Attachment

Step by Step Modification Process

The following section details the specific steps to be taken in order to
process an administrative modification.

Event: FPO Receives a Modification Request from Grantee or Initiates a
Unilateral Change Request.

Step 1. Initiate a Modification Change Request Record in GEMS

Upon receipt of a modification request from a grantee (or upon a regional
decision that a change request is required as in the case of a FPO change or
administrative correction), the assigned FPO should extract the key
information from the change request and enter the information into GEMS.
Please note that for administrative modifications, an e-mail request from the
grantee is acceptable to initiate action but will ultimately require a
signature from the authorizing official of the grantee on the NOA
Modification Form. A Kkey requirement here is that the FPO identifies the
correct classification and number of change request transactions being
requested. For example, a request from a grantee could include a request for
a no-cost extension plus budget realignment. These are two change request
transactions which can be ultimately processed and approved as a single
modification.

a. Upon logging into GEMS to process a modification, an FPO would
e Ildentify the Correct Project by Clicking on it;
e Click on Modifications on the Blue Menu Bar; and

e Under Step 1. Change Requests Not Yet Forwarded, click on
O Add, Edit, or Forward Change Requests
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b. ldentify Type of Change Request from the drop-down menu and hit “GO0.”
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c. Complete all Required Information for this Change Request by completing

the following:

selected)

Select the Grant that is being modified (at least one grant must be

Initiated by FPO or Regional Office (if unilateral)

Enter Nature of Change (New Date, New FPO Name, etc)

Enter Narrative Change Description

Enter Recommendation

Enter FPO Justification for Recommendation

Indicate the level of program notification and approval
Enter any relevant comments (including Manager Comments if
appropriate)
Click Save (Note:
forward to the Grant Officer at this time.

IT grantee has submitted multiple change requests in a single
modification request letter, repeat the process above until all
requests have been recorded.

This does not result in a recommendation being
See next steps below)

Enter the Date the Change Requested was Received from the Grantee or
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Step 2. Forwarding the Modification Request and FPO Recommendation to the
Regional Grant Officer.

The FPO is now ready to move all or part of a modification request forward.
Please note at this point, the FPO should seek approval from immediate
manager if that is part of the regional process. However, this process is to
be handled outside of the GEMS system but can be noted in the FPO comments
area. Also, it is expected that the FPO has coordinated with the program
office as appropriate before forwarding a request to the RGO. It is
anticipated that most administrative modifications will not require program
office notification. However, FPOs, Regional Managers and the RGO should be
generally aware of when program offices have made requests to be informed of
modification requests.

Assuming these conditions have been met, the FPO takes the following steps.

e Click on the check box to indicate one or more modification
transactions are ready for forwarding; and

e Hit the Forward Button



P2 Gems - Micromont internet Evporer EDEY
File Edit View Favorites Tools  Help | -
= = < > LV =
@ Back ~ \_) 2] “u | f) Search - Favarites @ Media &3 | L3~ i -
55 [&] hitp: fdol.saic-salutions. comjgems/main. cfm =1 Go | Lnks >

U.S. Department of Labor

Employment & Training Administration

HOME REPORTS FEEDBACK OPTIONS ROLE LOGOUT

Add, Edit or Forward Change Requests

1A ES One Stop / ALMIS
"ALMIS-LMI 12"
108, VWORKF ORCE DEYELOPMENT

My Projects

o ALMIS LI L

hodifications Overview = Add, Edit or Forward

ange Request: [ Select Type

g Request:
pst linkin the table below to gpen and cdt

l_ ES-11528801-55 054 272004 ves

¥ Es-1212402-55

[Simple) Mo Cost Extension
Chance FPQ

[Primary 211 05/07/2004 Yes

Forward Chillge Request:

Check the refly-to-forward Chanae Requests abave and click the FORWARD
ill then have an opportunity to confirm the forwarding of the

Pol Request(s)

Close Calendar Wiew
=] M T W T F =]

[september

Role: FPO

[ HELP 3]
[Support Spstems |

COverview:
Contact Intormation
" Initiali&nnusl Risk
wiork Plan
Blucl et
Desk Review
_ Maonitaring 1
b Modifications

Los =
Desk Review Histony e
i
Initialiganusl Risk History o
[G]
Manager(s):

Stacy O'esfe

Backup FPO(s): | EDIT
Seic2 Seicz
Saics Saics

|&] pane

C [ e

The system will prompt the FPO to review the modification transaction to be

forwarded to the RGO and asks for FPO confirmation to forward.

the FPO should hit the confirm button;
return to the previous screen.

if not,
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Step 3 (This step may occur at any time). Upload the Grantee Request into the

Project Case Files.

