When to Contact OCS

	Situation
	Contact requirement
	Point of contact

	Appeal – funding decisions
	Required
	Executive Director

	Budget transfer
	Pre-approval required
	Financial Manager

	Changes in key grant staff
	Required
	Grants Manager

	Changes to program scope
	Pre-approval required
	Grants Manager

	Contract amendment
	Required
	Grants Manager

	eGrant problem – application submission
	Required - documentation
	Grants Manager & eGrants Helpline

	eGrants problems – general
	Contact eGrants first
	eGrants Helpline

	Entering partnerships not included in original subgrant
	Required
	Grants Manager

	Equipment purchase – unbudgeted
	Required
	Financial Manager

	Grant closeout
	Required
	Financial Manager

	Grant extension request
	Required - 30 days in advance
	Grants Manager

	Grant funds will be unused
	If grant funds will potentially be left unspent contact OCS ASAP
	Financial Manager

	Grievance filing (host site/staff)
	Recommended
	Grants Manager

	Grievance filing (member)
	Required
	Grants Manager

	Late reporting – progress report
	Required - extension request
	Grants Manager

	Late reporting –PER, RFR, FFR
	Required - extension request
	Financial Manager

	Major audit findings
	Required
	Financial Manager

	Member slots left unfiled
	Required
	Grants Manager

	Member suspension
	Required
	Grants Manager

	Member transfer – in
	Optional
	Grants Manager

	Member serious injury or death
	Required
	Grants Manager

	National Service Day - event
	Required
	Communications Manager

	Pre award grant spending
	Required - need approval
	Financial Manager

	Press/media events
	Recommended
	Communications Manager

	Press release/News coverage
	Recommended
	Communications Manager

	Reasonable accommodation 
	Optional
	Grants Manager

	Member release– compelling personal circumstance
	Optional
	Grants Manager

	Member release – for cause
	Required - if involving a felony or is drug related
	Grants Manager

	Member replacement 
	Required - need approval
	Grants Manager

	Reporting/submission deadlines
	Consult website first
	Serve.mt.gov

	Service events
	Recommended
	Communications Manager

	Slot conversion
	Required - need approval
	Grants Manager

	Slots left unfilled
	Contact OCS ASAP
	Grants Manager


