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Process Flowchart 
Appendix B, Budget (for non-HUD budgets)

Prepare new 
agreement or 

amend 
agreement. Set 

up all basic 
information 

(CLMS Data List)

Draft budget for a new 
agreement by 

selecting a suitable 
template or copy 

existing budget for 
amendment along 

with ChartFields data 
and enter/update 

budget fields (budget 
name, budget 

description, Program 
capacity & number, 

budget version 
description, HSH 

Revenues, Fringe % 
etc. )

Enter budget line item 
details for a new 

agreement or update 
line item details for 

amendment 

Review the budget 
allocation, 

collaborate with 
Program Manager if 
needed (using Notes 

for collaboration) 
and suggest 

corrections/updates 
to Providers if 

needed & resolve 
issues (using Notes 
for collaboration or 
Notes input boxes) 

after CLMS 
calculates all 

calculated fields

Create F$P 
contract 

record for a 
new 

agreement 
(See F$P 

contract entry 
instructions)

Will amendment increase NTE 
>10M or $500K over last BoS -
approved NTE? Increase term 

>10 years?

No

Follow Board 
Resolution 

process 
before the 

execution of 
new 

agreement/
amendment

View status of 
agreements/

amendments, view 
basic agreement 

information, status of 
budgets and invoices

Review & approve new 
agreement/amendment 

package by HSH Executive 

Director

Review & approve 
new agreement/

amendment package

Check eligibility 
of Providers for 

federal funds and 
upload federal 
funds eligibility 

documents

Upload signed new 
agreement package to 

F$P, if a new agreement.
 Or, update F$P contract 

record term dates & 
amount and upload 

amendment package 
documents, if an 

amended agreement

Is new agreement/amended 
agreement a Contract or a 

Grant?

It is a Contract

Ensure all documents are uploaded 
per OCA checklist, follow OCA 

contract submission process and 
request OCA review

New Agreement NTE >$10M 
or term >10 years?

No

Work with Dylan 
to coordinate 

with BoS

Color Legends:

Processes occurring outside CLMS (F$P system or using other applications/tools)

Approved

Process

Decision

Pre-defined process

Export reports based on 

a set criteria

Track and check if 
agreements require 

actions (Refer to 
Process Flowchart – 

CLMS Scenarios 
(1A))

Display

View status of all 
agreements/amendments, 

budget workflows, invoices, 
program monitoring, 

program reporting, etc. 

Create reports & 
dashboards to 

perform analysis 

Enter missing 
insurance 

information (policy 
numbers, expiration 
date, liability limits) 

as well as upload 
missing documents 

(e.g.  Insurance 
document (COI), 

missing appendices, 

etc. )  

Symbol Legends:

Proceed to create a new 

agreement  

Proceed to amend 

agreement  

Plan term length, 
contingency, new 

funding source 
provision, etc.

Yes, send a notification to
Contract Analyst to follow 
Board Resolution process

Notify Provider of a plan 
for new agreement or 
amendment and when 

appropriate send 
notification letter. Send 
a link to update Provider 

level information 
(Contracts Analyst can 
choose when to send 

this notification)

If new agreement

If amending 
agreement

Request Provider’s 
budget allocation 
(Budget line item 

details - Title, 
Annualized Salary, 

Organization FTE, %  
FTE funded by budget 

and Narrative/
Justification (if 

needed)) for a new 
agreement or ask to 

confirm/update budget 
allocation copied for an 

amendment 

Contract Analyst sends 
notification to Provider 

to enter/update 
line items

Draft boilerplate to create a new 
agreement or amend agreement and 

create appendices and additional 
documents to complete the agreement 
packet. (Generally, Appendices A,B, C, 
D and if any additional appendices or 

documents are needed). Follow Process 
Flowchart Boilerplate with vital 

documents (1J), Process Flowchart - 
Appendix A Scope of Services 1I, 
Process Flowchart – Appendix C, 
Method of Payment (1K), Process 

