
 

1 
 

Rebudget 
Move funds between budget categories (e.g. from supplies to salary) without changes to awarded or 
authorized totals. 
1) Assign Specialist: Confirm the Specialist name and change as appropriate. 
2) Request Award Modification (This can be completed by the department): Click “Request Award 

Modification” to create the request. 
a) Short Title: Short project title. 
b) Date request: Include the date of the request to the sponsor. 
c) Full description: Include a description of the nature of the request. Ex “Rebudget from domestic 

travel to foreign travel.”  
d) Supporting documents: Include the request to sponsor or approval (as applicable) and a 

description of the budget revisions needed.  
e) Finish: Click “Finish.”  
f) Submit to Specialist: Click “Submit to Specialist” to route the request to the appropriate Specialist.  
i) Comments: Include any appropriate comments needed.  

3) Review: The Specialist will review and submit the request to the Sponsor.  
a) Approve: Click “Approve” once the request has been submitted to the sponsor or approved (if no 

sponsor approval is needed or has been received). 
b) Comments: Include notes regarding the action taken. Ex: “No sponsor approval needed.”  
c) Supporting documentation: Include the request to sponsor (if applicable). 

 
4) Create Award Modification: Create the Award modification and select the “Rebudget” category.  

5) Budget Allocations: Click “Add” next to the name of the allocation(s) you need to rebudget. 
a) Financial Account: The DEFINE account should populate 
b) Period number: The period number should populate. 
c) Name: The name should match the previous names for the Budget Allocation, and include “rebudget”. 

Ex: “National Institutes of Health (NIH) Award Period 1 rebudget.” 
d) Description: Brief description of action. 
e) Issue Date: The issue date is the date issued by the sponsor should populate. 
f) Funding Proposal for budget import: Click the associated FP budget to populate in order to build 

(listed from Related Items).  
g) Sponsor ID: Sponsor project number should populate.  
h) Start date: The funding period start date should populate. 
i) End date: The funding period end date. 
j) Authorize authorized by Sponsor should populate. 
k) Cost Share: Cost Share should populate.  
l) Direct: direct costs should populate. 
m) Indirect: indirect costs should populate. 
n) Indirect rate: Indirect costs should populate. 
o) Continue: Click “Continue.”  

6) Budget Reconciliation:  
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a) Select the Budget Allocation to display: Select the associated budget from the dropdown. 
b) Build the rebudget: Using the Adjustments column, enter the amounts to be added and 

subtracted. Ex: “$1,000 in domestic travel and -$1,000 in foreign travel” to move $1,000 between 
the subcategories.  

c) Save: Click “Save” 
d) Difference: Confirm the difference to be $0. 
e) Continue: Click “Continue.”  
f) Complete Award Modification: Click “Finish” to complete the award modification. 

7) Award Approver: Change the Award Approve to indicate the Account Analyst in SPAA to receive the 
modification. 

8) Submit for Final Review: Submit to SPAA 
a) Include a description of what the modification does.  

 
 


