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Budget Amendments 

May be submitted to: 

• Reallocate approved funding. 

• Request remaining grant funds. 

Forms: 

• DOE150, Project Amendment Request 

• DOE151, Budget Amendment Narrative Form 
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Budget Amendments 

• Form DOE 150, 
Project Amendment 
Request 
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Budget Amendments 

• Form DOE 151, 
Budget Amendment 
Narrative Form 
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Budget Amendment – Reallocation 

• Reallocate funds for 
unused budget 
items. 

• Identify any 
quantities already 
purchased (provide 
price per item, 
quantity, and total). 
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Budget Amendment – Increase Only 

• Expending 90% of 
approved funds is 
required. 

www.FLDOE.org 
6 

http://www.fldoe.org/


  
 

 

Tips for Developing a Proposed Budget 
Amendment 

• Refer to the CSP Allowable Costs Guide. 
• Describe each item – (who, what, when, where, 

how) but do not include name brands. 
• Round to the nearest dollar for new line items 
• Avoid grouping items by vendor/quote. 
• Request only items needed during the grant period. 
• Submit price quotes or justification, if requested. 
• Ensure alignment to current student enrollment 

and be reasonable, necessary and allowable. 
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Tips for Developing a Proposed Budget 
Amendment, continued 
• Ensure all items needed are included in the budget 

proposal submitted to the DOE. 

• Revising approvable budget line items after the 
initial programmatic review is completed 
(quantities, cost per item, etc.) delays the approval 
process. 

• For reallocations, exclude line items with < $1.00 in 
remaining balances. 

• Reallocations should focus on making important 
adjustments and not revising entire budgets. 

www.FLDOE.org 
8 

http://www.fldoe.org/


 
 

 

 
 

 

 
 

 

Approval Process 

Documents 
received in Grants 
Management (GM) 

GM completes 
intake process 

CSP program 

office intake 

Grant Specialist 
Review 

Budget Analyst 
Review & input 

into grant tracking 
system 

CSP Grant Director 
Approval 

GM reviews & 
generates award 

letter 

Award Letter 
Accuracy Review 

Charter Schools 
Director 

IEPC Executive 
Director 

Award letter 
provided to school 

& district 
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Award Notification Letter (DOE200) 

v 
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Using FLCSP for Amendment Requests 
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Expenditure Reporting on FLCSP 
• Use the Show/Hide 

Expenditures feature to ensure 
accurate reallocation requests. 

• Report approved quantities and 
unit costs – expenditure 
overages should not be 
included on reporting without 
program office approval. 

www.FLDOE.org 
12 

http://www.fldoe.org/


 

 

Expenditure Reporting on FLCSP, continued 

• Report expenditures no later than the 1st day of 
each month. 

• Avoid reporting $0.00 

• Increases to Quantities or Unit Costs require 
approval from program office – amendments 
cannot be used to correct overages even if actual 
expenditures did not exceed the approved line item 
total. 

www.FLDOE.org 
13 

http://www.fldoe.org/


Useful Links 
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Amendment Forms 

https://www.fldoe.org/schools/school-choice/charter-schools/charter-school-
program-grant/grant-forms.stml 
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Sharefile and Submitting Amendments 

https://fldoe.sharefile.com/Authentication/Login 

• For optimal performance, use 
Google Chrome. 

• Only contacts identified by FDOE 
have access. 

• For technical assistance, email the 
Office of Grants Management at 
OGM@fldoe.org 

• All amendments must be 
submitted via ShareFile – emailed 
forms will not be accepted. 
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CSP Grant Team 

Adam Emerson, Charter Director 
Adam.Emerson@fldoe.org 

Vicki Pineda, CSP Grant Director 
Vicki.Pineda@fldoe.org 

Horace Taylor, Budget Analyst 
Horace.Taylor@fldoe.org 

Whitney Blake, Grant Specialist 
Whitney.Blake@fldoe.org 

Bess Grasswick, Grant Specialist 
Bess.Grasswick@fldoe.org 

Deneka Hudson, Web Developer 
Bess.Grasswick@fldoe.org 

Chasity Ingram, Grant Specialist 
Chasity.Ingram@fldoe.org 
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