ML PROJECT ADJUSMENT REQUEST

Any changes to an approved grant-funded program must be approved in advance by IDJC.  Sub-recipients should use the Project Adjustment Request form to request budgetary or programmatic changes as follows:

Program Staff
The Juvenile Justice Commission must be notified by a Project Adjustment Request of any changes in the Financial Officer or the Project Director. If new personnel are hired, resumes should accompany the Project Adjustment Request. The project adjustment request should be filed no later than 30 days from change of director or officer.

Budget Revision
If an approved budget item needs to be changed (increase OR decrease), the sub-recipient must secure prior written approval from DJC for any change to a budget category that exceeds five percent (5%) of the approved total project budget. If the change is 5% or less, DJC must be notified in writing of the change.  

Program Modification
Changes to the approved program design must be requested prior to implementation. The adjustment cannot change the scope of the project originally approved by IDJC.


EXTENSION CRITERIA:
· Time Frame – Requests to extend a project period must be received at 45 days prior to the close of the project.  A waiver may be considered in the event emergent issues arise in the final period of the project.
· Reports – All reports must be current and filed and approved by IDJC.
· Extraordinary Circumstances – A narrative justification must be submitted with the extension request providing details justifying the extraordinary circumstances that require the proposed extension.  
· Benefit to the Community – A narrative must be submitted describing the benefit of continuing the program.
· Format – Extension requests must be submitted in writing with a signed Project Adjustment Request form as the cover page.
· Approval – Action will be taken on extension requests within 15 business days.
· Retroactive extensions – will not be considered. 

Project Adjustment Requests must be signed by the Project Director and submitted to DJC for determination.  

Requests must include:
· The specific amount of funds requested for reallocation;
· The reason for the proposed adjustment needed; and 
· A description of how the shift will assist in achieving goals and objectives.  


ML PROJECT ADJUSTMENT REQUEST

	

Sub-recipient:							

requests a change in Project No.		, entitled  	     		____________________     

								,  as follows:
[bookmark: _GoBack]

BUDGET:		  NO  CHANGE		  CHANGE AS INDICATED BELOW


		     Original		  Revised
	Category	     Amount     	   Change +/-   	   Budget-__

	Personnel	                       	                        			
	Consultants	                       	                        			
	Travel	                       	                        			
	Other	                       	                        			
	Equipment	                       	                        			
	        TOTAL	                       	                        			


FUNDS CANNOT BE TRANSFERRED AND/OR SPENT IN
BUDGET CATEGORY NOT PREVIOUSLY APPROVED!!


OTHER: Nature of other adjustments (activities, objectives, personnel, etc.):	

	NO  CHANGE			 CHANGE AS INDICATED BELOW:






	This ML Project Adjustment Request is part of and subject to all conditions contained in the original Project Award as approved by the Idaho Department of Juvenile Corrections.

	
Signed:			_____   	

Title:		      	          ___	

Date:				

THIS SIDE TO BE COMPLETED BY SUB-RECIPIENT
	
	Approved by IDJC on  ___________________
	Disapproved by IDJC on  _________________

Signed:				

Date:				




	MAIL TO:	Idaho Dept. of Juvenile Corrections
Grants Section
PO Box 83720
Boise ID 83720-0285

