Requesting a Change in Scope to Add Temporary Sites in Response to Emergency Events Cheat Sheet
To ensure that HRSA can quickly process the health center’s request to temporarily add a site to the scope of project during an emergency event, please submit the following to your Project Officer:
1. Health center name. 
2. The name of a health center representative and this person’s contact information.  (May be used to notify the health center of HRSA’s approval/request for more information/disapproval.)
3. The event, and whether a state of emergency has been officially declared by an authorized public official such as a governor, the Secretary of the U.S. Department of Health and Human Services, or the President of the United States, or if there has been an official warning issued regarding an anticipated emergency event by an authorized public official.  (No more than one to two sentences.)
4. A brief statement on how the health center, the target population, and/or a medically underserved population have been impacted.  (No more than one to two sentences.)
5. A brief description of the emergency response activities.  The request must include a summary of the requested change in scope of project, including:
· Temporary address information (include a temporary site name to facilitate tracking)
· The date emergency response activities at the site were initiated (if they have already started)
6. Verification and/or assurance that each of the four applicable criteria for adding temporary locations will be met.  (Read Attachment to PAL 2014-05 for more detail)
If the temporary site is within the health center’s current service area or within neighboring counties, parishes, or other political subdivisions adjacent to the health center’s service area:
· The health center must demonstrate that the purpose of the temporary site is to provide services primarily to its original health center target population which has been displaced by the emergency, and if appropriate for the health center, to other medically underserved populations that may have been displaced by the emergency
· Services provided by health center staff at such locations are on a temporary basis; 
· [bookmark: _GoBack]Services are within the approved scope of project 
· All activities of health center staff are conducted on behalf of the health center.
If the temporary site is outside of these areas:
· The health center must demonstrate that the purpose of the temporary site is to provide services primarily to its original health center target population which has been displaced by the emergency, and if appropriate for the health center, to other medically underserved populations that may have been displaced by the emergency;  
· Services provided by health center staff at such locations are on a temporary basis; 
· Services are within the approved scope of project 
· All activities of health center staff are conducted on behalf of the health center. 

If neither your Project Officer nor his/her backup is available, contact your BPHC Program Division main line.  (Northeast Division: 301-594-4488; Central Southeast Division: 301-594-4420; North Central Division: 301-443-0011; Southwest Division: 301-480-1130)  If the health center cannot reach its HRSA Project Officer nor his/her designated backup nor its BPHC Program Division, it should contact the BPHC Help Line at 1-877-947-BPHC or bphchelpline@hrsa.gov.  Include your PO/Division with your request.  
