Account Management

No organizations have shared documents with you at this time. This Update your NYC.ID Name or Email.
section will become active once an organization has granted you access to
1 or more documents.

Update vour NYC.ID Password.

- N . Update vour NYC.ID Security Questions.
If you'd like to grant Providers or NYC Agencies view-only access to your

documents, you can do so from your Document Vault.

Text Size: A A A

m Organization Document Applications  Procurements Financials 7 @ i
HHS Accelerator Information Vault o

Welcome: Natasha A Smith, Training Provider 1

Financials
13 H
Contract List Invoice List List d List 3. Select “View
”
; @ Budget” from the
Budget List .
Action drop down
Listed below are the Budgets for your organization. A default filter has been applied.
B menu for the budget
Filter Budgets w .
e R you would like to
. Iscal ale ol 151 . .
Procurement/Contract Title  Agency E— Budget Value($) Update Status a Action VleW
Returned
© PROV - Finance ACS #4 ACS 2015 300,000.00 02/20/2014 for
Revision
Returned
4 prov Dems - ACS ACS 2014 25,000.00 06/11/2014  for I need to...
Residential Care 4 - 3
Revision Ineed to...
Budgets: 2 View Budget >
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Tast Sepe: A & M

f Organization DoCmment Applications  Proosrements  Financials -' |
HHS & ' i Wil wr a
Wi Jahs A Do, Gy, PE1
Contract Budget 4y Eburn to Budoed Lass '@
Status: Retumed for Revigson
Contract Infarmation e PLTELNEIE
Agency: Admarestrabon for Chidren s Seraces (A0S CT&;  Not Ragrsbened
Procurement /Comract  Froy Damd - ACS Resedental Cane Conbract Star Date:  12/08/2013
Titde:
Contract End Dates  05/20/2018
Provider: Trims Prowider |
Contrect Amount: & 100,000.00
Procurement E-PIN: 0051412222
Prograes Mases: Raidsntal Cane (RC)
Avrard [-PEN: 281412222001
Flucal Year Budget Information
LCE2012 D00 B3 000, 0 §0.00 §0.000. 00 0.00

Prov Desio - ACS Reuddential Care

Enter any cormmends:
Chck thee "Save” beuktbon abeovi Bo save vour comments,

Fiscal Year Budget Information

Start Date End Date FY Budget YTD Invoiced A it ining A it YTD Actual Paid Amount

12/08/2013 06/30/2014 $30,000.00 $0.00 $30,000.00 $0.00

Prov Demo - ACS Residential Care $30,000.00 4
Documents

Advances

Assignments

Comments View Comments History

Comment History:

Type Detail User Date/Time
Status . e P ACS 12/30/2013
Change Status Changed from 'Pending Approval' to 'Returned for Revision PROGRAMMANAGER 13:22 EST

Agency Personnel Expenses should be for at least 5 part time employees. These shoulu w= entered in the ACS 12/30/2013

Comments Hourly and Seasonal Employees field, as opposed to 1 salaried employee. PROGRAMMANAGER 13:22 EST

Status Status Changed from 'Pending Submission' To 'Pending Approval' John A Doe 12/23/2013

Change 15:31 EST
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4. Click “View
Comments History”
to see why the
Agency returned the
budget for revisions.

5. Review the Agency
comments on the
budget.

In this example, Agency
comments request
revisions for “Personnel
Services” and part-time
employees. Review
comments thoroughly and
then proceed to edit budget
details in the appropriate
tab(s).

6. Click on the first blue
bar to expand the
“Budget Summary”
section.



Fiscal Year Budget Information

Start Date End Date FY Budget YTD Invoiced A

YTD Actual Paid Amount

12/08/2013 06/30/2014 $30,000.00

Prov Demo - ACS Residen v. $30,000.00 w

$0.00 $30,000.00

$0.00

Budget Summary Personnel Services Operations & Support Utilities Professional Services Rent
Contracted Services Rate Milestone Unallocated Funds Indirect Rate Pragram Income
Budget Summary (= View Printer Friendly Version
Line Item FY Budget Einoced Remaining Amount
Amount
‘ + |Tota| City Funded Budget $30,000.00 $0.00 $30,000.00
Total Program Income
$0.00 $0.00 $0.00
(Excluded from City Funded Budget; Not Invoiced)
Total Program Budget
$30,000.00 $0.00 $30,000.00
(City Funded Budget + Program Income)
v Demo - ACS Residen Care $30,000.00 w
Budget Summary Personnel Services Operations & Support Utilities Professional Services Rent
Contracted Services Rate Milestone Unallocated Funds Indirect Rate Program Income
Personnel Services
Total Salary & Fringe: $12,000.00
Total Salary: $12,000.00
Total Fringe: $0.00 (0.00%)
¥TD Invoiced Amount: $0.00
Salaried Employees # of FTEs FY Budget B otced Remaining Amount
Amount
+ ‘Salarl'ed Employees Total ‘ ‘ $12,000.00| $0.DD| $12,000.00

Hourly Employees Hours/Year

+ ‘Hourl\r Employees Total

FY Budget

$n.oo|

YTD Invoiced
Amount

Remaining Amount

$0.nn| $0.00

Seasonal Employees Hours/Year

+ ‘Seasonal Employees Total

FY Budget

$D.OD|

YTD Invoiced
Amount

Remaining Amount

$0.ﬂﬂ| $0.00

Fringe Benefits FY Budget

Fringe Total $0.00|

YTD Invoiced Amount

$0.00‘

Remaining Amount

$0.00

Edit Save Cancel
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7. Then, click on the
“Personnel
Services” tab.

8. Click on the “+”
symbol next to
Salaried Employees
Total.



Fiscal Year Budget Information

Start Date End Date FY Budget ining A t YTD Actual Paid Amount

12/08/2013 06/30/2014 $30,000.00 $30,000.00 $0.00

Prov Demo - ACS Residential Care $30,000.00

Budget Summary Personnel Services Operations & Support Utilities Professional Services Rent

Contracted Services Rate Milestone Unallocated Funds Indirect Rate Program Income

Personnel Services

Total Salary & Fringe: $12,000.00 9. Click on the eXiSting
$12,000.00 row of the Salaried
Employee to activate
it and click “ Delete.”

Total Salary:
Total Fringe: $0.00 (0.00%)

¥YTD Invoiced Amount: $0.00

YTD Invoiced

Amount Remaining Amount

Salaried Employees FY Budget

- |Sa|ar|'ed Employees Total | $12,000.00 $D.DD‘ $12,000.00

Associate Director | 1.00 $12,000.00 $D.DD| $12,000.00

.ﬁ Delete  + Add ' Edit B Ssve @ Cancel Page of 1

Hourly Employees Hours/Year FY Budget

YTD Invoiced

Ty Remaining Amount

+ |Hourl\r Employees Total $0.00 $0.00 $0.00

Delete

Are yvou sure yvou want to delete 1 _
10. Click “Yes” to the

B this row ? a pop-up asking “Are
you sure you want
— — to delete this row?”

@ x Yes | | @ No

Page 38 of 70



Prov Demo - ACS Residential Care $30,000.00 v

Budget Summary Personnel Services Operations & Support Utilities Professional Services Rent

Contracted Services Rate Milestone Unallocated Funds Indirect Rate Program Income

Personnel Services

Total Salary & Fringe: $0.00
Total Salary: $0.00
Total Fringe: $0.00 (0.00%) 11. Click on the “+”
YTD Invoiced Amount: 30.00 Sym bOI neXt tO the
Hourly Employees
Salaried Employees # of FTEs FY Budget YTDn Invoi::ed ining A t TOtal row.
— Salaried Employees Total $0.00 $0.00 $0.00
- Delete  +Add # Edit B Save @ Cancel Page of 0
Hourly Employees Hours/Year FY Budget YTDn Invoi::ed ining A t

+ Hourly Employees Total $0.00 $0.00 $0.00

Seasonal Employees Hours/Year FY Budget YTD.. Invm::ed L i

+ Seasonal Employees Total $0.00 $0.00 $0.00

Hourly Employees Hours/Year FY Budget YTDn Invoi::ed ining A = 12 CIICk the +Add Ilnk
in the footer of the
— Hourly Employees Total $0.00 $0.00 $0.00 Hour|y Employee
0 Delzt=  +Add ~ Edit B Save @ Cancel Page[1 |of0
Total.
12
13. Select the
“Employee Title,”
enter the
Hourly Employees Hours/Year FY Budget VTDA Invoi::ed ining A t Houu rS/Year and"
13 the “FY Budget $.
— |Hourly Employees Total $0.00 $0.00 $0.00
[ Attendance Spec’ [=] 200.00 |[z400.00 \ . « ”
B! —— 14. Click “ Save.
Delete Ado A Save @ Cancel Page of 0

Repeat steps to add the
other 4 hourly employees to
the budget.

