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GENERAL CONTRACTING TIMELINE FOR 
DIRECT SERVICE PROVIDERS
December

1) Request for New Activities, if determined by the Board Chair/Executive Committee/Board of Directors
April

2) Request for Proposals (RFP) advertised and submitted (2-year bidding cycle)

May

3) Grant review committee meets

4) Executive Committee/Board approves RFPs

June

5) Direct Service Providers (DSPs) notified of RFP status

6) Annual Plan approved by the North Carolina Partnership for Children - NCPC (usually within the 1st week of June)

7) Partnerships notified of Base Allocations (usually 2nd -3rd week in June)

8) Local Partnership (LP) Executive Committee/Board allocates initial funds

9) NCPC Releases contract templates and initial contract materials/requirements (for LP and DSP)

10) LP Board votes to approve contract template

11) Partnership contacts DSPs for Initial Contract materials

12) LP sends its own initial contracting information and DSP budget information to NCPC

July

13) NCPC creates contract with LP and mails two blank originals to LP

14) LP signs contract and mails back to NCPC

15) NCPC signs contract and mails to LP

16) LP prepares DSP legal contracts for signature

August

17) LP is notified of additional/full funding amounts by NCPC (after the state budget has passed)

18) Board allocates additional funds

19) DSPs receiving new funds submit requesting paperwork to LP

20) LP submits an amendment request to NCPC

21) NCPC approves request

22) LP prepares legal contracts for DSP signature

July-June

23) DSPs submit requests for revisions or amendments throughout the year

Revision (requires LP Director and Board Chair approval only): 

· Needed to move funds between line items already under contract

· Needed to add expenditures to a budget narrative under contract (not considered a change in scope, i.e. paperclips). An example of change in scope would be adding a personnel position, increasing or reducing services, etc. 
· To change part of the Full Activity Description, Attachment IV, (other than the contract activity section) that is NOT considered a change in scope
Amendment (requires LP Board/Executive Committee vote and possible NCPC approval):

· To increase/decrease the total bottom-line amount of funds under contract (also requires NCPC approval)
· To add/remove key staff on page 1 of the Financial Assistance Contract

· To change administrator contract information (page 2 of the Financial Assistance Contract)

· To make any changes to the Contract Activity Description, Attachment I (also requires NCPC approval)
· To make any change in scope to the Budget Narrative (Attachment II) or the Full Activity Description (Attachment IV) (also requires NCPC approval)
Year End Deadlines:

· Subsidy Amendments—April 1 (must receive Executive Committee/Board vote, due to NCPC by April 15)

· Activity Amendments—May 3 (must receive Executive Committee/Board vote, due to NCPC by May 15)

· Activity Budget Revisions—May 28 (must receive LP Executive Director -ED and Board Chair Approval, verification by NCPC, and submission to MAC Accounting site by June 1)

· Program Income Reports with back-up documentation due to the LP July 8 

· Reversion checks due to LP with the June FSR (one check per activity), 
July 8
· Office of the State Auditor Non-Governmental Organization (OSA NGO) Reports—Due to LP 6months following the DSP’s fiscal year end. Instructions are included within the Smart Start contract.
Note: These are estimated deadlines. Direct Service Providers will be contacted by e-mail with actual deadline dates. 
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