Upon receipt of a modification
should complete the following:

request from a grantee, the assigned FPO

e ldeally, and if possible, obtain or create (using available scanning
equipment) an electronic record of the request (in addition to the hard
copy request with original signhature); and

e Upload the electronic version of the request into GEMS using the file

icon by
o Clicking on the “File Icon”

0 Hit the “Browse” button to identify the file

o Click “Add.”
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Note: The FPO has no further action until the Regional Grant Officer has
acted upon the request. The forwarded modification wi show up under 2.
Change Request Pending RGO Action on the FPO’s Modification Screen.
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Event: FPO has forwarded a recommendation for action on a modification
request to the Regional Grant Officer.



Step 4. Regional Grant Officer Reviews Recommendation and Takes Action.

Please note that the RGO or FPO’s supervisor can monitor modifications that
are being processed by FPOs but that have not yet been forwarded by clicking
on the “Change Requests” Section of the Modification Approval Menu.
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Once an RGO is ready to review modifications awaiting action, the Regional
Grant Officer reviews the modification request and FPO recommendation and can
take appropriate action.

e Click on Modifications Awaiting Approval/Pending Action to Review the
Modification Request and FPO Recommendation

Click on the Yellow “Open” button to Review the Modification Request.
Review the Modification Transaction Request
Select Approve, Deny, Remand (back to FPO), or Take No Action (Close)

Note: Regional processes should recognize the expectation to complete

this process within 21 days from receipt of the modification request
from the grantee.
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At this point, the system will prompt the RGO to review the modification
transaction to be written to GTS as a modification and asks for RGO
confirmation to forward. |If satisfied, the RGO should hit the confirm
button; if not hit cancel and the system will go back to the previous screen.
The RGO should complete this process until all modification transactions have
been acted upon.
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After hitting confirm, the system returns to the Modifications Awaiting
Approval section of the system. However, if the RGO hits the “Mod Request
History” the modification will appear. The details of the modification are
again available by hitting the yellow open button. In addition, the FPO will
now see the modification approved under 3. Change Requests Approved or
Denied and in the Modification History section of GEMS as well.
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Step 5. Written Notification to Grantee and OGCM of Official Action

Once final action has been taken (approval or denial), the grantee must be
informed in writing. GEMS will create an official modification form with all
the related information. This form can be printed out and included with a
cover letter to the grantee.

e Click on Modification History. Click on the printer icon to print out
the form.

e Send form (by any means acceptable to the region) to the grantee
including electronically via email;

e Note: For all bilateral modifications, the (NOA/0O) Modification Form
will require two original signatures: the Regional Grant Office and
the Grantee Authorizing Official. For unilateral modifications, only
the Regional Grant Officer signature is required (although a copy of
the modification should be sent to the grantee).

e Send originals of approved modification to OGCM for inclusion in
permanent file. These forms can be bundled together and sent to OGCM
on the last day of each month.
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Changes herein have the following effect on Federal government funds in this award:
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THE ABOVE-NUMBERED GRANT / AGREEMENT IS MODIFIED AS FOLLOWS:

Type: Administrative
Grantee Request Date: 09/15/2005

Field Name Current “alue Adjusted Yalue

Grantee Name: UNIWERSITY OF SOUTHERN MAINE UNIWERSITY OF SOUTHERN MAINE

Official: LARRY WAKMAN LARRY YWAKMAN b
Official Title:  ACTING DIRECTOR, O0SP ACTIMG DIRECTOR, QOSP

Address line 1: P.O. BOX 9300 P 0. BOX 9300

Address line 2:

City FORTLAND PORTLAND

State:

Zip: 04104-9300 04104-9300

Description: Caorrection

EXCEPT AS HEREBY MODIFIED, ALL TERMS AND CONDITIONS OF SAID GRANT / AGREEMENT
REMAIN UNCHANGED AND IN FULL EFFECT. hd|
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