Page 39 of 70



Fiscal Year Budget Information

Start Date End Date FY Budget ¥YTD Invoiced Amount Remaining Amount YTD Actual Paid Amouv

$320,000.00 15

Prov Demo - ACS Residential Care $30,000.00 w

Budget Summary

12/08/2013 06/30/2014 $30,000.00 $0.00

Personnel Services Operations & Support Utilities Professional Services Rent

Contracted Services Rate Milestone Unallocated Funds Indirect Rate Program Income

Personnel Services

Total Salary & Fringe: $12,000.00
Total Salary: $12,000.00
Total Fringe: 30.00 (0.00%)
YTD Invoiced Amount: 30.00
Salaried Employees # of FTEs FY Budget YTi;’;:‘;i:ed Remaining Amount
— | Salaried Employees Total $0.00 $0.00 $0.00
- Delete  + Add # Edit B Save @ Cancel Page of 0
Hourly Employees Hours/Year FY Budget YT[;;’:::::M Remaining Amount
= Hourly Employees Total $12,000.00 $0.00 $12,000.00
Mantor 200.00 $2,400.00 $0.00 $2,400.00
Community Nurse 200.00 $2,400.00 $0.00 $2,400.00
Counseling Specialist 200.00 $2,400.00 $0.00 $2,400.00
: Counseling Specialist 200.00 $2,400.00 3$0.00 $2,400.00
Attendance Specialist 200.00 $2,400.00 $0.00 $2,400.00
Delete + Add ~* Edit B Save @ Cancel Page of 1

16 * Indicates a required field

Confirm Submission x

Submit Contract Budget

Are you sure you want to submit this Contract Budget?

1 agree to submit thi= Budget to the Agency for review. n
| 17 = User Name: ‘ | 18 _l]

= Password: ‘ |

| ‘ No, do NOT submit this Budget | Yes, submit this Budget N

Hourly Employees Hours/Year FY Budget e Remaining Amount
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15. Once all of the
revisions have been
completed, click
“Submit.”

16. Select the box to
indicate that you
agree to submit the
Budget to the Agency
for review.

17. Enter your “User
Name” and
“Password” as your
signature.

18. Click “Yes, submit
this Budget” at the
bottom of the screen.



Tood Sire: & 2 | A

M Grganization  Document Application:  Procuremsers  Financals : 'ﬂ
HHE Accolerabor Informatkan Walt L ¥

Walcomar Ratninal. Emth, Trimng Froscis A green message bar will

Contract Budgﬂ ﬁ Bl to Qudeet List E) Conflrm that your bUdget
was successfully submitted
W Contract Bodget hia Besn sutomsl By submilted 5od will be foviewad By the Apency. and W|“ be I’eVIewed by the
Sweun) Panding doprva! Agency.
Conkracd Informabon = Bt Ruaus
Ajmacy; Adminkbaton for Children's Services [A05) CT#;  Not Pagifersd
Puscurement/Conlract PRI - Fingsce ACS 83 Comtract Stast Dake: O7/0172003 Once the budget is
Tithe:
Comtract Bnd Date: 05/ 20/2017 approved by the Agency,
Provider: Tranieg Provider |
Comtract Amounk: 31,000,050.00 and the contract has
Procurement E-FIN: G54 141803! . .
Program Reme:  Unhesd Ll Pre-Kndeigaihen Saeraicem (LUK - Started, yOUI’ Organlzatlon
Award [-FIN: 481408031001 Child Casy e
can start submitting
invoices.
Fisral Wear Audge: Infoomeatlon
Shart Dute Endl Dt FT Budget TR Inwodoed Inimg TTD Actial Pakd Amount
070003 D00 00 13040, DD 06 0,00 F300. 000 .00
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Request an Advance

If the funding Agency allows for advances in its policy, your organization can make the request from
the Budget List. An advance comes to your organization as a lump sum. The advance does not

come from a specific line item of a budget.

When the advance is approved, the Agency will establish the process for recouping funds. Your
organization will submit invoices normally and a portion of the advance will be taken when each

subsequent invoice payment is made in accordance with the Agency’s policy.

Your organization can request an advance by following these steps:

Text Size: A | A | A

m Organization Document Applications Procurements Financials \ 7 @
HHS Accelerator Information Vault ﬁ A"

Welcome: Nstasha A Smith, Training Provider 1

Provider Homepage @
30 Documents in your Document Vault 65 Alerts remaining in your Alerts inbox

0 User account requests requiring action

Your Current Organization Status: Approved RFPs you're eligible for will be released within 20 days

Your Business Application Status: Approved RFPs you're eligible for have due dates within 30 days

Your organization has 0 pending Service Applications RFPs with draft or submitted proposals

Your organization has 2 approved Service Applications RFPs with proposals determined eligible for award
T
43 Contracts pending registration 3 Modifications and Updates pending submission

50 Active Budgets 2 Modifications and Updates pending approval

43 Budgets pending submission 0 Modifications and Updates returned for revision

2 Budgets pending approval 0 Invoices pending submission

2 Budgets returned for revision 2 Invoices pending approval

0 Invoices returned for revision

Documents Shared with your Organization NYC.ID Account Management

Update your NYC.ID Name or Email.

No organizations have shared documents with you at this time. This
section will become active once an organization has granted you access to Update your NYC.ID Password.
1 or more documents.

. . R R Update your NYC.ID Security Questions.
If you'd like to grant Providers or NYC Agencies view-only access to your

documents, you can do so from your Document Vault.
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1. Click on the
“Refresh” icon in the
Financials section of
the homepage.

2. Click on the number

hyperlink for “ Active
Budgets.”



Document
Vault

Organization

HHS Accelerator Information

Applications

Procurements Financials

Text Size: A | A | A

kY |

Welcome: Natasha A Smith, Training Provider 1

Financials

Contract List Budget List Invoice List

Budget List ®
Listed below are the Budgets for your organization. A default filter has been applied.
. Budgets:50
Filter Budgets w Previous 12 3 Next
Procurement/Contract Title Agency :::ral Budget Value($) 3::;?: (e Status « Action
©) PROV- Finance ACS CT52 ACS 2015 300,000.00 03/18/2014 Active [needto...  [=]
I need to...
@©) PROV- Finance ACS CT53  ACS 2015 300,000.00 03/18/2014 Active \iew Budget
Submit Invoice
©) PROV- Finance ACS CTS5  ACS 2015 300,000.00 03/18/2014 Active Modify Budget 3
. ) Request Advance
©) PROV- Finance ACS CT54  ACS 2015 300,000.00 03/18/2014 Active eea 10... -
(©) PROV- Finance ACS CTS6 ACS 2015 300,000.00 03/18/2014 Active Ineedto...  [=]
© PROV- Finance ACS CT57  ACS 2015 300,000.00 03/18/2014  Active  |Ineedto..  [=]
(©) PROV- Finance ACS CTS8  ACS 2015 300,000.00 03/18/2014 Active [Ineedto...  [7]

Request Advance x

Request Advance

To request an advance please enter the
the 'Request Advance' button to send th

* Indicates a requirad field

CT#:

Provider:

FiscalYear:

Advance Request Date:

* Advance Amount Requested($):

* Advance Description:

advance amount and description and click
e request.

Training Provider 1
FY15

08/04/2014
30,000.00

Start Up Funds| 5

Request Advance
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3. Select “Request
Advance” from the
Action drop down
menu for the
procurement you
would like an
advance.

4. Enter the “Advance
Amount Requested

$).”

5. Enter “Advance
Description.”

The advance request
description can be up to 50
characters.



Request Advance x

Request Advance

* Indicates a requirad field

CT#:

Provider:

FiscalYear:

Advance Request Date:

* Advance Amount Requested($):

* Advance Description:

To request an advance please enter the advance amount and description and click
the 'Request Advance' button to send the request.

Training Provider 1
FY15

08/04/2014
30,000.00

Start Up Funds|

6
Request Advance

Organization
Information

Document

HHS Accelerator Vault

Applications Procurements

Text Size: A | A A

DACE |

Welcome: Matasha A Smith, Training Provider 1

Financials
Contract List Budget List ice List y List A d List
Budget List ®
% | Advance request submitted. ‘
Listed below are the Budgets for your organization. A default filter has been applied.
i Budgets:50
Filter Budgets w Previous 1 2 3 Ne
o Fiscal Date of Last -
Procurement/Contract Title  Agency S Budget Value(s) Update Status a Action
@© PROV- Finance ACS CT52 ACS 2015 300,000.00 03/18/2014 Active Ineedto...  [7]
© PROV- Finance ACS CT53  ACS 2015 300,000.00 03/18/2014 Active [Ineedto..  [+]
© PROV- Finance ACS CT55  ACS 2015 300,000.00 03/18/2014 Active  [Ineedto..  [~]
© PROV- Finance ACS CT54  ACS 2015 300,000.00 03/18/2014 Active Ineedto..  [~]
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6. Click “Request
Advance.”

