SAMPLE:

BUDGET ADJUSTMENT REQUEST
Juvenile Justice Specialist

Division of Justice and Community Services
1204 Kanawha Boulevard, East

Charleston, West Virginia  25301

RE:
Budget Adjustment Request – Grant Number:  ??-JJP-???

Dear Juvenile Justice Specialist:


The City or County of _________ requests an adjustment in our Title II – Juvenile Justice and Delinquency Prevention Grant Budget.  The $500 set aside for T-shirts in the original budget will not be needed since the Optimist Club has donated T-shirts to our project.  Instead, we would like to request approval to use the $500 to contract with John Jones of Martinsburg to provide parent training to twenty-five parents.  A sample contract with Mr. Jones is enclosed.

Please adjust our budget as follows:
	Budget Category
	Approved Budget
	Change
	Revised Budget

	
	
	
	

	Personnel / Contractual
	$20,000.00
	$500.00
	$20,500.00

	Travel / Training
	1,000.00
	
	1,000.00

	Other
	1,500.00
	(500.00)
	1,000.00

	
	
	
	

	Total
	$22,500.00
	-0-
	$22,500.00



Thank you for your consideration of the request.  Please contact me if you have any questions.






Sincerely,






Authorized Official, 

Project Director, or 

Fiscal Officer 

