Grantee’s Budget Revision Request Checklist/Tool
This is a tool to assist you in providing a detailed budget revision request as a detailed description is required. 

Budget Revision Requested Changes
· Brief overview of what is changing and why. 
· Clear justification for each line item (why it is necessary)
· All changes should be clearly explained (no vague statements like costs increased)
· Explanation of how changes affect: project implementation, service delivery, project goals/outcomes, deliverables, if any. If there is no effect, statement confirming alignment with approved scope of work and goals.
· Identification of any pro-rated budget item changes and why
· Clear explanation of pro-rating methodology. (e.g., % of time on project, % of overall budget, % of staff on project, etc.)


Adding New Costs Not in Current Budget
· Description of new expense
· Total costs of the new item over all funding streams.
· Detailed justification (why it was not in the original budget and why it is needed now)
· Identification of any pro-rated budget items
· Clear explanation of pro-rating methodology. (e.g., % of time on project, % of overall budget, % of staff on project, etc.)
· Calculation breakdown shows how final amount was determined. 




Adding a New Position to the Budget
· Staff Name (if known)
· Job Title
· Hours/week on project (estimate if needed)
· Total weekly hours (estimate if needed)
· Annual salary for a new position
· Calculation of salary charged to grant.
· Upload job description of new position
· Justification for adding the position (why is this position needed)


Eliminating a Position from the Budget
· Position title being eliminated
· Reason for elimination
· Estimated date of elimination
· Plan for redistribution of duties
· Impact on services (especially impact on victims, if applicable)


