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SAMPLE BUDGET MODIFICATION REQUEST LETTER
Last Updated: 7/22/2008
PLEASE PRINT LETTER ON ORGANIZATION LETTERHEAD AND SUBMIT IN DUPLICATE
[Date]

[Name of SBS Contract Manager]
New York City Department of Small Business Services

110 William Street, 7th Floor

New York, NY 10038

Re: Budget Modification Request

Dear [Name of SBS Contract Manager]:

In accordance with agreement number [SBS contract number] with the New York City Department of Small Business Services, we are requesting a modification of the program budget as described below. In accordance with the terms of the contract, the modification requested will not increase any single budget component by more than 10% of the total program budget. Further, as required by the terms of the agreement, 60% of program funds provided by the agreement have been committed.

This modification is requested for the following reason(s):
· [Justification]

The proposed modifications to the budget are specified below:

	[Avenue NYC Project Area]
	Original Budget as of [Date]
	Transfer
	Revised Budget

	
	
	In
	Out
	

	Personnel (Payroll)
	$
	$
	($)
	$

	Personnel (Fringe)
	$
	$
	($)
	$

	OTPS
	$
	$
	($)
	$

	Program Expenses
	$
	$
	($)
	$

	TOTAL
	$
	$
	($)
	$


It is understood that this request is not considered approved until it has been signed by the Department of Small Business Services and returned to us.  All records and submissions prior to the receipt of the approval will reflect the original budget.
Sincerely,

[Name and Title]
I HEREBY APPROVE THE ABOVE-NOTED REQUEST:
____________________________________
___________________

[Name of SBS Contract Manager]

Date
Department of Small Business Services

