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Budget Change Request
Budget change requests are required for any changes greater than 10% of the total budget (see the task order) or for any equipment or foreign travel expenses not included in the approved budget. Please complete a revised budget form and the information below, sign and give to your institution’s research office for processing. NITC will only accept budget change requests that have been approved by the PI’s university research office. Once the PI’s research office approves the budget changes, the revised budget and change request can be e-mailed to trecdra@pdx.edu. A revised budget must be included with the budget change request form along with the most recent cost report for the project.
PIs at Portland State University should work with their departmental research administrator (DRA).  The DRA should send the final budget change request directly to trecdra@pdx.edu with the revised budget.

1. PROJECT INFORMATION

	Project Start Date:
	Project End Date:

	Project Title:

	Principal Investigator (PI):

	PI’s University:

	Phone:

	Email:


2. PROGRESS Please provide detailed progress on your project to date.
	% Project Completed to Date:
	

	% Grant Award Expended:
	% Match Expended and Documented:


3. PROGRAMATIC REASON FOR REQUEST Please provide a justification for the budget changes below.  The justification should explain why any change in effort or other expenditure would benefit the project.  To fully expend the project funds is not a justifiable reason for a budget change request. 
	


4. BUDGET CATEGORIES IMPACTED (check all that apply):

· Faculty Salaries

· Other Staff Salaries

· Student Salaries

· Employee Benefits (Fringe or OPE)

· Student Tuition

· Equipment ($5,000 or more) – please complete the “Equipment Request Form” and submit it with this request along with a vendor quote for the equipment.  All equipment purchases requires OST-R prior approval.
· Expendable Property, Supplies, and Services

· Domestic Travel 
· Foreign Travel – please complete the “International Travel Request Form” and submit it with this request.  All foreign travel requests requires OST-R prior approval.
· Other Direct Costs (Specify in revised budget)

· F&A or Indirect Costs (Changes to tuition or equipment usually impacts indirect costs for institutions utilizing a modified total direct cost allocation base)

5. APPROVALS

	Signature
	Date

	Principal Investigator


	

	Dean or Department Chair (If applicable)
	

	PI’s University Research Office (if not PSU)

	

	NITC Approver

· Approved

· Denied
	


NITC Comments (Optional):