Flowchart for Appendix B as mentioned 
within this diagram and additional 

appendices/documents can be directly 
uploaded (with slight changes if 

needed) from CLMS library

Contract Analyst 
follows up with 

Providers for 
missing 

information and 
finalize boilerplate 
with all appendices 

(A, B, C, D, etc.), 
supporting docs (if 
needed), etc. for 
internal approval 

Contract Analyst  
submits boilerplate 
with all uploaded/

attached appendices, 
memo & other 

supporting docs to 
Contracts Manager 

for review/approval

Resolve as needed

Not approved

Review again

Review & approval of 
boilerplate with all 

appendices, memo & 
supporting docs by 
Deputy Director of 

Admin and Finance 

Contracts Analyst 
creates pdf 

package using a 
“export as pdf” 
feature in CLMS 
and sets up in 
DocuSign for 

external routing. 
Customize 

message for each 
signatory and 

attach memo as a 
separate file in the 

package when 

needed

Review & 
approval of new 

agreement/
amendment 
package by 

Provider Executive 

Director 

Review & approve 
new agreement/

amendment 
package

It is a Grant

PO Request & Invoicing (1D)

Set up in F$P system for 
activating & approval 

(Preliminary steps for PO 
release)

Enter Board Resolution 
information to populate 
agreement/amendment 

(CLMS Data List)

CLMS sends a notification to 
Contract Analyst 

when Provider is done 
entering

 budget line items

Send notification to 
Contract Analyst to upload 

the signed agreement/amendment in F$P 
and complete preliminary steps in 
F$P before opening for invoicing

Budget Director/ Analyst 
checks the budget 

amount, funding sources 
& ChartFields and corrects 

if needed. Coordinate 
with Contract Analyst if 
anything looks off (add 

notes if needed)

External approval of agreement/amendment package occurring using  DocuSign

Enter Provider 
level 

information 
(CLMS Data 

List)

Process Flowchart - 
Program Reporting (1O)

Route new agreement/
amended agreement pdf 

package for external 
approvals via DocuSign

- Send a reminder to Contract Analyst 30 days prior to expiration to send notifications to Providers for missing/incomplete/expiring insurance information like Certificate of 
Insurance, expiration date of insurance certificate, policy numbers, expiration dates of policy numbers, liability limits (maximum limits, aggregate per occurrence) 
- Allow Contracts team to view & track which messages have been sent to which agreements within the system
- Allow Contracts team to notify Provider of new agreement/amendment plan, when appropriate send notification letter 
- Allow Contracts team to send a link to Provider to update provider level information (Contracts Analyst can choose when to send this notification)
- Send an alert to Contract Analyst and Program Manager when Grand total of all budgets exceeds NTE
- Allow Contracts team to send notifications to signatories when new agreement/amended agreement pdf package is sent for external approval via DocuSign 
- Allow Contracts team to send notification to Providers to enter/update line item details on budgets
- Send notification to Program Managers to review the program reports on time
- Send a notification to Contract Analyst to follow BoS process when amendment increase NTE to >10M or $500K over last BOS -approved NTE or Increase term >10 years 
- Send a notification to Contract Analyst to follow BoS process when new Agreement NTE >$10M or term >10 years
- Send a notification to Contract Analyst when Provider is done entering budget line items
- Allow to coordinate with Provider for corrections on budget line items by leaving comments in “Notes” or “Notes for Collaboration” and resolve issues
- Send notification to Contract Analyst to upload  the signed agreement/amendment in F$P  and complete preliminary steps in  F$P before opening for invoicing

- Send the reminder to Providers for entering the budget line item details one day before the due date

Follow “Process 
Flowchart-HUD 

Budget (1Q)” for 

HUD budgets

Attach/upload the 
Appendix B (Budget) 
with the boilerplate 

along with other vital 
appendices/

documents for 
internal approval if 

it’s a new agreement 
or amendment. 

Is it HUD budget? Yes

No

Contract (for-profit) review and approval occurring in ServiceNow 
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