

Instructions for Re-budget Request Form

Revision April 2013

This form is required for all re-budgeting requests for all awards that contain budgets in PeopleSoft.  If the award does not contain a budget in PeopleSoft – such as a clinical trial contract – then this form is not required when the modifications to the original budget are needed.  
Identification Section:  

Please provide the project number(s), sponsor name and award number, PI Name, and the name of the project’s fiscal manager per PeopleSoft.

Also please provide the name of the requestor, the date the form was completed and the amount of budget that is requested to be changed.  

The last item to complete is the budget amount of the budget year for which this request is being made.

Budget Increase and Decrease Section:

In the two separate boxes, please provide each of the budget account codes/descriptions, and associated amount of change for each account code.  Please note that while both the increase and decrease boxes request the project number – a completed form may cover only one award.  The project number column is to provide for those awards with multiple projects.

In addition, please remember that the total amount of increases must agree with the total amount of decreases.

Justification Section:

For each budget account code requested to be changed, please provide why this change is needed and how the increased budgets are required in order to meet the deliverables in the scope of work and how the offsetting decrease will not impact these same deliverables.  Also, please provide a note of explanation of how this change does not constitute a change in scope as outlined in the award document/proposal.

If the re-budgeting request does constitute a change in scope, or if this request requires sponsor’s prior approval, please attach written documentation of the sponsor’s approval to the completed request form.  
Following is the OMB guidance regard prior approvals for re-budgeting.  Please note federal sponsors may also require notification in addition to the reference below as outlined in the Special Terms and Conditions of the award notice.  Non-Federal sponsors may require prior approval in circumstances in addition to the ones listed below.  Please review your contract or award document prior to completing the re-budget request form to determine if sponsor’s approval is required.  If you need assistance with this, please contact your postaward accountant.
OMB Re-budgeting Prior Approval Guidance:
25 Revision of budget and program plans.
(a) The budget plan is the financial expression of the project or program as approved during the award process. It may include either the Federal and non-Federal share, or only the Federal share, depending upon Federal awarding agency requirements. It shall be related to performance for program evaluation purposes whenever appropriate.

(b) Recipients are required to report deviations from budget and program plans, and request prior approvals for budget and program plan revisions, in accordance with this section.

(c) For nonconstruction awards, recipients shall request prior approvals from Federal awarding agencies for one or more of the following program or budget related reasons.

(1) Change in the scope or the objective of the project or program (even if there is no associated budget revision requiring prior written approval). 

(2) Change in a key person specified in the application or award document.

(3) The absence for more than three months, or a 25 percent reduction in time devoted to the project, by the approved project director or principal investigator.

(4) The need for additional Federal funding.

(5) The transfer of amounts budgeted for indirect costs to absorb increases in direct costs, or vice versa, if approval is required by the Federal awarding agency.

(6) The inclusion, unless waived by the Federal awarding agency, of costs that require prior approval in accordance with OMB Circular A-21, "Cost Principles for Educational Institutions," OMB Circular A-122, "Cost Principles for Non-Profit Organizations," or 45 CFR part 74 Appendix E, "Principles for Determining Costs Applicable to Research and Development under Grants and Contracts with Hospitals," or 48 CFR part 31, "Contract Cost Principles and Procedures," as applicable.

(7) The transfer of funds allotted for training allowances (direct payment to trainees) to other categories of expense.

(8) Unless described in the application and funded in the approved awards, the subaward, transfer or contracting out of any work under an award. This provision does not apply to the purchase of supplies, material, equipment or general support services.