A green message bar will
confirm that the Advance
Request was submitted.

The Agency will review the
request. Your organization
will receive a notification

with the Agency’s decision.

If the Advance is approved,
it will appear on the budget.



Once an advance is approved it will appear on your budget. In the example below, if you click on
the blue bar labeled advances, you will be able to view the advance.

Text Size: A | a | A

m Organization Document Applications Procurements m (LL'Q, U @ ’

HHS Accelerator Information Vault

Welcome: John A Doe, Org_785

-ﬁ Return to Budget List @

Contract Budget

Status: Approved

Contract Information (&) Print Budget

Agency: Administration for Children's Services (ACS) CT#: CT10680001

Procurement/Contract Prov Demo - ACS Residential Care Contract Start Date: 12/08/2013

Title:
Contract End Date: 05/30/2015

Provider: Training Provider 1
Contract Amount: $20,000.00

Procurement E-PIN: 0681412222
Program Name: Residential Care (RC)

Award E-PIN: 0681412222001

Fiscal Year Budget Information

Start Date End Date Approved FY Budget YTD Invoiced Amount R i Prop d Budget

12/08/2013 06/30/2014 £20,000.00 $0.00 $20,000.00 ($10,000.00) £10,000.00

Prov Demo - ACS Residential Care ($10,000.00) 4

Documents
Advances

Advance Request YTD Recoupment

Advances Date Amount T YTD Recoupment %

+ Overall $5,000.00 $0.00 0.00%
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Budget Modification

During the course of the contract year, a budget may need to be adjusted. This is done either by a
budget modification or a budget amendment.

Budget Change Description

Budget Modification A budget modification does not change the value of the contract. If your
organization increases the budget in one area, a proportional decrease
would need to occur on another line item in the budget.

Budget Amendment A contract value can increase or decrease at the discretion of the
awarding Agency. The Agency initiates the contract value change in the
system. The Agency would make an Amendment to a contract, and your
organization would then need to adjust the budget accordingly to match
the new contract value.

Making a Budget Modification

A budget madification is initiated by the Provider. Budget modifications are submitted to the Agency
when your organization wants to adjust the allocation of expenses on the budget without changing
the overall budget value. Once a budget modification is submitted, the funding Agency will receive
an alert that a modification has been requested. The Agency will review the budget modification and
make a decision.

A budget madification cannot be initiated if there are outstanding invoices, outstanding payments,
or negative amendments currently in progress on the contract.
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1 Text Size: A A A

Organization Document Applications Procurements Financials \ <
HHS Accelerator Information Vault ﬁ v
m—

Welcome: Natasha A Smith, Training Provider 1

Provider Homepage ®
30 Documents in your Document Vault 65 Alerts remaining in your Alerts inbox

0 User account requests requiring action

Your Current Organization Status: Approved 0 RFPs you're eligible for will be released within 30 days
Your Business Application Status: Approved 0 RFPs you're eligible for have due dates within 30 days
Your organization has 0 pending Service Applications 1 RFPs with draft or submitted proposals

Your organization has 2 approved Service Applications 0 RFPs with proposals determined eligible for award

43 Contracts pending registration 3 Modifications and Updates pending submission
50 Active Budgets 2 Modifications and Updates pending approval
43 Budgets pending submission 0 Modifications and Updates returned for revision
2 Budgets pending approval 0 Invoices pending submission

2 Budgets returned for revision 2 Invoices pending approval

0 Invoices returned for revision

Documents Shared with your Organization NYC.ID Account Management

tions have shared documents with you at this time. This Update your NYC.ID Name or Email.
become active once an organization has granted you access to
1 or more documents.

Update vour NYC.ID Password.

o : L Update your NYC.ID Security Questions.
If you'd like to grant Providers or NYC Agencies view-only access to your

documents, you can do so from your Document Vault.

Text Size: A A A

Organization Document Applications Procurements Financials = ] @ !
HHS Accelerator Information Vault ﬁ v
—

Welcome: Natasha A Smith, Training Provider 1

) ) 2
Financials

Contract List Budget List Invoice List List A d List

Contract List @
Listed below are the contracts for your organization. A default filter has been applied.
Filter Contracts w COMtracts: 85 )
Total Value of Active Contracts: $100195000 Previous 12345
P t/Contract
S / Con Agency fa Contract Value($) Date of Last Update Status 4
!PrDv - Finance ACS #9 ACS CT10220201405 1,000,000.00 02/20/2014 Registered
! PROV - Finance ACS #10 ACS C€T10220201406 995,000.00 02/20/2014 Registered
AGN - Finance ACS #16 ACS CT10220201447 1,000,000.00 02/20/2014 Registered
AGN - Finance ACS #17 ACS CT10220201448 1,000,000.00 02/20/2014 Registered
AGN - Finance ACS #18 ACS CT10220201449 1,000,000.00 02/20/2014 Registered
AGN - Finance ACS #31 ACS CT10220201450 1,000,000.00 02/20/2014 Registered
PROV-Finance ACS #5 ACS CT10220201401 1,000,000.00 02/20/2014 Registered
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1. Click on the
“Financials” tab.

2. Click the “Budget
List” tab.



HHS Accelerator

Organization
Information

Document
Vault

Applications

Procurements Financ

Text Size: A | A | A

30 a

Welcome: Natasha A Smith, Training Provider 1

Financials

Budget List

Filter Budgets w

Contract List Budget List Invoice List

List

Listed below are the Budgets for your organization. A default filter has been applied.
Budgets:50

Previous 1 2 3 Next

Procurement/Contract Title Agency :z:ral Budget Value($) 3:::: =i Status a Action

© PROV- Finance ACS CT52 ACS 2015 300,000.00 03/18/2014 Active [needto...  [7]
I need to...

© PROV- Finance ACS CT52  ACS 2015 300,000.00 03/18/2014 Active View Budget
Submit Invoice

© PROV- Finance ACS CTS5  ACS 2015 300,000.00 03/18/2014 Active Modify Budget 3

. ) Request Advance

© PROV- Finance ACS CT54  ACS 2015 300,000.00 03/18/2014 Active

@) PROV- Finance ACS CTS6 ACS 2015 300,000.00 03/18/2014 Active Ineedto...  [=]

© PROV- Finance ACS CT57  ACS 2015 300,000.00 03/18/2014  Active  |Ineedto.. |7

© PROV- Finance ACS CTS8  ACS 2015 300,000.00 03/18/2014 Active [Ineedto...  [7]

g

tial

B Proceeding wil

Confir

begin the process of modifying the Budget. Click on the Create
Budget Modification button to continue.
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3. Select “Modify
Budget” from the
Action drop-down list.

4. Click “Create
Budget
Modification.”



Text Size: A | A A

m Organization it Applications  Procur Iﬁ'
HHS Accelerator Information Vault o @

Welcome: John A Doe, Org_765

List ®

Contract Budget - Modification 4 Retum to Bud
Status: Pending Submission
Contract Information (=) Print Budoet
Agency: Administration for Children's Services (ACS) CT#: (CT10680001
Procurement/Contract Prov Demo - ACS Residential Care Contract Start Date: 12/08/2013
Title:

Contract End Date: 06/30/2016
Provider: Training Provider 1
Contract Amount: 3$30,000.00
Procurement E-PIN: 06814122322

Award E-PIN: 0681412222001 g Fdential Cars (RC) 5. Click on the first blue
bar to expand the
Fiscal Year Budget Information “ B u d g et Su m m ary"
Start Date End Date FY Budget YTD Invoiced ini A 1d YTD Actual Paid Amount Sectlon .
12/08/2013 06/30/2014 $20,000.00 $0.00 $20,000.00 $0.00

o]
Prov Demo - ACS Residential Care

Documents

Advances

Comments View Comments History

Prov Demo - ACS Residential Care $20,000.00 w

Budget Summary Personnel Services Operations & Support Utilities Professional Services Rent

Contracted Services Rate Milestone Unallocated Funds Indirect Rate Program Income

Budget Summary 6. C“Ck On the “ +"
Apl;::::::tw R:rnr::i:li‘rtlg M‘:T;::itm P;::;::d SymbOI I’leXt tO the
Total City Funded

. + |Total City Funded Budget $20,000.00 $20,000.00 $0.00 $20,000.00
Budget row.

