Obici Healthcare Foundation

Grant Budget Revision Instructions
A Budget Revision Form and accompanying narrative is needed if an agency wants to increase or decrease a line item(s) on their most recent approved budget.  The Foundation must approve the budget revision BEFORE an agency spends the funds.  
The budget revision below is for an agency that had difficulty hiring staff at the budgeted salary.  After several months of advertising and interviewing, they realized the salary had to be increased.  Although they hired at a higher rate, it took several months to bring this person onboard and thus they spent less than the original approved $50,000 for Salary and the $11,000 for Benefits.  Since two months had passed and they would only be paying this staff member for 10 months of salary the first year, the budget revision shows 10 months of salary and benefits at the new rate of $56,000/yr.  (56,000 divided by 12 month = 4667.  4667/month x 10 months = $46,667) In addition, Travel and Training were reduced in the first year.  
The narrative must provide an explanation of the above. (eg. After two months of interviewing, the agency realized the salary was too low and through research found that $56,000 was an acceptable salary for this position in the area.  Also, since the candidate that was hired came with certain skills, some of the budgeted training was not needed, and thus the travel budget was also reduced.)  The total savings the first year is $7320 between the Salary/Benefits and the Travel and Training.  This budget revision would be submitted before the new staff member was hired.  
A. SALARY EXPENSES

                      Approved Budget   Revised Budget    Amount of Change 
    Project Coordinator                   50,000                    46,667                      -3333  

    Total Salary Expense              50,000                    46,667                      -3333
B. EMPLOYEE BENEFITS       11,000                    10,267                       -733
    % of Benefits to Salary Expense   22%                    22%                         
    Subtotal Salary & Benefits      61,000                    56,934                     -4066             

C. OTHER PROJECT EXPENSES

    Travel                                            4500                     2900                       -1600                     

    Training                                         3600                     1946                       -1654
Total Other Project Expenses     14,900                    7580                        -3254
TOTAL CHANGE                                                                                      -7320
Grant Budget Revision Instructions, cont.
In the 2nd year, the budget revision shows a full year salary at the new rate, $56,000 and the new benefit amount of $12,320 (still 22%).  The difference between the original budgeted amount for Salary and Benefits ($61,000) and the new Salary and Benefits total ($68,320) is $7320, the exact amount of surplus from the first year.  The grantee has kept their 2 year grant total at the original approved amount.  

A. SALARY EXPENSES

                      Approved Budget   Revised Budget    Amount of Change 
    Project Coordinator                   50,000                    56,000                        6000  

    Total Salary Expense              50,000                    56,000                        6000
B. EMPLOYEE BENEFITS       11,000                    12,320                        1320
    % of Benefits to Salary Expense   22%                    22%                         0%
    Subtotal Salary & Benefits      61,000                    68,320                        7320             

Guidelines to assist you in preparing a budget revision:

· A budget revision request must be submitted on a “Grant Budget Revision Form” (Excel) and show ALL line items on the most recent approved budget.  
· A budget revision request should also include a budget narrative (in Word), but you only need to describe those line items you are increasing or decreasing.

· The budget narrative should explain why the change(s) are needed and how you determined the new amounts.  
· If you have funds left in the previous year’s budget when you start a new grant year (Year 2, 3, etc.), you can request that all or some of these funds be moved forward to the current year. Most likely this would occur if you wanted to use the remaining funds for a different line item. If you submit a budget revision and request only some of the funds be moved forward, you must track how much money you still have left from the previous year that has not moved forward.  
***For example, your agency hired 4 months after the start of the grant. At the end of Year 1, you have only used 8 months of salary. You cannot move the 4 months of unused salary money forward into Year 2 if this employee’s salary is already funded in Year 2.  You would then have 4 extra months of salary left for this employee that you would need to track, and most likely your agency would request a 4 month extension of the grant six months before the grant was originally scheduled to close.                                                                                               

If you have any questions, please contact Lisa Kelch, Grants Associate, at 
(757) 539-8810 or lkelch@obicihcf.org
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