	



	Indiana Criminal Justice Institute

	 FORMCHECKBOX 
 DVPT        FORMCHECKBOX 
 FFV     FORMCHECKBOX 
 SOS        FORMCHECKBOX 
 SSBG       

	Program Change Request

	Please See Instructions 

	

	1. Grant Number:
	
	

	

	2. Sub-grantee:
	

	

	3. Date of Request:
	
	/
	
	/
	
	

	

	4. Number of Previous Change Requests:
	
	

	

	5. Program change is request in the following area(s):
	

	

	
	 FORMCHECKBOX 
 Budget
	 FORMCHECKBOX 
 Total Award
	 FORMCHECKBOX 
Contact Information
	

	
	 FORMCHECKBOX 
 Program Change
	 FORMCHECKBOX 
 Project Ending Date
	 FORMCHECKBOX 
Other

	

	6. Proposed Change:
	

	

	7. Reason:
	

	

	8. Project Director:
	
	
	Date:
	
	/
	
	/
	

	

	

	

	

	9. RECOMMENDED ACTION (ICJI USE ONLY)
	Approved
	Denied

	

	
	Grant Manager:
	
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	

	
	Division Director:
	
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	

	
	Deputy Director:
	
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	

	Executive Director:
	
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	


	PROGRAM CHANGE REQUEST INSTRUCTIONS

	

	*
	ANY CHANGE in Budget, Total Award, Program, or Project Ending Date must be requested of the Indiana Criminal Justice Institute by the grant recipient.  A change of Project Director or Fiscal Officer need not be made by change request unless such change constitutes a significant program change.  Normally the ICJI Program Director should be advised of such a change by electronic mail. 

	

	*
	ALWAYS contact the ICJI Program Director regarding your intention of making any changes before submitting a Program Change Request.

	

	*
	NEVER implement changes being proposed in a Program Change Request until you receive written notification from ICJI.

	

	*
	NOTE:  Grant recipients should be advised some Program Change Requests can be reviewed administratively, while others require review by the ICJI Board of Trustees.  As the Board of Trustees only meets quarterly, requests requiring their approval may take longer for processing.  The following is a general guide for Program Change Request review procedures:

	

	
	Administrative Review

	
	

	
	1. Changes in Budget involving transfer of funds from one category to another

	
	

	
	2. Increase in funding LESS THAN 10% of the Total Project Cost (Grant + Local Match)

	
	

	
	3. Increase in funding LESS THAN $6,000.00.

	
	

	
	4. Change in Project Ending Date

	

	
	Board of Trustees Review

	
	

	
	1. Any significant Program Change

	
	

	
	2. Increase in funding MORE THAN 10%  of the Total Project Cost

	
	

	
	3. Increase in funding MORE THAN $6,000.00.

	

	

	Directions to filling out first page:

	

	1.
	GRANT NUMBER: Enter the grant number for which you are requesting a program change.

	
	

	2.
	SUBGRANTEE:  Enter the name of the Subgrantee from the Grant Award Letter.

	
	

	3.
	DATE OF REQUEST.  Self-explanatory.

	
	

	4.
	NUMBER OF PREVIOUS PROGRAM CHANGES: Self-explanatory.

	
	

	5.
	PROGRAM CHANGE IS REQUESTED IN THE FOLLOWING AREA(S):  Place an “X” in the box next to the category of this request.  If “Budget” or “Total Award” changes are requested, the Budget Detail section of the Program Change Request must be completed.

	
	

	6.
	PROPOSAL:  Enter an explanation of requested changes.

	
	

	7.
	REASON:  Enter the events necessitating the requested change.

	
	

	8.
	SIGNATURE:  Include signature of the Project Director for the Subgrantee.

	
	

	9.
	RECOMMENDED ACTION:  This portion of the form is for ICJI use ONLY.  A copy of the form, whether approved or denied, will be returned to the Subgrantee.
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