Line Item

Total Program Income
$0.00 $0.00 $0.00 $0.00
(Excluded from City Funded Budget; Mot Invoiced)

Total Program Budget
. $20,000.00 $20,000.00 £0.00 $20,000.00
(City Funded Budget + Program Income)
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$20,000.00 w

Prov Demo - ACS Residential Care

Persory Srvices Operations & Support Utilities

Rate 7

Budget Summary

Contracted Services :stone Unallocated Funds Indirect Rate

Budget Summary

d FY

Professional Services

Rent

Program Income

Modification

Line Ttem Budget

- |Total City Funded Budget $20,000.00

Total Direct Costs $20,000.00

+ Total Salary and Fringe $12,000.00

+ Total OTPS $6,100.00

Total Rate Based $1,900.00

Total Milestone Based $0.00

Unallocated Funds $0.00

Total Indirect Costs
Indirect Rate 0.00 %

Total Indirect Costs

Total Program Income

(Excluded from City Funded Budget; Not Invoiced)

Total Program Budget
$20,000.00

(City Funded Budget + Program Income)

Service Site Information

Please enter an address for each site where your organization proposes to deliver services.
Address 1
12-34ASTORIA BOULEVARD

Site Name
ASTORIA COMMUNITY CENTER

Amount

$0.00

Amount

$20,000.00
$20,000.00 $0.00
$12,000.00 $0.00

$6,100.00 £0.00

$1,900.00 £0.00
$0.00 £0.00

£0.00 $0.00

$20,000.00

Address 2 City State

Astoria  NY
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Proposed
Budget

£20,000.00
$20,000.00

The Budget Summary lists
how funds are currently
allocated. To modify the
budget, reallocate funding
among the budget areas as
needed. The sum of the
changes may not change
the overall value of the
contract budget.

$12,000.00

$6,100.00
$1,900.00
$0.00

$0.00

7. Click the “Personnel
Services” tab.

$20,000.00

Zip Code
11102



Prov Demo - ACS Residential Care $20,000.00 w I

Budget Summary

Contracted Serv Rate

Personnel Services

Personnel Services

Milestone

Utilities

Operations & Support

Unallocated Funds

Modification Total Salary & Fringe:

Modification Total Salary:
Modification Total Fringe:

YTD Invoiced Amount:

Professional Services Rel

Program Income

$0.00
$0.00
$0.00 (0.00%)

$0.00

nt
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Salaried Employees Am;me;“ R:ﬁ:il:'im“q Mudiil;nl:_:;ion = “u:;ﬁ:::;itun Proposed Budget

+ Salaried Employees Total $0.00 $0.00 $0.00 $0.00

Hourly Employees Am;:;‘;e;n R:m:i:imng M:::::?,gg:r# “‘:ﬁﬁf:tniton Proposed Budget

8 + |Hourly Employees Total $12,000.00 $12,000.00 $0.00 $12,000.00

Seasonal Employees Am;rund‘;e;" R:x:i:imng M:::::?,g::f M::‘]I;rﬁ::tniton Proposed Budget

+ Seasonal Employees Total $0.00 $0.00 $0.00 $0.00

Fringe Benefits = Bu, dg;FY Amount “‘:l:f:;:;:it“" Proposed Budget

Fringe Total $0.00 $0.00 $0.00 $0.00

Edit [ Save @ Cance
Hourly Employees Apgr:;;e;itﬁ R:m::‘;:g M::H:?’:i'::r# Hc:il;r:j:::tn::on Proposed Budget
— Hourly Employees Total $12,000.00 $12,000.00 $0.00 $12,000.00
Mentor $2,400.00 $2,400.00 0.00 $0.00 $2,400.00
Community Nurse $2,400.00 $2,400.00 0.00 $0.00] $2,400.00
Counseling Specialist £2,400.00 $2,400.00 0.00 $0.00 %$2,400.00
Counseling Specialist £2,400.00 $2,400.00 0.00 $0.00 $2,400.00
Attendance Specialist $2,400.00 $2,400.00 0.00 $0.00] $2,400.00
Delete  + Add # Edit © Save @ Cancel Page of 1
Hourly Employees Ap';m;‘;;w R:"::Ti"t“g M::::::T;::f "TI::::::"“ Proposed Budget
— Hourly Employees Total $12,000.00 $12,000.00 (%$1,200.00) $10,800.00
Mentor $2,400.00 £2,400.00 0.00 $0.00 $2,400.00
Community Nurse $2,400.00 $2,400.00 0.00 $0.00 $2,400.00
Counseling Specialist $2,400.00 $2,400.00 [-50.00 |[-1200.00 | $1,200.00
v
Counseling Specialist £2,400.00 £2,400.00 0.00 $0.00 $2,400.00
Attendance Specialist $2,400.00 $2,400.00 0.00 $0.00 $2,400.00
Delete add . Edit B Save @ Cancel e
11

In this example, the
distribution of funding for
Hourly Employees will be
modified. If funds are added
to one type of worker, it will
need to be taken away from
another role. Funds can be
redistributed across tabs,
as long as the contract
value does not change.

8. Click the “+” symbol
next to the Hourly
Employees Total.

9. Select the row that
needs to be adjusted
and click “Edit.”

10. Enter the
“Modification #
Hours/Year” and the
“Modification
Amount” values.
Enter negative
quantities if you are
adjusting the line
item down.



10

Budget Summary Personnel Services

Contracted Services Rate Milestone

Personnel Services

Salaried Employees

+ Salaried Employees Total

Hourly Employees

— Hourly Employees Total
Mentor
Community Murse
Counseling Specialist
Counseling Specialist
Attendance Specialist

Delete  + Add

Edit B Save

Operations & Support

Unallocated Funds

Utilities

Indirect Rate

Modification Total Salary & Fringe:

Modification Total Salary:

Modification Total Fringe:

YTD Invoiced Amount:

Approved FY Remaining
Budget Amount
$0.00 $0.00
Approved FY Remaining
Budget Amount
$12,000.00 $12,000.00
$2,400.00 $2,400.00
$2,400.00 $2,400.00
$2,400.00 $2,400.00
$2,400.00 $2,400.00
$2,400.00 $2,400.00
Page D of 1

Professional Services Rent

Program Income

$0.00
$0.00
$0.00 (0.00%)

$0.00

Modification # Modification
FTEs Amount
$0.00
Modification # Modification
Hours/Year Amount
$0.00
0.00 $0.00
50.00 $1,200.00
-50.00 ($1,200.00)
0.00 $0.00
0.00 $0.00

Hourly Employees API;L‘:;!;FY R:m:i:ril:g M::::;';;:i,::r# H::i';l:icl;at"itnn Proposed Budget
— | Hourly Employees Total $12,000.00 $12,000.00 ($1,200.00) $10,800.00
Mentor $2,400.00 £2,400.00 0.00 $0.00] $2,400.00
Community Nurse $2,400.00 £2,400.00 0.00 $0.00 $2,400.00
Counseling Specialist $2,400.00 £2,400.00 -50.00 ($1,200.00) $1,200.00
L
Counseling Specialist $2,400.00 £2,400.00 0.00 $0.00/ $2,400.00
Attendance Specialist $2,400.00 £2,400.00 0.00 $0.00] $2,400.00
Delete  +Add # Edit @ Save @ Cancel Page of 1
Hourly Employees Apl;:)d‘;e;w R‘;’:_I:il:‘mg M::::::jg::r# “(:j::::::u“ Proposed Budget
= Hourly Employees Total $12,000.00 $12,000.00 ($1,200.00) $10,800.00
Mentor $2,400.00 £2,400.00 0.00 $0.00 $2,400.00
Community Nurse $2,400.00 $2,400.00/[50.00] x |[1200.00 | $2,400.00
Counseling Specialist $2,400.00 £2,400.00 -50.00 ($1,200.00) $1,200.00
v
Counseling Specialist $2,400.00 £2,400.00 0.00 $0.00 $2,400.00
Attendance Specialist $2,400.00 £2,400.00 0.00 $0.00 $2,400.00
Delete Al 13 : B Save @ Cancel Page of 1
Fiscal Year Budget Information
Start Date End Date FY Budget ¥YTD I iced ining A it YTD Actual Paid Amount
12/08/2013 06/30/2014 $20,000.00 £0.00 $20,000.00 £0.00

Prov Demo - ACS Residential Care $20,000.00 w

Proposed Budget

$0.00

Proposed Budget

$12,000.00
$2,400.00
$3,600.00
$1,200.00
$2,400.00

$2,400.00
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11. Select the next row
that needs to be

adjusted and click
“Edit.”

12. Enter the
“Modification #
Hours/Year” and the
“Modification
Amount” values.
Enter positive
quantities if you are
adjusting the line
item up.

