Required Explanations to be Included in an Amendment Request Letter

(Please contact your state program specialist if other specifics need to be included in the amendment letter)

1. In an amendment letter state: 

Year of Allocation, Title of Program, Fund Source

      Example:  Carry Over 2005 Title IV, Safe and Drug Free, fund source 4160

2. In an amendment letter:

Give the reason why the amendment is late:

Example: We missed amending by the due date because …Give Good Reason

3. In an amendment letter state: 

The requested changes are not in the last electronic file or these changes are not included in the last amendment. (Or both)

4. In an amendment letter:
Give why the budget changes are necessary---

Detailed explanation of changes.

5. In an amendment letter state the listing of changes by:

Account code, function code, object code and amount for EACH CHANGE.

6. In an amendment letter state:


In the future all necessary budget changes will be made in a timely manner by the amendment deadline.

7. Amendment letters must be:

Submitted on letterhead and must include Superintendent’s signature and Coordinator’s signature.
8. If the original or amendment application has a detail budget page:
A NEW complete budget page(s) showing all budget changes must be attached to the amendment letter.
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