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What is a Budget Amendment Request?

Budget Amendment Requests 
(BARs) 

are necessary to adjust line item 
allocations on your current Project 
Award Schedule (Exhibit A of your 
Grant Agreement).  



Do I need to submit a BAR?

Budget Amendment Requests



v You anticipate exceeding the 10.0% allowed budget variance 
for a specific line item to meet the deliverable.

v You anticipate not being able to spend the full grant award 
based on the current funding distribution. 

v You will come in under budget for a project and will still meet 
the deliverable. 

v Example: Additional funding and community donations was received. 

v Projects listed on your current Project Award Schedule are no 
longer feasible due to unforeseen circumstances.

v Example: Staffing Issues or Change of Location 

Budget Amendment Requests are necessary if: 



You will not need a Budget Amendment Request if:

v You follow the Project Award Schule as outlined in Exhibit A of 
the Grant Agreement. 

v You foresee that you will overspend in a line item but will be 
within the 10.0% variance. 

v You will deviate from the budget proposal outlined in the grant 
application. However, expenditures are still eligible and will still 
level up to the approved line item’s objective and deliverable 
from Exhibit A of the Grant Agreement.  



Budget Amendment Request

Step-By-Step Guide 



Survey Monkey Apply 



Survey Monkey Apply 

v Log in to your Survey Monkey Apply Account 

https://nmtourism.smapply.io/


Survey Monkey Apply 
v On the top right-hand corner, select pages and click on 

Clean and Beautiful Resources.

https://nmtourism.smapply.io/res/p/nmcbresources/


Survey Monkey Apply 

v Under the Clean and Beautiful Resources Page, download the 
BAR Template.  

https://nmtourism.smapply.io/protected/r/FkmBTc_C-GJ6iD28zx8OmMjdxwM6qbz1XFuiwusn6cYmcackcEr2ejrn8bSn0bzv1i4CkgOfkFC9lSyYCWDIsQ==/FY24-NMCB-BAR_Template.xlsx


BAR Template



BAR Template 

Name of Awarded Entity

v Provide the awarded Entity’s 
name as it appears on the 
Grant Agreement 

v Please note that your KAB 
affiliate is not the awarded 
Entity. 



Partners are responsible to complete the fields below on the 
Move From (left hand side). 

BAR Template

Goal Number

Line Item

Current Allocation

Amount Spent

Requested Allocation 

Amount Moved

Total Amount Moved From



BAR Template 
Move From  
Goal Number, Line Item, & Current Allocation 



BAR Template 

Move From 
Goal Number 

v Provide the objective as 
outlined on the Project Award 
Schedule, Exhibit A of your 
Grant Agreement. 



BAR Template 

Move From 
Line Item

v Provide the line item name as 
outlined on the Project Award 
Schedule, Exhibit A of your 
Grant Agreement. 



BAR Template 

Move From 
Current Allocation 

v Provide the line item’s 
corresponding amount as 
outlined on the Project Award 
Schedule, Exhibit A of your 
Grant Agreement. 



BAR Template 
Move From 

Amount Spent 

v Provide the the line item’s 
expenditures to date.

v This column serves as a 
reassessment measure to 
ensure that you have not 
spent the funds you are 
requesting to move.



BAR Template 

Move From 
Requested Allocation 

v Provide the amended 
amount that you are 
requesting for the line item. 

v This is the amount that 
will appear on the 
Amended Project Award 
Schedule, after NMTD has 
approved your BAR. 



BAR Template 

Move From 
Amount Moved

v This amount is the difference 
between the requested 
allocation and the current 
allocation.

v The template will 
automatically calculate 
this amount for you. 



BAR Template 
Move From

Total Amount Moved From

v The Total Amount Moved From 
represents the total of all 
funds you are intending to 
move from the line items 
listed on the Move From Side.

v The template will 
automatically calculate this 
amount for you. 



Partners are responsible to complete the fields below on the 
Move To (right hand side). 

BAR Template

Goal Number

Line Item

Current Allocation

Requested Allocation 

Amount Moved

Total Amount Moved To



BAR Template 

Move To 
Goal Number

v Provide the objective as 
outlined on the Project Award 
Schedule, Exhibit A of your 
Grant Agreement. 



BAR Template 

Move To
Line Item

v Provide the line item 
name as outlined on the 
Project Award Schedule, 
Exhibit A of your Grant 
Agreement.



BAR Template 

Move To 
Current Allocation 

v Provide the line item’s 
corresponding amount as 
outlined on the Project Award 
Schedule, Exhibit A of your 
Grant Agreement. 



BAR Template 
Move To 

Requested Allocation 

v Provide the amended amount 
that you are requesting for the 
line item. 

v This is the new amount that 
will be allocated for the new 
line item. This is the amount 
that will appear on the 
Amended Project Award 
Schedule, after NMTD has 
approved your BAR.



BAR Template 

Move To 
Amount Moved

v This is the amount of funds 
you are requesting to be 
moved to this line item.

v The template will 
automatically calculate this 
amount for you. 



BAR Template 

Move To 
Total Amount Moved To

v The Total Amount Moved to 
amount will reflect the total 
amount of funds you are 
requesting to move.

v The template will 
automatically calculate this 
amount for you. 



BAR Template 
Move To & Move From 

Comparison 
v The Total Amount Moved From 

and the Total Amount Moved To 
amounts must match (negative 
amount on the Move From Side 
& positive amount on the Move 
To Side). If the amounts do not 
match, you will need to re-
calculate.

v The template will 
automatically calculate this 
amount for you. 