13. Click “Save.”

Review the allocated
personal services to ensure
it's a zero sum change.

14. Click the “Budget
Summary” tab.



Fiscal Year Budget Information

End Date FY Budget YTD iced ining A t

Start Date

YTD Actual Paid Amo

12/08/2013 06/30/2014 $20,000.00 £0.00 $20,000.00

Budget Summary Personnel Services Operations & Support Utilities Professional Services Rent
Contracted Services Rate Milestone Unallocated Funds Indirect Rate Program Income
Budget Summary
N Approved FY Remaining Modification
(M L Budget Amount Amount
+ |Total City Funded Budget $20,000.00 $20,000.00 $0.00
Total Program Income
) . $0.00 £0.00 £0.00
(Excluded from City Funded Budget; Not Invoiced)
Total Program Budget
$20,000.00 $20,000.00 $0.00

(City Funded Budget + Program Income)

Prov Demo - ACS Residential Care $20,000.00 w

Proposed
Budget

$20,000.00

$0.00

$20,000.00

¥ LIV - ALD RESIUCTILGE Lal

| Confirm Submission

Submit Budget Modification

Are you sure you want to submit the Contract Budget Modification?
* Indicates a required field

| [ 1 agree to submit this Budget Modification to the Agency for review.

= User Name: [ |

17 = Password: | | 18

| No, do NOT submit this Modification ‘ Yes, submit this Modification

[ B

5
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15. Click “Submit.”

16. Select the box to
indicate that you
agree to submit this
Budget Modification
to the Agency for
review.

17. Enter your “User
Name” and
“Password” as your
signature.

18. Click “Yes, submit
this Modification.”
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Provider: Tririeg Provider |

L L PR Ry

Award [-FIN: Ol ALIITI00L

Hacal Year Duilget [alormation
Start Dale Eral Date FY Budipet

ERAORTOED MDA 120,000 03 $0.00

FTE Ervwoboed Ao W i AT

a4 Dea O M0

oy Baturn by Budaet :.':'.m

gty Send g dgprive

(=) Print Budget
CRLOea00]

L0
S T0RS

190,005 00

0 Easdantis Cars (BL]

T At Pabd Aot

LR

B30, D0 O
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A green message bar will
confirm that your Contract
Budget modification was
successfully submitted and
will be reviewed by the
Agency.



Monitoring the Status of an Amendment

View your Organization’s Amendment List

The Amendment List displays your organization’s Health and Human Services contract
amendments that have been generated in the system. The Amendment List is located in the
Financials section of the HHS Accelerator System. To access the Amendment List, click the
Financials tab, then click the Amendment List tab.

A contract amendment occurs when the Agency initiates a contract value change in the system.

Text Size: A A A

m Organization Document Applications Procurements 7 @
HHS Accelerator Information Vault i

Welcome: John A Doe, Training Provider 1

Financials a
Contract List Budget List Invoice List Payment List Amendment List
Amendment List ®
Listed below are the contract amendmezSar your organization. A default filter has been applied.
b Filter Amendments w  Amendments: ¢ C e f g h i
d Procurement/Contract Title Amendment Title Amendment EPIN Am‘f:ﬂr:(e;; Date of Last Update Status
Prov Demo - ACS Prov Demo - ACS e Pending
. . . . 06814122220084001 50,000.00 06/03/2014 L
Residential Care 4 Residential Care 4 it Submission
Prov - Finance ACS £9 Prov-Finance ACS  45414180010014001 5,000.00 02/20/2014 Pending
#9 Approval
Prov Demo - ACS Prov Demo - ACS e Pending
. . . . 0681412222007A001 50,000.00 06/03/2014 . .
Residential Care 2 Residential Care 2 fa Registration
PROV - Finance ACS 10 PROV-Finance ACS  561418002001A001 -5,000.00 02/20/2014 HEET)
#10 Registration

Amendments: 4

a. | Click on the Amendment List tab to access the Amendment List.

b. | Click on the Filter Amendment button to change which amendments are displayed.

€. | Number of amendments displayed based on applied filters.

d. | Procurement/Contract Title is listed.

e. | Amendment Title is listed.

f. | Amendment EPIN is listed.

8- | Amendment Value (s) is listed.

h. | Date of Last Update is listed.

i. | The status of the amendment is displayed.
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Stages of a Contract Amendment

All contract amendments with a status of Pending Configuration, Pending CoF (Certification of
Funds), Pending Submission, Pending Approval, Pending Registration, and Registered, are visible
on the Amendment List. Contract amendments that are suspended or cancelled do not appear on
the amendment list by default, but your organization can access them by using the “Filter
Amendments” feature. The following descriptions define the life cycle of amendments in the system.

Status Type Status Definition

Pending

Configuration The Agency is configuring the contract amendment.

The Agency staff is verifying the contract amendment

Pending CoF configuration.

Contract Pending The Agency has amended the contract. “Pending
Amendment Status | Registration | Amendment” flag will be visible on the Contract list.

The contract has been registered with updated details.

Registered Invoicing and payments can begin.

Suspended The Agency has suspended the contract amendment.

Cancelled The Agency has cancelled the contract amendment.
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Filter Amendments

Filtering allows you to target your search and quickly modify contract amendments displayed on the

Amendment List. After you click the “Filter Amendments” button, the filter menu displays with a
number of options for modifying displayed amendments. To adjust your filtered options, you must
uncheck relevant boxes.

Text Size: A | A A

m Organization Document Applications Procurements ~ @
HHS Accelerator Information Vault L Y

Welcome: John A Doe, Training Provider 1

Financials
Contract List Budget List Invoice List Payment List Amendment List
Amendment List ®

Listed below are the contract amendments for your organization. A default filter has been applied.

Filter Amendments y Amendments: 4

Amendment
Procurement/ Value($) Date of Last Update Status a
Contract Title: 1
Pending
001 50,000.00 06/03/2014 L
Amendment /03/ Submission
Title: =
) . : 001 5,000.00 02/20/2014 HEXIT
Agency: | All NYC Agencies v Approval
Amendment 001 50,000.00 06/03/2014 Pending
EPIN: Registration
Amendment to: 001 -5,000.00 02/20/2014 FETEI)
a Value From ($): Reqgistration
Date of Last & Ta: &
Update From:
Status: #/pending Configuration #/Pending Registration
b #/pending CoF #/Registered
#/pending Submission Suspended
#lPending Approval ICancelled
Set to Default Filters | |[F157]

Amendment Value From ($) allows your organization to filter for contract
amendments that fall in a specified range.

Status indicates the current status of the amendments. Your organization can
b. | select any status. Suspended and Cancelled status can only be selected from the
filter options section.
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Contract Amendments

Positive Contract Amendment

The Agency initiates the positive Amendment (contract value change) in the system and your
organization would then need to adjust the budget accordingly to match the new contract value.

Your organization will receive an email notification of a positive budget amendment. Your
organization will make the adjustment to the budget and submit the Amended budget to the
Agency. The Agency will then review and either return or approve the revised Budget.

To view a contract amendment, review the steps below:

Text Size: A A | A

m Organization Document Applications Procurements Financials \ 3 @
HHS Accelerator Information Vault ﬂ L,

Welcome: Matasha A Smith, Training Provider 1

Provider Homepage @
30 Documents in your Document Vault 65 Alerts remaining in your Alerts inbox

0 User account requests requiring action

Your Current Organization Status: Approved RFPs you're eligible for will be released within 30 days
Your Business Application Status: Approved RFPs you're eligible for have due dates within 30 days
Your organization has 0 pending Service Applications RFPs with draft or submitted proposals

Your organization has 2 approved Service Applications RFPs with proposals determined eligible for award

)

43 Contracts pending registration Modifications and Updates pending submission

50 Active Budgets Modifications and Updates pending approval

43 Budgets pending submission Modifications and Updates returned for revision

Invoices pending approval

3
2
]

2 Budgets pending approval 0 Invoices pending submission
2 Budgets returned for revision 2
(1]

Invoices returned for revision

Documents Shared with your Organization NYC.ID Account Management

No organizations have shared documents with you at this time. This Update your NYC.ID Name or Email.

section will become active once an organization has granted you access to
1 or more documents.

Update your NYC.ID Password.

Update your NYC.ID Security Questions.

If you'd like to grant Providers or NYC Agencies view-only access to your
documents, you can do so from your Document Vault.
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When a contact is amended
by the Agency, the Provider
must revise the budget.

