
K12 SWP Budget Modification Guide 
 
 

Introduction 
 
Budget modifications require the approval of the regional consortium for either 
of the following circumstances:  

o​ Any budget change over 10% per object code category (i.e. over 110% 
expended in the budget category) 

o​ Expenditures reported in a budget category that had no budget allocated 
 
Please note that match budget modifications are not required to complete this 
process. If an LEA would like to update their match budget, they should email 
LARC Grant Project Coordinator, Gray Rakow (grakow@pasadena.edu), with 
the following information: LEA, project name (as entered in NOVA), funding 
year, and a brief summary of the request. 
 
Additional information regarding the process may be accessed on the LARC K12 
SWP Fiscal web page.  
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Accessing the Form & Submission Link 
 
The budget modification form & submission links are available on the LARC K12 
Fiscal web page in the “Budget Modifications” sections: 
https://losangelesrc.org/k12-strong-workforce-program/k-12-fiscal/.  
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Downloading the Form 
 
First, click on “K12 Budget Modification Form” in the “Key Links” section of the 
LARC SWP K12 Fiscal page. 
 
In the top menu of the page, go to “File” → “Download” → “Microsoft Excel.” The 
document will be available to open in the “Downloads” section of your 
browser. Click on the document to open the Excel file. Once open, save the file to 
your computer for editing. You may now begin completing the request form.  
 
Alternatively, you may make a copy of the Google Sheet to utilize the form in its 
current format.  
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Completing the Form: Informational Section 
 
Complete the informational section of the budget modification form.  
 

●​ Funding Year: Select the funding year from the drop-down list 
(color-coded with the funding round)  

●​ Funding Round: Select the funding round from the drop-down list 
(color-coded with the funding year)  

●​ Request Date: Date submitting the request 
●​ Project Title from Application: Must match NOVA’s project title 
●​ Grantee: Name of the LEA requesting a budget modification 
●​ Contact Name, Title: Name and title for the budget modification point of 

contact 
●​ Email Address: Email address for the budget modification point of contact 
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Completing the Form: Budget Section 
 
Only the white cells should be filled. All other areas of the budget section will 
automatically populate.  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Current Approved Budget 
The “Current Approved Budget” column must match the budget totals for the 
respective LEA that are entered in NOVA. This information may be located in the 
fiscal reporting or plan pages in NOVA.  
 
Note: The “Current Approved Budget” column should reflect the current grant 
funds budget (not including match) for the grantee requesting the budget 
modification. If there are multiple LEAs for the project, the information entered 
must be the total grant funds budget for the LEA requesting the modification, 
rather than for the total project grant funds budget. 
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Amount of Total Expenditures Reported to Date in NOVA 
Enter the total expenditures to date that have been reported in NOVA. This 
information must come from your most recently submitted quarter of 
reporting. This information may be found in the fiscal reporting page of NOVA. If 
expenditures have been reported in NOVA and the “Amount of Total 
Expenditures Reported to Date in NOVA” is left blank on the request form, the 
request will be returned for edits.  
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Amount to be Added/Subtracted from Budget Category 
The requested adjustments to each budget category should be entered in the 
“Amount to be Added/Subtracted from Budget Category” column.  
 

Request Column Action Required Critical Notes 
Amount to be 
Added/Subtracted 
from Budget Category 

Must complete with 
requested adjustments 
to the budget 

Column total MUST equal $0 

Balance After Budget 
Modification 

Auto-populated  
(do not edit) NO categories may be less than $0 

Final Budget After 
Modification 

Auto-populated 
(do not edit)  

1.​ This is the budget that will be entered into 
the NOVA plan budget once approved. 

2.​ Total MUST match the “Current Approved 
Budget” total  

3.​ Total of the “7000-Other Outgoing” and 
“Indirect Costs” categories must not exceed 
the 4% allowed indirect* 

 
*Notes Regarding Indirect:  

-​ Information regarding calculating K12 SWP Indirect may be accessed 
here.  

-​ The form includes an area that will automatically calculate the allowed 
indirect based on the current approved budget. The Allowed Indirect area 
will be flagged if the combined budget of the 7000-Other Outgoing 
category and Indirect Costs category is over the allowed indirect.  

