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1. There will be a budget revision worksheet for each budget type that is revised. (For example: Basic, Blended, T&TA, Non 
Federal Share, and Administrative Cost) 

a. Prepare the revised budget utilizing the currently approved budget as the starting point. 
b. The first budget tab in the worksheet should be the approved refunding budget. Tabs can be added as budget 

revisions are done. 
c. Create a copy of the currently approved budget as a new tab in the same spreadsheet.  
d. Make changes in the budget on the new tab. 
e. Highlight the lines with the changes in this revision (e.g. new lines, increased lines, decreased lines). 
f. Make sure the budget is still balanced. 

 

2. Complete the Budget Revision Comparison Form. 
a. Copy the budget revision comparison worksheet into the budget revision file. There will be a comparison 

worksheet for each revision done. 
b. Link the totals for each of the budget categories (e.g. 6a) from the currently approved budget to the first budget 

column. If this is the first budget revision of the year, this will be the approved refunding budget. 
c. Link the totals for each of the budget categories from the revised budget with the requested revisions to the 

Revised Budget column. 
d. Check that the Net Changes column reflects the correct amounts.  
e. In the middle section, describe the reason for the changes in each budget section. If the form reads “No Change” 

then no description is required. 
f. Unless the overall budget amount is increasing or decreasing, the Total should be $0. 

 

3. Obtain approvals 
Note:  Revisions not affecting 6d (Equipment $5,000 or 6g (Major Renovations/Construction) that are moving less than 
25% or $50,000 (whichever is less) does not require Grantee approval.  

a. All revisions require the Delegate Director’s signature. 
i. All Non Federal Share and Administrative Cost budget revisions require only the Delegate Director’s 

signature. 
b. Executive Directors/Superintendents have the authority to reprogram funds unspent in 6a and 6b (Salaries and 

Fringe Benefits), 6c (Out of Area Travel), 6e (Equipment < $5,000 and Supplies), and 6h (Other) in Basic, 
Blended, or T&TA unless the funds are being moved to 6d (Equipment $5,000+) or 6g (Major 
Renovation/Construction). 

c. All other budget revisions require Executive Director/Superintendent’s signature, as well Policy Committee and 
Governing Board approvals. 

i. Budget revisions that increase or decrease an overall budget total or that incorporate a change of 
program option require Policy Committee and Governing Board approvals. 

ii. Budget revisions that increase or decrease 6d (equipment $5,000+) or 6g (Major 
Renovation/Construction) require Policy Committee and Governing Board approvals. 

iii. Policy Committee and Governing Board approvals can be indicated by signature of chairperson or 
agendas with minutes. 

If your agency requires a more stringent approval process, please adhere to that policy. 
 

4. Verify that all budgets are still in sync (i.e. the admin budget is updated for changes in the Basic budget, etc.) 
 

5. Submit the budget revision packet to the Grantee for review. The packet consists of the following for each budget being 
revised: 

a. The new budget with the changed lines highlighted. 
b. The budget comparison worksheet with the appropriate approval signatures. 
c. Policy Committee and Governing Board minutes and agendas if necessary. 
d. Any additional information. (e.g. quotes if increasing 6d (Equipment $5,000+) 

 

6. Once Grantee approval is received, incorporate the new budget amounts in the relevant claims for the month of 
approval. 