1. Click on the
“Refresh” icon in the
financials section of
the homepage.

2. Click on the number
hyperlink for
“Budgets Pending
Submission.”



TextSize: A A A

Organization Document Applications  Procurements ﬁ‘ —
HHS Accelerator Information Vault L
Welcome: Trainer Ons, Training Provider 1
Financials
Contract List Budget List Invoice List Payment List Amendment List

Budget List

Listed below are the Budgets for your organization. A default filter has been applied.

Budgets:2
Filter Budgets w g

Budget Date of Last

Procurement/Contract Title Agency Fiscal Year Value($) Update Status a Action
. Pending
A\ PROV - Finance ACS CT12 ACS 2015 -300,000.00 05/21/2014
Submission
. Pending
A\ PROV - Finance CT11 ACS 2015 300,000.00 05/21/2014
Submission
Budgets: 2
Text Size: A | A | A
Organization Document lications  Procurements Financials -
HHS Accelerator Tnformation Vault Aop . \j @ ’
m—
Welcome: John A Doe, Org_765
Contract Budget - Amendment 4y Return to Budget List @
Status: Pending Submission
Contract Information
Agency: Administration for Children's Services (ACS) CT#: CT10680003
Procurement/Contract Prov Demo - ACS Residential Care 3 Contract Start Date: 12/08/2013
Title:
Contract End Date: 06/30/2016
Provider: Training Provider 1
Contract Amount: $100,000.00
Procurement E-PIN: 0681412222
Program Name: Residential Care (RC)
Award E-PIN: 0681412222003

Fiscal Year Budget Information

Start Date End Date

Approved FY Budget ¥YTD Invoiced inil

d Budget

12/08/2013 06/30/2014 $30,000.00

Prov Demo - ACS Residential Care 3

Documents

Advances

Comments View Comments History

Enter any comments:

Click the "Save’ button above to save your comments.

$0.00

$30,000.00

$20,000.00 $50,000.00

D onmon «
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The contract that has been
amended will have an

amendment A symbol
next to it.

3. Click the
“Procurement/Contr
act Title” blue
hyperlink for the
contract that has
been amended.

4. Next, click on the first
blue bar to expand
the “Budget
Summary” section.



Contract Bud

9

Contract Information
Agency: Adminiszration for Children's Services [ACS)

Procurement/Contract Prov Demo - ACS Residential Care 3
Title:

Provider: Training Provider 1
0681412222

0681412222003

Fiscal Year Budget Information

CT#:

Contract Start Date:
Contract End Date:
Contract Amount:

Program Name:

4y Return to Budget List

Status: Pending Submission

CT10680003
12/08/2013
06/30/2016
£100,000.00

Residential Care (RC)

Start Date End Date Approved FY Budget  YTD Invoiced

d Budget

12/08/2013 06/30/2014 £30,000.00

Operations & Support

Contracted Services Rate Milestone Unallocated Funds

£30,000.00

£20,000.00 £50,000.00

$20,000.00 w

Utilities Professional Sen

Indirect Rate

Program Income

Budget Summary () View Printer Friendly Version

Line Item

| . |Tutal City Funded Budget

£30,000.00

£30,000.00

£30,000.00

Total Program Income
(Excluded from City Funded Budget; Not Invoiced)

£0.00

£0.00 y £0.00

Total Program Budget
(City Funded Budget + Program Income)

£30,000.00

£30,000.00

£30,000.00

Service Site Information

Site Name Address 1

ASTORIA COMMUNITY CENTER

Advances

Please enter an address for each site where your organization proposes to deliver services.
Address 2 City
12-34 ASTORIA BOULEVARD

State  Zip Code
Astoria NY 11102
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In this example, the
contract is
increased/amended
$20,000 by the Agency.
The $20,000 must be
allocated in the Budget and
resubmitted to the Agency.

5. Click “Personnel
Services.”



Fiscal Year Budget Information

Start Date End Date Approved FY Budget YTD Invoiced inil A d t A t

Budget

12/08/2013  06/30/2014 $30,000.00 $0.00 $30,000.00 $20,000.00

$50,000.00

Prov Demo - ACS Residential Care 3 $20,000.00 «

Budget Summary Personnel Services Operations & Support Utilities Professional Services Rent
Contracted Services Rate Milestone Unallocated Funds Indirect Rate Program Income
Personnel Services
Amendment Total Salary & Fringe: £0.00
Amendment Total Salary: £0.00
Amendment Total Fringe: £0.00 (0.00%)
YTD Invoiced Amount: £0.00
- d FY ini # g
SohdedEmplayes Budget Amount FTEs Amount = Endnal;
+ | Salaried Employees Total $10,000.00 $10,000.00 $0.00 $10,000.00
d FY ini # g
HandvEmatoy Budget Amount Hours/Year Amount = Endnel;
6 + Hourly Employees Total 50.00 %0.00 %0.00 $0.00
Seasonal Employees A7 L 2 d Budget
nal Emp Budget Amount Hours/Year Amount il ge
+ Seasonal Employees Total $0.00 50.00 %0.00 $0.00
Approved FY imi i # if .
ElaudviEnaloy Budget Amount Hours/Year Amount o =
= Hourly Employees Total 50.00 $0.00 50.00 50.00

Page - of 0

- 00+ Add - Edit B Save @ Cance

Prov Demo - ACS Residential Care 3 $20,000.00 w

Budget Summary Personnel Services Operations & Support Utilities Professional Services Rent
Contracted Services Rate Milestone Unallocated Funds Indirect Rate Program Income
Personnel Services
Amendment Total Salary & Fringe: £0.00
Amendment Total Salary: £0.00
Amendment Total Fringe: £0.00 (0.00%)
YTD Invoiced Amount: £0.00
- d FY ini # o
SalaiedEmpkvees Budget Amount FTEs Amount b Baaduyely
+ | Salaried Employees Total $10,000.00 $10,000.00 $0.00 $10,000.00
dEY ini # d
Rty Budget Amount Hours/Year Amount b Baduycly
= Hourly Employees Total $0.00 %0.00 £0,00 $0.00
g Case Manager (301) v 400.00 [ Q  |[10000.00f 10 ]
Delete Add, 11 Y Save @ Cancel Page
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6. Click onthe “+”
symbol next to the
Hourly Employees
Total row.

7. Click “+Add.”

8. Select the
“Employee Title”
from the drop-down
menu.

9. Enter the
“Amendment #
Hours/Year.”

10. Enter “Amendment
Amount.”

11. Click “Save.”



Budget Summary Personnel Services Operations & Support

Contracted Services Rate Milestone

Personnel Services

Amendment Total Salary & Fringe:
Amendment Total Salary:

Amendment Total Fringe:

Unallocated Funds Indirect Rate

Prov Demo - ACS Residential Care 3 $20,000.00

Utilities Professional Services Rent

Program Income

$10,000.00
510,000.00

$0.00 (0.00%)

izlete A 17 M Save @ Cancel Page

¥TD Invoiced Amount: £0.00
- d FY # o
SalagediEmpluyees Budget Amount FTEs Amount S Budoe
12 + Salaried Employees Total $10,000.00 $10,000.00 $0.00 %$10,000.00
Hourly Emplo’ T AT . # . Proposed Budget
¥ ployees Budget Amount Hours/Year Amount po: o
= |Hourly Employees Total £0.00 $0.00 $10,000.00 %10,000.00
Case Manager (301) $0.00 $0.00° 400.00 £10,000.00 $10,000.00
L
@ Delete +Add # Edit 1 Sava © Canca Page of 1
N Approved FY i #* o
SalagedEmpluyees Budget Amount FTEs Amount S =
—  Salaried Employees Total $10,000.00 $10,000.00 50.00 $10,000.00
Account Manager $10,000.00 $10,000.00 0.00 $0.00 $10,000.00
.
r, +Add . Edit 9 Save © Cance Page of 1
- Approved FY R ini A d # A d b - -
Salaried Employees Budget Amount FTEs Amount or
- |salaried Employees Total $10,000.00 $10,000.00 0 $10,000.00
Coordinator - 1.00 2000000, 16 a
= | Account Manager $10,000.00 $10,000.00 0.00 $0.00 £10,000.00
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12. Click on the “+”
symbol next to
Salaried Employees
Total row.

13. Click “+Add.”

14. Select the Employee
title from the drop-
down.

15. Enter the

“Amendment #
FTEs.”

16. Enter “Amendment
Amount.”

17.Click “Save.”



