Variance Request Instructions


The Harvest Foundation adopted a variance policy in April 2008.  The policy identifies a variance as any of the following:  budget revisions, budget reallocations, reporting adjustments, extensions, changes of scope or purpose of the grant, organization/personnel changes that may affect the grant, and remaining funds.  The variance policy states that a  Grantee has authority to reallocate up to 5% within each of the budget categories in the approved budgeted line items.  An example has been provided below.  

Category from approved budget:


Amended Category from Grantee:

Contracted Services



Contracted Services

     Strategic Planning consultant  $10,000
      Strategic Planning consultant $  9,000

     Legal services

      $  5,000
      Legal services

      $  5,500

     Auditing services

      $  5,000
      Auditing services

      $  5,500


The total category budget approved was $20,000.  The grantee would have the authority to reallocate up to 5% within that category among the approved budgeted line items ($1,000) as reflected in the Amended Category.  The grantee cannot reallocate above 5%, delete a line item, or add line items without written approval from the Foundation.  

Process for requesting and implementing a variance request:

1. the Grantee must contact their Program Officer via email to detail the need and request to submit a variance request
2. upon notification by Program Officer, the Grantee will log into their online account with the Foundation 
3. The Grantee will select variance request under requirements tab and then choose “New Forms” to download variance form
4. Complete the report per the instructions below and submit via the Grantee’s online account as an attachment to the requirement that is listed
Form Instructions:

1. The form contains only one tab for the current variance request.

2. The Variance Form contains formulas within the “Remaining Balance” column which calculates subtracting the “Expenses To Date” column from the “HF Approved Budget” column. The “Proposed Revised Budget” column calculates subtracting or adding the “Revision Request” column from the “HF Approved Budget” column.  The light blue rows are subtotals that contain the formula to total each of the Budget Category sections in each column.  The yellow row contains the formula to total all of the subtotals (light blue rows) in each column to provide an overall total.  If a row is added within any of the categories, the formulas that are contained within the above mentioned columns will need to be entered into the columns corresponding cells.  
3. Begin by completing the yellow rows with the Organization name and Budget period for the grant.
4. The budget information should be taken from the final budget approved by the Foundation and listed in the same line-item detail.  List all line items under the “Project Detail” column with the approved budget amount under the “HF Approved Budget”.  Do not enter information into the columns and rows that contain formulas (mentioned in #2).
5. List the amount by which you want to adjust the “HF Approved Budget” in each of the listed line items that require change (example 600.00, (600.00)).

6. The “Proposed Revised Budget” column will automatically calculate the revision amount.
