
Form #703V1 | Revised 06092020   

 
 

BUDGET REVISION INSTRUCTIONS 
 

Budget Revisions are allowable when you: 

• Have identified unexpended funds in one category that would lapse if not reallocated and 

• Have identified items in another budget category that would support or enhance the program if the 

unexpended dollars were reassigned to these categories.  

 

Timing:   

Grantee requests for budget revisions must be received at ICJIA no later than 60 days prior to the expiration of 

the agreement period of performance. Written approval must be received prior to implementing the changes. 

 

Instructions for completing a Budget Revision Request: 

1. Complete the Budget Revision Request form 

• Detail exactly what you want to revise and why; 

• Detail how the revision will support or enhance the program; 

• All requested changes should be reasonable, necessary, cost effective, and allocable to the purpose 

of the program.  

• On the table in the Budget Revision Request form, the “Approved Budget” column totals must equal 

the “Revised Budget” column totals.  

• Your Budget Revision Request is not for requesting additional grant monies beyond what has 

already been allocated to your program. 

• Sign and date the Budget Revision Request form. 

 

2. Complete a marked-up budget. Your Grant Specialist will provide you with a copy of the final approved 

Budget (in Excel). Use this Excel file to:  

o Strike through line items to be removed. See sample. 

o Type-in new line items in RED. See sample.  

o The new costs in the tables must add across the line item row and down the “Total Cost” column.  

o The budget narrative must be revised for each amended item. The same strikethrough and RED 

modifications should be followed for each narrative section. 

o Save a copy of the Budget Revision Request in Excel and name the file, “Grant ID #XXXXXX 

Marked-up Budget MMDDYY”. 

 

 

3. Send the Budget Revision Request form (signed and scanned) and Marked-up Budget (Excel), to your Grant 

Specialist at least 60 days prior to the end of performance period; and 

 

4. Grantees must wait until Grant Specialist provides written approval prior to expending funds under the new 

budget. 
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