NORTH CAROLINA HEALTH & WELLNESS TRUST FUND COMMISSION

BUDGET JUSTIFICATION TEMPLATE – GUIDELINES

What Else Is It Called?

Justification or Budget Narrative (this form is very similar to the justification submitted when your grant was approved)
When Is It Used?

It is ALWAYS used:

· 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.

· To reconcile an over expenditure (planned or requested by HWTFC)

· To request to adjust your budget for future planning

· To request to use of carry-forward in your budget

Why Is It Used?

The Budget Adjustment Justification is used to clarify and support how your budget strengthens your program.  It should:
· 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.

· Explain program impact on both increases AND decreases to all budget categories that are adjusted.

· Be a brief summary that shows us how you came up with your budgeted figures.

· Show us how the budget supports your program goals and Annual Action Plan (AAP) objectives.

Key Concepts:
· 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.

· Fully explain what the figures will fund when you increase your budget.  Also fully explain what the figures will not fund when you decrease your budget.
· Each Budget Adjustment Justification will have an increase and decrease in budget categories.
· Use the Budget Adjustment Justification Template sent to you by HWTFC.
Checklist* --- Budget Justification

 FORMCHECKBOX 
   Provide budget summary category totals in the template, where appropriate
 FORMCHECKBOX 
   Divide each larger budget summary category into their smaller components (the building blocks)
 FORMCHECKBOX 
   Explain the reason for each smaller budgeted figure
 FORMCHECKBOX 
   Are salaries in line with local wage scales &/or those in the organization?

 FORMCHECKBOX 
   Show multiple factors (# sessions × # people × material cost = total material cost)

 FORMCHECKBOX 
   Show as much detail as possible without adding “fillers”
 FORMCHECKBOX 
   Link to the AAP and program goals

 FORMCHECKBOX 
   Any “out of line”/over expended amounts are explained fully

 FORMCHECKBOX 
   No padding

 FORMCHECKBOX 
   Real amounts in whole dollars, no rounding to thousands

*Remember that HWTFC’s directions (instructions/guidelines) take precedence over any and all other considerations. You must follow HWTFC’s directions exactly as indicated in the instructions.
Being clear and concise with the Budget Adjustment Justification is important in explaining where you got your figures.

Tips:
· Keep it simple. Begin with a budget summary category total.

· If possible, break the categories (i.e., Salary or Meetings) into smaller components/blocks, then explain each smaller block.
· Explain each component of the budget summary categories. Keep it short. Long explanations are not necessary. Say what needs to be said and that’s it.
· While a project narrative probably has a tight page limit, budget narratives almost never have a size limitation.

· Here is the place for a lot of explanation that can not be squeezed in anywhere else.

· The more detail the better. A detailed budget adjustment justification demonstrates a thorough and careful approach to the project. It shows competence and confidence, traits important to convey to HWTFC.
