PRIOR APPROVAL REQUIRED

SCOPE OF WORK REVISIONS

Prior approval is required when the scope or objective of the project changes. A request must be
submitted and shall include:

e A description of the revised scope or objectives of the project.
e Arevised project proposal (project abstract, project purpose, potential impact, work plan,
budget narrative, project oversight, and project commitment as applicable).

Note: Revisions to the Expected Measurable Outcomes are not allowed except in extreme
circumstances. Please consult the assigned Grant Specialist.

BUDGET REVISIONS

Prior approval is required when the budget is revised. A Line Item Shift Request (LISR) must be
submitted and shall include:

e Ajustification for the change.

e Signature of the Project Director.

e Arevised Budget Narrative.

e Arevised Scope of Work, if applicable.

EQUIPMENT

Prior approval is required for costs associated with expenditures for special purpose equipment with a

unit cost of $5,000 or more. A request must be submitted and shall include:

e Adetailed description of the special purpose equipment.

e Ajustification for the purchase of the equipment, including how it will further the objectives of

the project and benefit the specialty crop industry, rather than one individual or organization.

e Adescription of how the equipment will be used to solely enhance the competitiveness of
specialty crops.
e Anitemized cost of the equipment.

Note: General purpose equipment is unallowable. Please see the Grants Management Procedure (GMP)

Manual for the definitions of general purpose and special purpose equipment.

RENTAL OF LAND

Prior approval is required for costs associated with land rental. A request must be submitted and shall

include:

o A detailed description of the purpose of the land rental, including how it will further the
objectives of the project.

e Detailed cost of the land rental and what the cost includes (monthly rental cost, annual rental

cost, access to the land, utilities, etc.)



CHARGING TYPICALLY INDIRECT COSTS AS DIRECT COSTS

Prior approval is required to charge typically indirect costs as direct costs. A request must be submitted

and shall include:

Description of how the administrative or clerical costs are integral to the project or activity.
Description of the methodology to specifically identify the administrative or clerical costs with
the project or activity.

Confirmation that the costs will not also be recovered as indirect costs.

INTERNATIONAL TRAVEL

Prior approval is required for international travel. A request must be submitted and shall include:

NOTE

A description of the purpose of the trip, including an explanation of how the trip will further the
objectives of the project, benefit the specialty crop industry, and solely enhance the
competitiveness of specialty crops.

Number of people traveling.

The title of each person traveling.

Number of days traveling.

Itemized breakdown of estimated airfare costs.

Itemized breakdown of estimated ground transportation costs, and method of travel (taxi, rental
vehicle, shuttle, public transportation).

Itemized breakdown of estimated lodging and meal costs.

ltemized breakdown of estimated number of miles, mileage rate and costs for travel.

Itemized breakdown of any other estimated travel-related costs.

: The maximum travel rates allowable for international travel are those established in a per diem

supplement to Section 925, Department of State Standardized Regulations. All air travel is subject to the

Fly America Act. Please refer to the applicable Grants Management Procedure (GMP) Manual for

additional information.

CONTRACTING OUT OR OBTAINING THE SERVICES OF A THIRD PARTY

The term “Contractor” below includes Consultants.

Prior approval is required to contract out project work activities or obtain the services of a third party. A

request must be submitted and shall include:

An explanation of how the activities to be performed by the contractor will further the scope or
objectives of the project.

A description of the steps taken to hire a contractor, which includes obtaining a cost/price
analysis (bid/quote) from at least three contractors who can perform the service. The purpose
of the cost analysis is to review and evaluate each element of cost to determine reasonableness.
The company name and bid/quote for each analysis.

A revised budget narrative.

Please also see Contractor/Consultant Rates.



CONTRACTOR/CONSULTANT RATES
The term “Contractor” below includes Consultants.

Hourly Rates in Excess of Maximum Allowable Rate

Prior approval is required for an hourly rate in excess of the maximum allowable rate*. A request must
be submitted and shall include:

e An explanation of how the activities to be performed by the contractor will further the scope or
objectives of the project.

e Adescription of the steps taken to hire a contractor, which includes obtaining a cost/price
analysis (bid/quote) from at least three contractors who can perform the service. The purpose
of the cost analysis is to review and evaluate each element of cost to determine reasonableness.

e The company name and bid/quote for each analysis.

If the selected contractor’s specialized qualifications necessitate hiring at a rate exceeding the maximum
allowable rate due to the complexity or uniqueness of the project, and the pool of available and
qualified contractors is limited, the following information shall also be included in the request:

e Adescription of the complexity or uniqueness of the project.

e An explanation of how the activities to be performed by the contractor will further the scope or
objectives of the project.

e Adescription of the steps taken to hire a contractor, including a description of the pool of
available and qualified contractors contacted.

e Adescription of the unique qualifications of each contractor contacted.

e The company name and bid/quote for each cost/price analysis.

Flat Fee or Fixed Amount Contracts
If the contract is for a flat fee or a fixed amount, the request shall include:

e An explanation of how the activities to be performed by the contractor will further the scope or
objectives of the project.

e Adescription of the steps taken to hire a contractor, which includes a cost/price analysis from at
least three contractors who can perform the service. The purpose of the cost/price analysis is to
review and evaluate reasonableness of the flat fee.

e The basis for determining the flat fee or fixed amount.

e A description of the unique qualifications of the contractor, if applicable.

e The company name and contract amount for each cost/price analysis.

NOTE: All contracts, whether hourly, flat fee or fixed amount, and regardless of the rate, are subject to
the competitive procurement process as required by 7 CFR 3015, 7 CFR 3016, 7 CFR 3019, or 2 CFR 200,
as applicable.

*The maximum allowable rate for 2012 and 2013 grants is GS-14 step 10. The maximum allowable rate
for 2014 grants and forward is GS-15 step 10.



CHANGE IN RECIPIENT ORGANIZATION, KEY PERSONNEL

Prior approval is required for the following:

e Proposed change of the recipient organization. A request must be submitted and shall include:

0 The name, address, and telephone number of the new recipient organization.
0 The name and title of the head of the new recipient organization.
0 Thereason(s) for the change.

Please note a Grant Agreement with the new recipient organization and completed Federal
Funding Accountability and Transparency Act (FFATA) form will be required after the change in
recipient organization is approved.

e Proposed change of key personnel of the recipient organization, such as the Executive Director.

A request must be submitted and shall include:
0 The name, title, address, and telephone number of the new key personnel of the
recipient organization.
0 The reason(s) for the change.

e Proposed change of key personnel of the project, such as the Principle Investigator or Project

Director. A request must be submitted and shall include:
0 The name, title, address, and telephone number of the new key personnel of the
project.
0 The reason(s) for the change.

ABSENCE OF KEY PERSONNEL

Prior approval is required for the following:

e Absence of key personnel for any continuous period of three months or more.
o Key personnel reduces the time base by 25% or more.

A request must be submitted and shall include:

e The name, title, address, and telephone number of the new key personnel, if applicable.
e Description of how the impact to the project will be minimized or eliminated.



