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When to get approval for a change in your budget: 
1. The total amount of the line item is $1,000 or more AND the amount to be moved is greater than ten percent of the line item, and is being moved to another line item within the same category.   For example, a council’s budget contains a $3,000 line item under the budget category of Contracted Services for Facilitation.  The council would like to move $500 from Facilitation to Data Analysis, also under Contracted Services.  The coordinator would need to formally request this change as the total amount to be moved is $500, which is more than 10% of the total line item cost ($3000 * .10 = $300) 
2. When moving funds from one budget category to another, regardless of the amount.  For example, a council’s budget contains a $25,000 budget category for Professional Development.  They would like to move $1500 to Personnel.  The coordinator would need to formally request this change even though the amount being moved is less than 10%, ($25,000  * .10 = $2,500) because the move is being made between budget categories (from Professional Development to Personnel).
When you don’t need approval for a change to your budget:

1. If the amount to be moved is less than $100 OR less than ten percent of the total cost of a specific line item, and is being moved to another line item within the same category.   
a. Two examples:

i. A council’s budget contains a line item for paper in the budget category of supplies.  The total amount of the line item is $500.  The coordinator wishes to move $45 from that line item to fully cover the cost of a new software program, also a line item in the supplies category.  Since $45 is both less than $100 and less than 10% of the total line item cost (500 * .10 = 50), the move can be made without approval from the state.  
ii. If the paper line time amount from the example above was $2,000 and the coordinator wanted to move $150 from that line item to the software line item, she still wouldn’t be required to seek approval from the state since the amount being moved was less than 10% of the total line item amount ($2000 * .10 = $200), even though the amount being moved is more than $100.
What is the process for making line item changes to my EC Councils’ budget? 
1. Work collaboratively with your fiscal agent to identify the change.
2. Fill out the form below explaining the need for the change

3. Attach a revised budget highlighting the change

4. Email it to Joyce Johnson at johnson_joyce@cde.state.co.us and cc to your lead state staff member.
5. You will receive an email from Joyce with approval or additional questions within five business days

Budget Revision Request Form*

Date of Request:




EC Council:
Contact Person & Information:  
Fiscal Agent: 
Budget Revision Request: 
	Line Item
	Original Amount
	Amount added or deleted
	New Amount Requested

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


Reason for Revision: 

Additional Comments: 

Approved By (Council Signature):
Approved By (CDE Signature):

Date: 
*Use this form when you need to move funds in your EC Councils’ budget. 
