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Budget Revision
Primary Reason

• We will be covering how to submit a Budget Revision
• The revision we are creating will be to add a new line item to 

the Other Direct Cost category 
• Click New to create the Budget Revision
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Budget Revision
Primary Reason

• Now that you have clicked “New”, you must choose the type 
of revision you wish to create (See next slide for definitions 
of Primary Reasons) 3



Budget Revision
Primary Reason 

Definitions
• Initial Budget – Application submission only

• Subgrantee Response – Subgrantee initiates  when responding to special 
condition(s)

• Reallocation of Grant Funds – ODH initiates an increase/decrease in grant 
funding.  ODH will attach a budget revision request letter in GMIS in the 
Application Comment Section. The Subgrantee will then create a budget 
revision using this primary reason. (Budget Revisions submitted with the 
primary reason listed as “Reallocation of Grant Funds”  and not requested by 
ODH will be Disapproved.  These types cause the GMIS workflow issues and 
delays in processing budget revisions.) 

• Program Income Modifications – Subgrantee initiates when there is an 
increase or decrease in program income and/or applicant share

• Allotment Migration to Future Period – Subgrantee initiates  when moving 
unspent budget funding (grant, program income and/or applicant share) to 
future allotment periods

• Programmatic Scope Modification – Subgrantee initiates  when there in a 
change in the program scope or objectives (as outlined in Goals Section of the 
Request For Proposal)

• Establishment of New Category – Subgrantee initiates  when there is a need 
to establish a new category or moving funds  between previously established 
categories

• Subgrantee Addition of new Line – Subgrantee initiates  when adding a new 
line or lines to previously established categories

• GAU modification of the Budget to match the NOA – Reserved for ODH use 
only

• Director Request – Reserved for ODH use only
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• Once you have decided which reason you will select, go to 
next slide



Budget Revision 
Primary Reason
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• Choose type of revision from list of options 
• Click “Update”



Budget Revision 
Primary Reason

• To make changes to the Other Direct Cost 
• Click “Other Cost”

6



Budget Revision
Other Cost Category

• Prior to moving dollars, reductions must be applied
• Click “Edit” next to the line item being reduced
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Budget Revision
Other Cost Category

• We will be reducing the amount by $50
• Enter the amount of $204.75
• On the next screen you will see that the amount has been 

changed
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Budget Revision
Other Cost Category

• Click “Update” to save the information
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Budget Revision
Other Cost Category

• Now that we have reduce the budget we can add the new line 
item

• Click “New”
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Budget Revision
Other Cost Category

• Once you click the new button you will get a pull down that 
contains line items you can select from to add an additional line 
item

• Today we will select “Telephone Service-Landline” as our new line 
item from the pull down

• Once the selection has been made an amount must be entered
• Enter $50 as the amount for the Telephone Service-Landline line 
• The Next screen shows the line item has been entered
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Budget Revision
Other Cost Category

• Click “Save” to add the line item to the budget
• Repeat the prior processes to make changes to other 

categories, when needed.  (Refer to slides 7 – 12) 12



Budget Revision
Other Cost Category

• Click “Justification”
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Budget Revision 
Justification

• After the justification has been attached to GMIS here is 
where you enter your comment as to where it is located 

• Before moving forward verify the justification is complete and 
changes are included in your revision

• Click “Edit”
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Budget Revision 
Justification

• Enter comment regarding the location of the justification
• Click “Update” to save comment
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Budget Revision 
Justification

• Now click “Summary”
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Budget Revision 
Summary

• Verify the dollars in each section and ensure that each section 
balances

• The Budget Funding Sources should be the total ODH is funding you
• The Budget Categories should be the amount being allocated for each 

category and should equal the amount ODH is funding you
• The Allotments/Cash Needs section is completed by ODH
• Once all sections have been verified we will begin marking all 

categories of the budget revision “Complete”
• Click “Funding”
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Budget Revision 
Funding Sources

• Click “Complete”
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Budget Revision 
Funding Sources

• Once marked Complete, to get Edit buttons back, you must 
click “Cancel” 

• Click “Justification” to continue marking the revision complete 
for submission

19



Budget Revision
Justification

• Click “Complete”
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Budget Revision
Justification

• Click “Personnel”
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Budget Revision
Personnel Category

• Scroll to the bottom
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Budget Revision
Personnel Category

• Click “Complete”
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Budget Revision
Personnel Category

• Click “Other Costs”
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Budget Revision
Other Direct Cost

• Click “Complete”
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Budget Revision
Other Direct Cost

• Click “Equipment”
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Budget Revision
Equipment Category

• Click “Complete”
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Budget Revision
Equipment Category

• Click “Contracts”
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Budget Revision
Contract Category

• Click “Complete”
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Budget Revision
Contract Category

• Click “Compliance”
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Budget Revision
Compliance

• Scroll to bottom
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Budget Revision
Compliance

• Click “Complete”
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Budget Revision
Compliance

• Click “Primary Reason”
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Budget Revision
Primary Reason

• Click “Complete”
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Budget Revision
Primary Reason

• Now that all categories have been marked Complete and 
you are satisfied with your revision, it is ready to be 
submitted

• Click “Approve”
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Budget Revision
Primary Reason

• Budget Revision is successfully submitted
• You should receive a confirmation email of your submission 
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