
Grantee Budget Revision Guide 

 

Grantee Step 1: Grantee requests budget revision from grant manager. 

After Grant Manager starts Budget Revision: Grantee receives message: “A budget revision 
justification is required for # A-###-###- #####. Please go into your grant’s form and complete the 
Budget Revision Justification Form. When you are complete, please change the status to Budget 
Justification Submitted. Contact your grant manager with any questions.” 

Grantee Step 2: Go to Task Menu and find grant with “Budget Revision Justification Required.” 

 

Grantee Step 3: Click on View, Edit and Complete Forms. 

Grantee Step 4: Click on Budget Revision Justification. 

 



Grantee Step 5: If this is not your first budget revision for this grant, click “Add” at the top of 
screen to create a blank Budget Revision Justification Form. Once you have a blank form, enter the 
Date of Request. 

PLEASE NOTE: The budget revision request form is designed as a worksheet that 
allows the grantee to clearly make the changes within the budget line items and give 
specific detail on the changes. This worksheet is NOT connected to your grant’s 
budget. 

 
 

 



Grantee Step 6: Enter general description of budget revision purpose in the “Please add additional 
information here:” field. 

Grantee Step 7: Choose only the line items in the drop-down menus affected in the Budget 
Revision. Each affected line item should be selected only one time. If you need additional lines, click 
“Save” at the top of the screen and more will be added. 

Grantee Step 8: Click SAVE. 

NEXT SCREEN: After you save, the current budget will populate on the form, see form below: 

 



Grantee Step 9: Enter the changes to the budget. 

• To Increase a line item: Enter a whole number in the Increase/ Decrease column. 

 

• To Decrease a line item: Enter a negative number in the 
Increase/Decrease column using a minus sign in front of the amount. 
Example: -$1,000. Note: you cannot decrease a line item by more than the 
amount remaining. 

 

• To Add a line item: Leave the Line item blank, enter the amount of the new 
line item in the Increase/Decrease column and then add the name and 
description of the line in the Additional Detail column. Descriptions for new 
line items must be detailed. If you have multiple funding sources for the new 
line, breakout the new amount by source. Example: Evaluation- $3000 VOCA 
and $2000 STATE. 

 

Grantee Step 10: Enter the “Additional Detail on Change” information for each line item you are 
changing. This may include a reason for the change, FTE changes, calculation estimates, changes 
to your budget description, etc. Contact your Grant Manager if you have any questions about which 
details to provide. 

 
 
 
 
 
 
 
 

 
 



Grantee Step 11: Click Save. 

 

Next Screen: The new budget amounts will populate.  

 

 

 

 

 

 

 



 
Grantee Step 12: Verify that the total of the "Increase or (Decrease)" column is $0 for each funding 
source and/or match. Any changes to line item amounts must net out to $0 for each funding source 
for the revision to continue. 
 
 
 
 
 
 
 
 
 
 
 
Grantee Step 13: Return to OJP Grant Menu. 

 
 

Grantee Step 14: Click View Status Options. 

 



Grantee Step 15: Apply BUDGET REVISION JUSTIFICATION SUBMITTED Status. 

 
MESSAGE: Grant Manager receives email message: “Budget Revision Justification for application # 
A-###-###-#### has been successfully submitted.” 

MESSAGE: If approved, grantee and grant manager receive message: “The budget revision 
justification for application # A-###-###- ##### has been approved. The Grant Manager will use the 
justification form to update the current budget.” Your Grant Manager will complete the Budget 
Revision. 

MESSAGE: If sent back for modifications, grantee receives message: “There are modifications 
required for the Budget Revision Justification form for # A-###-###-####.” Return to step 9 and make 
any changes requested by your Grant Manager before resubmitting the Budget Revision 
Justification. 

 

Once the revision is complete: Grantee and grant manager receive message: “The budget 
revisions for # A-###-###-#### are now complete. Please contact your grant manager with any 
questions.” 
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