A Contract Approval Form (CAF) specifies the budget codes (account code, center, FRC, and RCC) for a contract. The fiscal year and funding source accompany the budget codes and make up all the elements in the budget line.
There may be times during the life of a contract when these elements need to be changed from how they were originally defined on the CAF, and this is handled via a Change Request memo. 
Any or all of these elements can be changed using a Change Request memo:
	· funding source (federal, state, other)
· fiscal year
· account code 
· center
	· FRC
· RCC
· CFDA Number
· Federal Award Number


Requirements of a Change Request memo:
· No change to the total amount of the contract (i.e., change is dollar for dollar)
· Request made by the DPH Section Chief
· Valid justification included in memo that clearly documents and justifies the need for the change.
[bookmark: _GoBack]Neither the DPH Contracts Office nor the Controller’s Office will change any codes without receipt and approval of a Change Request memo. The Budget Office will not approve the change without a valid justification.
The Change Request memo can be used only to change contract budget codes and/or state fiscal year for the unexpended balance of the NCAS Purchase Order.  Changes to contract budget codes for payments already made are handled as a reclassification of expenditures, not by using a Change Request memo.
Change Request Procedure
1. The Program Office completes a Change Request memo and submits it to the Contracts Office (by delivering it to the Administrative Assistant). This memo includes:
a. Approval by Section Chief (initials)
b. Program staff contact information
c. Justification for change
d. Selection of change type (select all that apply)
e. Breakout of amounts by funding source (federal, state, and other)
2. The Contracts Office reviews the Change Request memo's information for accuracy and makes corrections as appropriate, enters the requested information into the DPH database, then forwards the request letter to the appropriate Budget Office Business Officer.
3. The Budget Office Business Officer reviews and processes the request by:
a. Working with program staff to resolve any issues
b. Making a determination about the request, either by:
i. Securing the Budget Officer signature if the request is approved, or 
ii. Marking the request denied
c. Returning the request (approved or denied) to the Contracts Office’s Encumbrance Officer
4. The Contracts Office processes the request: 
a. If the request is approved:
i. Enters changes into NCAS, DPH database, Open Window, and NCGrants system
ii. Assigns new PO if necessary and closes prior PO if necessary
iii. Sends the original request to the Controller’s Office
iv. Sends a copy of the completed request to the program staff person listed on the request memo 
v. If the box is checked to indicate that FSRS needs to be updated, sends a copy of the completed request to the Section’s Operations Manager for entry into the FSRS.
vi. Makes a copy of the approved request and adds it to the contracts file
b. If the request is denied:
i. Updates the DPH database about the denial
ii. Returns the denied request to the program staff person listed on the request memo
iii. Makes a copy of the denied request and adds it to the contract file
Note:  Program staff are responsible for notifying Contractors regarding any code changes.
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