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OFFICE OF THE ATTORNEY GENERAL

GRANT BUDGET ADJUSTMENT PROCEDURES

The executed contract with the Office of the Attorney General (OAG) lists the approved budget categories.  You may need to make changes to your approved budget.  Some changes require prior written approval.  Although other changes do not require prior approval, they must be recorded and submitted for OAG review at the end of the grant year.  Any change should be discussed with the grant manager prior to implementation to determine if they might result in an unapproved/unallowable change in scope of services or expense. An allowable cost must meet basic guidelines as outlined in the Uniform Grant Management Standards (UGMS).  The OAG may also require additional budget adjustments including the reconciliation of negative category balances at the end of the grant year.  As a reminder, the OAG will not reimburse costs that are unallowable or that are outside of the approved scope of the grant.   

Which Changes Require Prior Written Approval?

Budget Adjustments require prior written approval from the grant manager when they meet one or more of the following conditions:

· Alter the scope of the grant;

· Add funds to previously un-awarded budget categories;

· Changes exceed 10% of the total grant budget;

· Add new line items (at the discretion of the grant manager).  Call your grant manager to discuss whether this change will require prior written approval. 

· Transfer of funds initially awarded for training purposes.

Budget Adjustments that require prior written approval may only be performed once each fiscal year and must be submitted no later than July 5th.  To obtain written approval for such Budget Adjustments, grantees must submit a cover letter, Grant Adjustment Request Form and a budget reflecting the changes.  Upon receipt of a Budget Adjustment request, the Grant Manager will review the submission and may approve the budget changes, request additional information, or deny all or parts of the request.  If the budget adjustment is approved, a member of the OAG grant staff will contact the grantee to request the current Financial Status Report (FSR) and make changes to all grant financial documents.  The revised budget and Financial Status Report will be sent to the organization electronically when the updates are complete.  The review process typically takes 30-45 days.  

Which Changes do not Require Prior Written Approval?
Budget Adjustments that do not meet the criteria listed above, and have one or more of the characteristics listed below do not require prior written approval from the OAG:

· Transfer of funds between line items within an approved budget category; 

· Transfer of funds, not in excess of 10% of the approved grant budget, between direct cost line items in different approved budget categories.  

Although these Budget Adjustments do not require prior written approval from the OAG, grantees must submit a budget and a Grant Adjustment Request Form reflecting the changes no later than October 15th for tracking and reconciliation purposes.  If a grantee did not make any changes to the budget, this procedure is not applicable.   Upon receipt of a revised budget, the Grant Manager will review the submission and may approve the budget changes, request additional information, or deny all or parts of the request.  

Procedure to Request a Budget Adjustment 

Required:

1. A cover letter detailing why the budget amendment or modification is needed;

2. A completed Grant Adjustment Request Form (Form 2008-104);

3. A copy of your approved budget marked up with your proposed revisions by line item.
Detailed Instructions:

1. Cover Letter:

· The cover letter must be on your agency’s stationery.

· The person listed as the Authorized Official on your contract must sign the letter.

· Include a detailed narrative for each proposed budget revision explaining the change and the reason for it.  (See SAMPLE Cover Letter)

2. Grant Adjustment Request Form (Form 2008-104)

· Grantee:  The name of your agency as listed on your contract.

· Contact Person & Phone:  The name and phone number of the person to contact if additional information is necessary.  

· Contract Number: Enter your 7-character contract number (i.e. 0800000).

· Grant Type: Indicate the grant type OVAG, VCLG, SAPCS-State or SAPCS-Federal. Budget Changes:

· All changes must be in whole dollars.  Do not use cents.

· In Column 1 (Current Budget), enter the current approved budget amounts for your program.

· In Column 2 (Requested Change), include the requested change in dollars by category, (this can be a positive or negative amount).

· In Column 3 (Proposed Total), add/subtract “Requested Change” from “Current Budget”.  
Column 1 +/- Column 2 = Column 3.
· Be sure to total the columns at the bottom of the worksheet.  Note:  The total budgeted amount for the fiscal year should not change.  The total of Column 1 should equal the total of Column 3.
· Reason for Request:  State the reason for the requested change in each category and provide justification.  If additional space is needed, attach an additional page with justifications described.
· Requested By:  The person listed as the Authorized Official on your contract must sign the budget request.  
3. Approved Budget:

· Proposed changes:  Mark your proposed budget changes on a copy of your Approved Grant Budget.  For each line item you are adjusting, strike out the approved line item amount and indicate the new proposed amount.  If you are adding a new line item, list it in the appropriate budget category indicating the proposed amount.

· Total columns and rows: Total all columns and rows affected by proposed changes.  Note:  The total budgeted amount for the fiscal year should not change.

Corrections/Questions

If you have questions about the instructions or forms, or discover an error after sending your adjustment request please contact your Grant Manager.

Original/ Copy

Prepare an original request for the OAG and retain one copy for your grant/financial records.

Submission
Mail or fax your completed request to:

Office of the Attorney General

Crime Victim Services Division (MC 005)
P.O. Box 12548

Austin, Texas 78711-2548

512-708-8799 (fax)

Please note:  Requests will not be accepted via email submission.

	Requires Prior Written Approval
	Does Not Require Prior Written Approval

	· Redistribution of more than 10% of your total grant budget between budget categories 

· Adding line items to an approved budget category (at the discretion of the grant manager)

· Transfer of funds initially awarded for training purposes
	· Redistribution of less than 10% of your total grant budget between approved budget categories 

· Redistribution of grant funds between line items within the same budget category

	· May include the transfer of grant funds from an awarded budget category to a previously unawarded budget category
	· May include the transfer of grant funds within an approved budget category

· May include the transfer of grant funds between approved budget categories

	· May result in a change of the approved scope of the grant 
	· May not result in a change in the scope of the grant 

	· Changes that result in unallowable or unapproved costs will not be reimbursed
	· Changes that result in unallowable or unapproved costs will not be reimbursed

	· Requires prior written approval

· Due no later than July 5th 
	· Must be reconciled at the end of the fiscal year
· Reconciliation documents (Revised Budget and Grant Adjustment Request Form) are due no later than October 15th
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