portliand
children’'s '

levy Budget Revision FAQ

May | revise my current grant budget?

Yes, you can change how funds are budgeted, but you can’t increase or decrease your total budget
amount.

How do | submit a revised budget?

Contact your grant manager if you plan to submit a revised budget. They will provide you with a
copy of your approved PCL grant budget (Excel doc) and narrative budget justification (Word doc).
They’ll instruct you how to make changes to the Excel budget, and how to include an explanation
of any changes in your narrative.

Revised budgets and explanations of revisions are due May 15 of the fiscal year (July 1 - June
30). Grant managers will review your revised budget & narrative, and they’ll notify you when your
budget is approved. Grant managers will not accept budget revision requests after May 15.

Why would | need to submit a revised budget?

The flow chart on the next page helps you assess whether you need to revise your budget
to bill PCL for all allowable expenses incurred in program delivery. Budget revisions are
required if you need to do one or both of the following:

e Add aline item not in the approved budget. Example: Your grant budget does not have a line
item for client assistance. You want to add it and use unspent funds from other line items.

¢ Increase one of the budget categories by more than 10% (or 51,000, whichever is greater) by
moving funds between budget categories: Personnel, Contractors, Other Program Expenses,
and Administration. The amount budgeted to Administration cannot exceed 15% of all other
costs (subtotal of Personnel, Contractors and Other Program Expenses). Example: Your grant
budget is $175,000. Due to hiring delays you will underspend in the Personnel category by
$3,500, AND you anticipate more Other Program Expenses than currently budgeted. You want
to move the $3,500 from Personnel to Other Program Expenses, which has a budget of
$25,000. This move will increase the Other Program Expenses budget by more than 10% (10%
of $25K = $2,500). If you expect to underspend in Personnel, but anticipate Other Program
Expenses to remain within budget, you do NOT need to revise your budget.

Do | need to submit a revised budget if my spending is very close to budget?

No. If your budget line items already include your planned costs, you don’t need to revise. If your
spending variance in budget categories won’t exceed 10%, then you don’t need to revise.

What if I’'m not sure whether | need to revise my budget?

Contact your grant manager. Grant managers are available to help you figure out whether a
revision is necessary before you start preparing the request.
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Where can | find PCL’s policies on allowable costs for grant budgets?

Budget Preparation Instructions and Guidance on Allowable Costs is available on PCL’s website
or from your Grant Manager.


https://www.portlandchildrenslevy.org/grantee-resources/financial
https://www.portlandchildrenslevy.org/grantee-resources/financial
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Steps to determine whether to submit
arevised annual grant budget for current fiscal year

Your analysis shows
program expenses
align with current

No need to
submit revised
budget to PCL

budget; expenses fit
in current budget
line items and
minimal variance.

Review actual
expenses billed
to date on your

PCL grant.

—

Project likely
expenses for
remainder of
fiscal year
(through June 30).

Your analysis
Add actual and shows program

projected expenses that

P expenses, and —— don't fit under
compare to any line item in

budget. current budget.

You need to submit a

budget revision

by May 15. Contact your
grant manager for

instructions and support.

Your analysis shows that
actual + projected expenses
are more than budgeted in

a category (Personnel,
Contractors, or Other
Program Expenses).
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