Fiscal Year Budget Information

Start Date End Date Approved FY Budget  YTD Invoiced

Budget

12/08/2013 06/30/2014 $30,000.00

Budget Summary Personnel Services

Operations & Support

Contracted Services Rate Milestone Unallocated Funds

Personnel Services

Amendment Total Salary & Fringe:

Amendment Total Salary:

Amendment Total Fringe:

$0.00

Indirect Rate

$30,000.00 $20,000.00

Utilities Professional Services Rent

Program Income

$20,000.00
$20,000.00

£0.00 (0.00%)

$50,000.00

YTD Invoiced Amount: £0.00
Salaried Employees HRd ini # d Budget
Budget Amount FTEs Amount
— | salaried Employees Total $10,000.00 $10,000.00 $10,000.00 $20,000.00
Coordinator £0.00 $0.00 1.00 $10,000.00 $10,000.00
“ |Account Manager $10,000.00 $10,000.00 0.00 $0.00 $10,000.00
Delste  + Add Edit Save Cancel Page
Fiscal Year Budget Information
Start Date End Date Approved FY Budget YTD Invoiced il d Budget
12/08/2013 06/30/2014 $30,000.00 $0.00 $30,000.00 $20,000.00 $50,000.00
w Demo - ACS Residential Care 3 $20,000
Budget Summary Personnel Services Operations & Support Utilities Professional Services Rent
Contracted Services Rate Milestone Unallocated Funds Indirect Rate Program Income
Budget 4'J (& View Printer Friendly Version
N Approved FY ini Prop d
Line Tte
ne m Budget Amount Amount Budget
+ | Total City Funded Budget $30,000.00 $30,000.00 $20,000.00 $50,000.00
Total Program Income
) . $0.00 §0.00 $0.00 $0.00
(Excluded from City Funded Budget; Mot Invoiced)
Total Program Budget
. $30,000.00 $30,000.00 $20,000.00 $50,000.00
(City Funded Budget + Program Income)
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18. Click the “Budget
Summary” tab.

From the Budget Summary
tab, confirm that the
updated proposed budget
matches the budget amount
provided by the Agency
(including the Amendment).

19. Click “Submit.”



Confirm Submission

Submit Budget Amendment

Are you sure you want to submit the Contract Budget Amendment?

*Indicates a required field

1 agree to submit this Budget Amendment to the Agency for review.

o

* User Name: | |

22

21

* Password: | |

I o s s A STy |

Text Size: A | o | A

Organization Document Applications Procurements Financials \ f @
HHS Accelerator Information Vault f" T
Welcome: John A Doe, Org_765
Contract Budget - Amendment 4y Return to Budget List ®

»/ Contract Budget Amendment has been successfully submitted and will be reviewed by the Agency.

Contract Information

Agency: Administration for Children's Services (ACS) CT#: CT10680003
Procurement/Contract Prov Demo - ACS Residential Care 3 Contract Start Date: 12/08/2013
Title:
Contract End Date: 06/30/2016
Provider: Training Provider 1
Contract Amount: $100,000.00
Procurement E-PIN: 0681412222
Program Name: Residential Care (RC)
Award E-PIN: 0681412222003

Fiscal Year Budget Information

Start Date End Date Approved FY Budget YTD Invoiced inil A d

12/08/2013 06/30/2014 £30,000.00 $0.00 $30,000.00 $20,000.00

Pr Budget

£50,000.00

Status: Pending Approval

20. Select the box to
indicate that you
agree to submit this
Budget Amendment
to the Agency for
review.

21. Enter your “User

Name” and

“Password” as your

signature.

22.Click “Yes, submit

this Amendment.”

A green message bar will
confirm that your Contract
Budget Amendment was
successfully submitted and
will be reviewed by the
Agency.

Once a positive Amended budget is approved, and the new contract value has been registered, the

Budget Value ($) on the contract list will adjust accordingly.
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Negative Contract Amendment

If the Agency initiates a negative Amendment to the contract, your organization would need to
adjust the budget to match the new contract value.

Your organization will receive an email naotification of a negative budget amendment. Your
organization will make the adjustment to the budget and submit the Amended budget to the
Agency. The Agency would then review and return or approve the revised Budget.

To view a negative contract amendment, review the steps below:

Organization Document
It

HHS Accelerator Information Vaul

Applications

Text Size: A | A A

Procurements  Financials

Welcome: John A Doe, Org_765

Provider Homepage

@

13 Documents in your Document Vault

Application

Your Current Organization Status: Approved
Your Business Application Status: Approved
Your organization has 0 pending Service Applications

Your organization has 2 approved Service Applications

3 plerts remaining in your Alerts inbox

0 User account requests requiring action

Procurements b
0 RFPs you're eligible for will be released within 30 days

0 RFPs you're eligible for have due dates within 30 days

2 RFPs with draft or submitted proposals

0 RFPs with proposals determined eligible for award

. T

0 Contracts pending registration
6 Active Budgets

1 Budgets pending submission
0 Budgets pending approval

0 Budgets returned for revision

0 Modifications and Updates pending submission
0 Modifications and Updates pending approval

0 Modifications and Updates returned for revision
2 Invoices pending submission

D Invoices pending approval

0 Invoices returned for revision

Documents Shared with your Organization NYC.ID Account Management

No providers have shared documents with you at this time. This section
will become active once a provider has granted you access to 1 or more
documents.

If you'd like to grant Providers or NYC Agencies view-only access to your
documents, you can do so from your Document Vault.

Update your NYC.ID Name or Email.

Update your NYC.ID Password.
Update your NYC.ID Secunty Questions.
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When a contract is
amended by the Agency
the budget must be revised.

1. Click on the
“Refresh” icon in the
financials section of
the homepage.

2. Click on the number
hyperlink for
“Budgets pending
submission.”



Text Size: A | A A

HHS Accelerator ?;:?:ranzaat'ijcf:I Du::’::}snt Applications | Procurements m Qj @ ! The contract that has been

amended will have an

Welcome: Trainer One, Training Provider 1

Financials amendment A symbol
Contract List Invoice List y List  Amendment List next to it.
Budget List ®
Listed below are the Budgets for your organization. A default filter has been apolied. 3. Click the
Fiker Budgets v | 2492 “Procurement/Contr
Procurement/Contract Title  Agency Fiscal Year Budget Date of Last Status «  Action act Title” blue

Value($) Update

hyperlink for the

Pending
A\ PROV - Finance ACS CT12 ACS 2015 -300,000.00 05/21/2014 Submission contract that haS
A\ PROV - Finance CT11 ACS 2015 300,000.00 05/21/2014 ;ng':i';gsim been amended.
I Budgets: 2

Text Size: A | o A

Organization Document Applications Procurements Financials o —
HHS Accelerator Information Vault ﬁ {J’

Welcome: John A Doe, Org_765

Contract Budget - Amendment 4y Return to Budaet List @

Status: Pending Submission
Contract Information

Agency: Administration for Children's Services (ACS) CT#: CT10680001

Procurement/Contract Prov Demo - ACS Residential Care Contract Start Date: 12/08/2013
Title:

Contract End Date: 06/30/2016
Provider: Training Provider 1

Procurement E-PIN: 0681412222 Contract Amounts $1uu.00?.00 4. Click on the first blue
Award E-PIN: 0681412222001 ey ecttortial Care {RCY bar to eXpand the
“Budget Summary”
Fiscal Year Budget Information Sectlon

Start Date End Date Approved FY Budget ¥YTD Invoiced inil it Budget

12/08/2013  06/30/2014 $30,000.00 $30,000.00 ($10,000.00) $20,000.00

[save [ submt | The Amendment Amount
for this contract is negative
$10,000.

Comments View Comments History

Enter any comments:

Click the "Save” button above to save your comments.
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Contract Budget - Amendment

Contract Information

Agency: Administration for Children's Services (ACS)

Procurement/Contract Prov Demo - ACS Residential Care

Title:

Contract End Date:

Provider: Training Provider 1

Contract Amount:

Procurement E-PIN: 0681412222

Program Name:

Award E-PIN: 0631412222001

Fiscal Year Budget Information

CT#:

Contract Start Date:

” Return to Budget List @

CT10680001
12/08/2013
06/30/2016
$100,000.00

Residential Care (RC)

Status: Pending Submission

Start Date  End Date Approved FY Budget  ¥YTD Invoiced

posed Budget

12/08/2013 06/20/2014 $20,000.00

Prov Demo - ACS Residentjal Care

Budget Summary | Services Operations & Suppart Utilities

Contracted Services Rate Milastona Unallocated Funds Indiract Rate

(&) View Printer Friendly Version

$20,000.00

Professional Services

Program Income

($10,000.00)

$20,000.00

($10,000.00) w

4

- App FY
Line Item Budget

+ | Total City Funded Budget $30,000.00

Total Program Income

(Excluded from City Funded Budget; Not Invoiced)

Total Program Budget
£30,000.00

(City Funded Budget + Program Income)

Service Site Information
Please enter an address for each site where your organization proposes to defiver services.
Site Name Address 1

ASTORIA COMMUNITY CENTER 12-34ASTORIA BOULEVARD

Amount

530,000.00

£30,000.00

City
Astoria

Budget
$30,000.00

$20,000.00

State  Zip Code
NY 11102

Fiscal Year Budget Information

Start Date End Date Approved FY Budget YTD Invoiced

P d Budget

12/08/2013 06/30/2014 $30,000.00 $0.00

$30,000.00

($10,000.00)

$20,000.00

Prov Demo - ACS Residential ($10,000.00) w

Budget Summary Personnel Services Operations B Support Utilities Professional Services Rent
Contracted Servicas Rate Milestone Unallocated Funds Indirect Rate Program Income
Rate
Rate App! FY Budget ini #Units Budget
$6,900.00 $6,900.00 50.00 $6,900.00

I + |Unit Description
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The budget must be
decreased by $10,000 and
resubmitted to the Agency.
In this example, we’ll adjust
rate and rent to account for
the decrease.

