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Instruction for DCDEE Budget Revision Form 

NC Pre-K 

 
 Purpose: This form is used to revise the approved contract budget.  
 
The budget approved with your contract remains in effect unless you request a budget 
revision, or an amendment is executed. A budget revision is needed when a line item 
unexpended balance becomes a negative amount. All budget revision requests must be 
submitted electronically. 
 
Changes within line item amounts must be reported to the DCDEE Contract 
Administrator and Business Officer so that an adjustment can be made to the approved 
budget line item detail to correspond with the contractor's budget. All changes must be 
reported at least quarterly (if not as early as they occur) and are due along with the 
current month’s FSR.  Failure to notify DCDEE will significantly delay the next 
reimbursement. For example, if the December services FSR contains negative line 
items, a budget revision form must accompany the FSR before payment will be 
processed. All revisions must be finalized prior to the last payment in June. 
 
1. Header Information  
 
Enter applicable information in the 3 areas listed below.  
Contractor Name Contract Number  
Budget Revision Number - Numbering should start with 1 and increase in count for 
each budget revision such as 1, 2 and 3.  
 
2. Category/ Line Item Section  
 
Determine which line item budgeted amounts require revision. Enter the original budget 
amount in Column B. Amount Current.  
Enter the increase or decrease for that line item in Column C - Amount Change. The 
form will calculate the amount for Column D - Amount New. If there is an adjustment 
to the Salary and Fringe the FTE worksheet must be completed.  
The form will calculate the total for each column. 
 Note: The total of Column B must match the total of Column D.  
 Note: The total of Column C must net to zero 
 
3. Submission Instructions  
 
Print the form. Secure the appropriate authorized signature. Scan and email form(s) to 
the following email address: dcdee_ncprekfsr@dhhs.nc.gov. Please do not mail.  
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