
SUBMIT AND REVIEW A NON-SUBSTANTIVE CHANGE REQUEST  

 ~ 1 ~ Rev. Date: 03/19/2011 
 

Purpose 

A non-substantive change to a previously approved Controlling Board request requires the 
approval of the President of the Controlling Board. The requesting agency can now complete 
the request for change using the e-CB application.  

Non-substantive changes include the following: 

 The term or fiscal year for which the contract is approved. The term or 

fiscal year change must be within the current biennium. 

 The contract amount allocated to each fiscal year of the biennium. 

 The appropriation line item number or name or fund identified in the 

request. 

 The subcontractor(s) identified in the contract. 

 Any other change which the President identifies as a non-substantive 

 

Submitting a Non-Substantive Change Request 

Anyone with e-CB access can create and submit a non-substantive change request to the 
Controlling Board president.  

 

 Navigation: https://ecb.ohio.gov/Public/Default.aspx 

 

 

 

https://ecb.ohio.gov/Public/Default.aspx
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          Step-by-Step Screen 

1. Enter your e-CB User ID and 
Password  

 

2. Press Login 

 

3. Click on the CB Request icon at the 
top of the page 

 

4. Click the New tab 

  

The CB Request page will appear 
 
You can Submit a Non-Substantive Change or View Submitted Non-Substantive 
Changes 
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 Activity: Create a request for a non-substantive change to an approved Controlling 
Board request. 

 

5. Click the Submit Non-Substantive 
Change link 

 

 

 

 

The form will appear but cannot be 
downloaded 

 

 

6. Enter a Short Title (up to 64 
characters) for the change request 

 Include the approved/original 
Controlling Board number in the title 

 To find the request number, view 
the list that appears after selecting 
the Meeting Year of the Request 

 

 

 

7. Enter a description (up to 8000 
characters) of the non-substantive 
change you want to request 

 Include detailed information about 
what needs to be changed along 
with your name and contact 
information 

 
 



SUBMIT AND REVIEW A NON-SUBSTANTIVE CHANGE REQUEST  

 ~ 4 ~ Rev. Date: 03/19/2011 
 

8. Select the calendar year of the 
Controlling Board meeting when the 
original request was approved 

 

9. Select the approved/original 
Controlling Board number   

 

 

10. Click the Submit button located at 
the bottom of the page 

 

 An error message will appear if any 
required field was not completed 
(title, description, original request 
number) 

 Click the OK button to go back and 
complete the request 

 

 
 

 Once all fields are completed, a 
message will appear stating your 
request was submitted successfully 

 

11. Click the OK button to view the All 
Requests Submitted Page 

 

 Non-substantive change requests 
cannot be deleted or edited once 
submitted. If there is an error, 
submit another request. 
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 Once the request for a non-substantive change has been submitted, the original status 
will show as Pending. Once reviewed by the Controlling Board President, the status will 
change to Approved or Denied. 

 

 

 

 The Controlling Board President, 
Controlling Board Secretary, and 
submitting agency e-CB contact will 
receive an automatic email stating 
that a request for non-substantive 
change was submitted. It includes 
the Controlling Board number, the 
title and description of the change, 
and who submitted the change 
request 

 

 

 

 

 

12. The status of the submitted non-
substantive change request can be 
viewed anytime from the  CB 
Request page by clicking on View 
Submitted Non Substantive 
changes 
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 Once the Controlling Board 
President approves and signs the 
request for change, a copy is sent to 
State Accounting for adjustments to 
be made in OAKS 

 

 

 The process outlined in this job aid is for a non-substantive change to a previously 
approved Controlling Board request. A substantive change requires the preparation and 
submission of a new request to the Controlling Board for review and approval. 

For more information about non-substantive and substantive changes to approved Controlling 
Board requests, review the Controlling Board Manual available by clicking the Manuals link from 
the Forms page in the e-CB application. 


