LOUISIANA COMMISSION ON LAW ENFORCEMENT

(LCLE)

SUBGRANT ADJUSTMENT REQUEST FORM

INSTRUCTIONS

When changes to the approved subgrant are necessary, the subgrantee will submit this form with justification for the amendments being requested.  Each adjustment has a pre-printed number in the upper right-hand corner of the form.  Verify the pre-printed information shown on this form for correctness.  Notify LCLE if there is a discrepancy.

NATURE OF THE ADJUSTMENT

Mark the lines that reflect the changes that are being requested.

SECTION 1:  
REQUEST FOR BUDGET CHANGES


 For each Approved Budget category line item being increased, or decreased enter the amount of the change (positive, or negative) into the Revisions +/- column.  The Revised Budget category will be the Approved Budget category plus, or minus the Revision for each budget category.  Enter the total of the categories on the Total line under Revised Budget.  Justify these changes in Section IV, Page 2 of this form.  Provide an itemized breakdown, including calculations and reasons for changes.

SECTION II:
REQUEST FOR CHANGE IN PROJECT PERIOD

The current approved grant period is pre-printed on the left and the revised project period Start and End date should be placed on the right. Fill in the number of months the project will be extended, if applicable.

This change must be justified in Section IV, Page2 of this form.  

SECTION III, PAGE 2 OTHER CHANGES

Changes to this project other than those listed in Sections I and II are to be requested in this section. These are usually changes to project-funded personnel, designated project officials, goal and objectives, addresses, specific equipment items (with no budget change), etc. All changes must be justified in Section IV, Page 2 of this form.  Any project-funded personnel changes require the Adjustment Request Page 3 Attachment.  This form can be downloaded from the Subgrant Guidance section of our website: www.lcle.state.la.us.  

SECTION IV – JUSTIFICATION OF ALL REQUESTED REVISIONS

All revisions/changes must be properly justified in this section. If there is not enough space to provide the justification, additional pages may be attached to this request.  Each additional page must be clearly marked with the agency name, Project ID and Adjustment Number.

SIGNATURE

The designated Project Director, or Financial Officer currently on file with LCLE must sign this document at the bottom of page one and submit as an original. 

This request should be forwarded to the district office. State-level projects should be submitted to LCLE.  State-Level projects are identified with the number eight (8) in the middle digit of the Project ID. 

 Upon receipt of this request, LCLE will review and approve, or deny the request.  Upon approval, or denial of this request, a copy with an approval/denial letter will be sent with a new adjustment form.  The copy of the approved/denied adjustment should be maintained in the subgrantee’s official file. The new adjustment form will reflect all the approved changes to the budget and/or the project period.  The pre-printed information on this document should be verified for correctness.  
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