5. Click the “Rate” tab.

6. Click onthe “+”
symbol next to the
Unit Description row.



Rate
Rate Approved FY Budget
~ |Unit Description $6,900.00
Rate per Resident £6,300.00

Delete  »# Edic ancel

Prov Demo - ACS Residential Care
Budget Summary Personnel Services Operations & Support
Cantracted Services Rate Milestone Unallocated Funds

($10,000.00) w

Utilities Professional Services Rent

Indirect Rate Program Income

Remaining A t A | #Units A dment A t Proposed Budget
$6,900.00 50.00 $6,900.00
£6,900.00 o £0.00 £6,900.00

Page l:l of 1

Fiscal Year Budget Information

Start Date End Date

Approved FY Budget YTD Invoiced ini A t d A t d ],

12/08/2013 06/20/2014 $30,000.00

Prov Demo - ACS Residential Care

Budget Summary Persannel Services

Caontracted Services Rate Milestone

Rate
Rate Approved FY Budget

- |Unit Description $6,900.00

Rate per Rzt $6,900.00

L

Delete! B Save @ Cancel

Operations & Support

Unallocated Funds

$0.00 $20,000.00 ($10,000.00) $20,000.00

($10,000.00) w

Utilities Professional Services Rent

Indirect Rate Program Income

#Units

$6,900.00 (%5 20)
56,300.00 [F10 . * ||-5000.00 .j

Page of 1

Proposed Budget
$1,900.00

£1,900.00

Fiscal Year Budget Information

Start Date End Date

Approved FY Budget  YTD Invoiced ini

posed Budget

12/08/2012 06/30/2014 £320,000.00

Prov Demo - ACS Residential Care

Budget Summary Personnel Services

Cantracted Services Rate Milestone

OTPS - Rent

Management
Company
Name

Property
Qwner

Locations

+ Rent

Operations & Suppart

Unallocated Funds

$0.00 £30,000.00 ($10,000.00) $20,000.00

($10,000.00) w

Utilities Professional Services Rent

Indirect Rate Program Income

: I

Public School 96 Charged = App: d Fy p
Space to Contract Budget Amount Amount Budget
$10,000.00 $10,000.00 50.00 510,000.00

Cantracted Services Rate Milestone

OTPS - Rent

Management L
Owner

Locations

. + Rent

Company
Name

Prov Demo - ACS Residential Care
Budget Summary Parsonnel Services

Operations & Suppart

Unallocated Funds

($10,000.00) w

Utilities Professional Services Rent

Indirect Rate Program Income

Public School % Charged Approved FY Remaining Amendment  Proposed
Space to Contract Budget Amount Amount Budget
$10,000.00 $10,000.00 $0.00| $10,000.00
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7. Click the Unit
Description detail
row, and then click
“Edit.”

8. Enter the
“Amendment #
Units.”

9. Enter “Amendment
Amount.”

The Amendment Amount
must be a negative number.
It reflects how much this
item will be decreased.

10. Click “Save.”

11. Click the “Rent” tab.

12. Click on the “+”
symbol next to the
Rent row.



Prov Demo - ACS Residential Care

Budget Summary Personnel Services Operations & Support Utilities

Professional Services

Rent

($10,000.00) ¥

Cantracted Services Rate Milestone Unallocated Funds Indirect Rate Program Income
OTPS - Rent
tions "‘:::;“:‘“t Property  Public School % Charged Approved FY Remaining Amendment  Proposed
Eoca pany Owner Space to Contract Budget Amount Amount Budget
Name
— Rent $10,000.00) $10,000.00 $0.00 $10,000.00
Brooklvn Cents MGH Derrick Doe  Yes 33.00% $10,000.00,  $10,000.00 $0.00)  $10,000.00
.
13 # Edit ® Save @ Cancel Fage of 1
Fiscal Year Budget Information
Start Date End Date Approved FY Budget  YTD Invoiced ining A t | A t posed Bud,
12/08/2013 06/30/2014 $30,000.00 $0.00 $30,000.00 ($10,000.00) $20,000.00

G T

Budget Summary Personnel Services Operations & Support utilities

Professional Services

Rent

Contracted Services Rate Milestone Unallocated Funds Indirect Rate Program Income
OTPS - Rent
M t
tions :';:‘:""\E" Property  Public School % Charged Approved FY Remaining Amendment  Proposed
Eoca — Owner Space to Contract Budget Amount Amount Budget
Name
- Rent $10,000.00 %10,000.00 $0.00 $10,000.00
Brooklyn Centel MGH Derrick Doe  Yes 33.00% $10,000.00  5$10,000.00 |-5000.00 14 510,000.00
Dzlate 15 B Save @ Cancel Page of 1
Fiscal Year Budget Information
Start Date End Date Approved FY Budget  YTD Invoiced ining A t i A t posed B/
12/08/2013 06/30/2014 £30,000.00 £0.00 £30,000.00 ($10,000.00) <20 17

Budget Summary Personnel Services Operations & Suppart Utilities

Contractad Services Rate Milastone Unallocated Funds Indirect Rata

Budget v (&) Miew Printer Friendly Version

Line Ttem Approved FY

Budget
+ | Total City Funded Budget £20,000.00
Total Program Income
50.00
(Excluded from City Funded Budget: Not Invoiced)
Total Program Budget
£30,000.00

(City Funded Budget + Program Income)

Prov Demo - ACS Residential Care ($10,000.00) w

Professional Services Rent
Program Income
d d
Amount Amount Budget
£20,000.00 ($10,000.00) £20,000.00
£0.00" $0.00 £0.00
$30,000.00 ($10,000.00) £20,000.00
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13. Click the Rent
Description detail
row, and then click
“Edit.”

14. Enter “Amendment
Amount.”

The Amendment Amount
must be a negative number.
It reflects how much this
line item will be decreased.

15. Click “ Save.”

16. Click the “Budget
Summary” tab.

From the Budget Summary
tab, confirm that the
updated proposed budget
matches the budget amount
provided by the Agency
(including the
Amendment).

17. Click “ Submit.”



18. Select the box to
indicate that you
agree to submit this
Budget Amendment
to the Agency for
review.

Confirm Submission

Submit Budget Amendment

U Are you sure you want to submit the Contract Budget Amendment?

19. Enter your “User

*Indicates a required field |
I agree to submit this Budget Amendment to the Agency for review. Di Nam e” and
- : “ ”
vser ame: | l g Password” as your

ilc) T | 0 signature.

l | No, do NOT submit this ame.-lment| [ T p——— 'q

20. Click “Yes, submit
this Amendment” at
the bottom of the
screen.

Taxt Size: A | A | A

m Organization Document Applications Procurements fn\ =
HHS Accelerator Information Vault o W

Welcome: John A Do, Org_765

Contract Budget - Amendment %y Return to Budget List O]

&/ Contract Budget Amendment has been successfully submitted and will be reviewed by the Agency. |

A green message bar will

Status: Pending Appraval

Contract Information confirm that your Contract
Agency: Administration for Children's Services [ACS) CT#: CT10680001 Budget Amend ment was
Procurement/Contract Prov Demo - ACS Residential Care Contract Start Date: 12/08/20132 SucceSSfU”y Submitted and
Title: . .
Contract End Date: 05/20/2016 will be reviewed by the

Provider: Training Pravider 1
Contract Amount: $100,000.00 Agency_
Procurement E-PIN: 0631412222
Program Name: Residential Care (RC)
Award E-PIN: 0681412222001

Fiscal Year Budget Information

Start Date End Date Approved FY Budget  YTD Invoiced ini A d posed Budget

12/08/2013 06/30/2014 $30,000.00 $0.00 $30,000.00 ($10.000.00) $20,000.00

Once a negative Amended budget is approved, the Budget Value ($) on the contract list will adjust
accordingly.
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