II.  DSP BUDGET REVISIONS

POLICY

The initial budget and line item detail for a direct services activity, as approved by the Chatham County Partnership Board of Directors, is included in the agency contract and remains in effect unless a budget amendment is requested and executed.  All requested budget amendments must be in writing on the forms provided by the Partnership.  

PROCEDURES

1. Initial activity budget must be approved by the Chatham County Partnership for Children Board of Directors and NCPC or other funding authority. 

2. ALL changes to the TOTAL activity budget amount of an activity, except Safe Start purchase of service/managed care contracts, require PRIOR approval of the Chatham County Partnership for Children Board of Directors, and NCPC for Smart Start programs, or other funding entities as required. 

3. PRIOR approval of the Partnership Board and NCPC is required for Smart Start programs when the budget on line 43  “Contracts with Service Providers” is requested to be other than –0-.

4. PRIOR approval of the Chatham County Partnership IS REQUIRED for all other budget changes, except revisions to line item budgets within object classes.

5. All budget revisions (whether prior approval is required or not) must be submitted on the budget change sheet.

6. Requests received from the 1st to the 15th will have effective dates no later than the first day of the following month.  Requests received from the 16th to the 30th will have effective dates no later than the last day of the following month.

DUTIES

To carry out the procedures to ensure proper DSP Budget Revisions, the following duties must be performed.

1. Receive Budget Revision Requests and review for completeness; log requests and distribute to appropriate Project/Program Director with tracking cover sheet attached.

2. Review Budget Revision Requests, including contacting DSP for clarification/additional information as needed.  Submit to ED once all information and justifications have been verified..

3. Ensure effective date of revision in accordance with the above policy, discuss with DSP and revise as necessary, and return to Program Assistant.

4. Submit reviewed and verified request to ED for approval.

5. Review and Approve Budget Revision Request.

6. Send copy of approved (or denied) budget revision request to DSP and file original in contract file.
SEGREGATION OF DUTIES

To assist in performing these procedures with adequate segregation of duties, a breakdown of duties is provided.  The number below each position refers to the number of the duty, which should be carried out.

Executive Director
Program Assistant      

Project/Program Director
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