NORTH CAROLINA HEALTH AND WELLNESS TRUST FUND COMMISSION


BUDGET ADJUSTMENT INSTRUCTIONS
All grantees shall file Monthly Expense Reports (MER) with the Commission in a format provided by the Commission, which shall detail the grantee’s expenditures for the previous month on the grant project, which expenditures should not exceed the approved line item budget for that grantee. 
Each grantee is provided with copies of their Approved Budget when the grant is formally approved and awarded. digital copies of financial documents are sent to the primary contact for the grant. A hard copy of the Approved budget is returned by mail with the fully executed grant contract. It may be necessary to adjust the budget in order to keep it aligned with your organization’s spending patterns. 
BUDGET ADJUSTMENT REQUESTS ARE REQUIRED:
· At the time that the grantee is aware or should be aware that it will exceed the approved amount for a budget line item by any amount.  A grantee must not wait until the budget line item is exceeded to submit a budget adjustment.
· Anytime that a significant programmatic change is approved by Commission staff that will have an impact on how budget will be spent over the remainder of the grant period. Budget adjustments must be approved at the same time as the programmatic change. 

· Anytime you request to carry-forward funds from one term of the project to a subsequent term within 45 days of the grant cycle termination date. 

A budget adjustment must relate back to a grantee’s approved budget for the term and, where applicable, to any prior budget adjustments approved by HWTF in the same term.   Budget Adjustments cannot be submitted to increase “indirect” or “administrative” costs.

STEPS IN REQUESTING BUDGET ADJUSTMENTS

1. Open the most recently Approved Financials for your grant.  Tip: If an adjustment has been previously been made, the filename will include the word: Amend # (e.g., HWTFC uses the following naming convention: FedID_ Org_Trm1FinancialsAPPROVED_AMEND 1_JUL 10).
2. Select the Budget Adjustment Worksheet tab at the bottom of the excel Financials workbook to make “off-setting” entries in the budget categories you need to adjust. 
a. First: Increase budgeted amount in the budget category(ies) that you project to exceed by an amount sufficient to cover the budget category AND/OR any projected expenditures for the remainder of the budget period AND/OR by the amount that is requested as carry-forward. 

b. Second: Decrease the budgeted amount in the budget category(ies) that you are requesting to move money from by the same amount of the increase and to cover current and anticipated over expenditures.  The total amount of decrease must equal the total amount of increase, unless carry forward is being requested.
The justification for both increasing funds in a budget category and decreasing funds in a budget category must be strong and justifiable to overcome reallocating the funds from grantee’s approved budget and/or any prior budget adjustments.

3. Select the Budget Adjustment Justification Worksheet  in the same Approved Financials workbook to provide:

a. Entire annual budget under the column labeled with “Annual Budget” (Tip: input the Annual Budget as it would look with your requested adjustments); AND 
b. Very detailed explanation, of only the categories being adjusted.  

4. Send this document via email (with Subject: Organization_Budget Adjustment):

a.  To:  your grant manager, program officer and/or technical assistance provider; AND
b.  cc: hwtfc@healthwellnc.com.
5. Your grant manager, program officer and/or technical assistance provider may request a revision. 

Your request will be reviewed by your grant manager, program officer and/or technical assistance provider and the HWTF financial officer will notify you by email if it is approved. The Notification of Approved Budget Adjustment will include (within your Financials workbook) an APPROVED Budget and Monthly Expense Report that reflects the adjustment(s).  
You should always report on the most recently approved excel Financials workbook.