-​ Please note that the total allowed indirect populated on the form may not 
be accurate for projects with multiple participating LEAs as only the Lead 
LEA may collect the 4% indirect funds (allowed amount may be greater 
than indicated for the Lead LEA). 

-​ Only the lead LEA in a consortium may claim indirect per the Chancellor’s 
Office.  
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Moving Budgets Between Participating LEAs in the Project 
Some projects require the movement of funding between participating LEAs on 
the project. A separate budget modification request must be submitted for each 
grantee’s budget that is being adjusted. Please note the following:  

-​ A minimum of $1 must always remain in the budget for any LEAs included 
on the project. NOVA does not allow for budgets less than $1. Please 
ensure that this is reflected in the budget modification requests.  

-​ The total sum of the “Amount to be Added/Subtracted from Budget 
Category (total must equal zero)” between all requests must equal $0. 
Funds may not be added or removed from the total allocated project 
budget.  

8 
 



K12 SWP Budget Modification Guide 
 
 

Completing the Form: Narrative 
 
The narrative regarding the request should be entered in the large white 
cell. The narrative must include the below information. Please ensure that 
sufficient detail is provided.  

●​ Brief explanation for the request  
●​ How the modification is in direct alignment with the approved Work Plan 

 
 
 
 
 
 
 
 
 
 
 

 
 

Completing the Form: LEA Approval 
 
The request must include LEA approval. The approver can be the project lead or 
another internally authorized LEA designee. Please include the printed name 
and title of the approver, their signature, and the date of their approval. We 
recommend converting the form to a pdf document to receive the approver’s 
signature.  
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Submitting the Request 
 
The completed request should be uploaded through the submission link aligning 
with the respective project’s funding round. All submission links are available on 
the LARC K12 SWP Fiscal page on the LARC website.  
 

  
 
 
Complete the submission form in its entirety, ensuring to upload the  
completed budget modification form in the appropriate location.  

●​ To upload the file, select “Add file” 
●​ You may either select “Browse” or drag the file 
●​ If utilizing “Browse,” select “Open” once you have selected the file to 

upload the request. 
 
 
 
 
 
 
 
 
 
 
Select “Submit” once all requested information has been provided. The LARC 
fiscal team will confirm receipt and provide you with next steps. 
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After the Request is Submitted 
 
Notification 
Once the request has been received by the LARC team, the budget modification 
point of contact will be emailed with confirmation of receipt and any requested 
edits. Once the request has been approved, the budget modification point of 
contact will receive the fully signed and approved request with notification that 
the NOVA plan has been decertified for edits.  
 
If any edits are required, LEAs should submit a revised request form as a new 
submission via the Google Form. The LARC team does not receive notice of 
modifications to existing submissions, and they will not be aware that a revision 
was made unless notified by the LEA via email.  
 
Please reach out to LARC Grant Project Coordinator, Gray Rakow 
(grakow@pasadena.edu), if you have any questions regarding the status of your 
request.  
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Editing the NOVA Plan 
Once the approved request has been received and the respective NOVA plan 
has been decertified, the LEA will update the respective NOVA plan budget 
according to the approved request. The approved budget will be populated in 
the “Final Budget After Modification” column of the request.  
 
Please ensure that the category totals in the “Final Budget After Modification” 
column of the request match the category budgets in the “Totals” column of the 
NOVA plan budget. The budget entered in each fiscal year should reflect the 
current expenditures/expected expenditure rate. NOVA will provide 
notifications regarding the project budget being over/under allocated, as well 
as the percentage of indirect (4.0% max) currently entered for the plan. If you 
are entering a new budget category, NOVA will also require that a description 
be entered for that category.  
 
Once the revised budget has been entered according to the approved request, 
please ensure that the plan is resubmitted in NOVA for LARC team review.  
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Recertification of NOVA Plan  
Once the LARC team receives notice of the plan being resubmitted in NOVA, 
they will complete final reviews prior to recertifying. If any adjustments are 
needed, the request will be emailed to the budget modification point of contact. 
Once the plan has been recertified in NOVA, the budget modification is 
considered complete.  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
If you have any questions, please reach out to LARC Grant Project Coordinator, Gray 
Rakow (grakow@pasadena.edu).  
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