BAR Template 

Narrative

In this section of the BAR Template, Partners must justify why their 
request to move funds is necessary. This justification does not need to 
be lengthy, but should include the following information: 

Why is this amendment being requested?

v Why are you moving funds from one specific line item?
v Why a specific line item chosen to move funds to another line items?
v What will be purchased or accomplished with the funds that you are asking to be 

moved? 
v Are all deliverables going to be met? 



BAR Template 

Narrative
Why is this amendment being requested? 

2.1 Reusables: This amendment is being requested because the 
vendor was able to produce the reusable bags for less than the 
original quote. The deliverable will be met. 

4.3 Youth Interns: This amendment is being requested because we 
anticipated hiring two interns, but we only had success in hiring 
one intern. In the future, we will advertise early for the youth 
internship positions. 

1.1 Clean-up Activities: We are requesting to increase funding in this 
line item to purchase additional safety vests for our Spring clean-
up event; we have had a 5% increase in volunteer sign-ups for  our 
clean-up events this year. 

3.3 Community Mural: We are requesting to create this new line 
item to increase beautification in our community along the walking 
path on Main Street where graffiti is currently being cleaned. This 
mural will be painted by a local artist and will be represent local 
ancestral stories. Our historical society will ensure the accuracy of 
the mural and representation.  



BAR Template 

Scope of Work

v Were new projects proposed 
due to a change in the original 
project’s feasibility? If yes, 
please submit a Scope of Work 
(SOW) for all new projects. 



BAR Template 

Review, Sign, and Date

v Please review all areas of 
your request. All required 
fields must be completed, 
and the document must be 
signed and dated. 



Scope of Work Template



Scope of Work Template 

Scope of Work

v A new Scope of Work is only needed when you create a new line 
items. 

v If a project is no longer feasible, Partners have the opportunity to 
create a new line item. 

v In that case you must submit a new Scope of Work. The Scope of Work 
document can be found on the Clean and Beautiful Resources Page.

https://nmtourism.smapply.io/protected/r/FkmBTc_C-GJ6iD28zx8OmMjdxwM6qbz1XFuiwusn6cYmcackcEr2ejrn8bSn0bzvMhC9gJG9PytbqYnsM0S9Xw==/FY24-NMCB-BAR.SOW.docx
https://nmtourism.smapply.io/protected/r/FkmBTc_C-GJ6iD28zx8OmMjdxwM6qbz1XFuiwusn6cYmcackcEr2ejrn8bSn0bzvMhC9gJG9PytbqYnsM0S9Xw==/FY24-NMCB-BAR.SOW.docx
https://nmtourism.smapply.io/res/p/nmcbresources/


Scope of Work Template

Creating A New Line Item 

v If a project is no longer feasible, Partners have the opportunity to create a 
new line item.

v New line items require a Scope of Work be submitted to NMTD for approval. 

v New line items should have $0.00 provided under this column. 

v If you are unsure what goal and objective is appropriate for your new project, please 
contact NMTD Staff.  

https://nmtourism.smapply.io/protected/r/FkmBTc_C-GJ6iD28zx8OmMjdxwM6qbz1XFuiwusn6cYmcackcEr2ejrn8bSn0bzvMhC9gJG9PytbqYnsM0S9Xw==/FY24-NMCB-BAR.SOW.docx


Scope of Work Template 

Scope of Work



Partners will be responsible to complete the fields below on 
the Scope of Work Template (SOW). 

Scope of Work  Template

Project Summary 

Statement of Need 

Anticipated Outcomes 

Promotional Strategy 

Quarterly Milestones

Budget Schedule



Scope of Work Template 

Project Summary 

Detail all project efforts: 

v Community Mural will increase 
beautification in our community 
along the walking path on Main 
Street where graffiti is currently 
being cleaned. This mural will be 
painted by a local artist, Annalisa 
Maria and will be represent local 
ancestral stories. Our historical 
society will ensure the accuracy 
of the mural and representation.  



Scope of Work Template 

Statement of Need 

Detail how you determined the need for 
these project efforts: 
v The Main Street walking path is a blighted area that 

is in need of beautification. Crews are currently 
removing graffiti along the walking path along Main 
Street. This is a high traffic area for all community 
members as well as any tourists that visit; Main 
Street connects to the freeway on and offramps at 
the north end of our community. We intend for 
local artist Annalisa Maria to create a mural that 
will depict ancestral stories that are specific to our 
community and our agricultural background. This 
mural will have an anti-graffiti clear sealant. 



Scope of Work Template 

Anticipated Outcomes

Detail the anticipated outcomes 
for these project efforts and how 
you plan to measure success: 
v We anticipate that the mural will attract more 

walking traffic to the walking path. Graffiti has been 
cleaned off of walls in the area, High School FFA has 
conducted monthly litter pick-ups, and the 
community college horticulture class has donated 
native plants and trees; Spring semester classes will 
plant the plants and trees. Adding a mural to the 
walking trail will add to all of the current efforts to 
improve the area.  



Scope of Work Template 

Promotional Strategy 
Detail any outreach 
strategies aimed to increase 
awareness of these project 
efforts: 
v The public will be invited to the council 

meetings where Keep Your Community 
Beautiful, the historical society, and Annalisa 
Maria (artist) will present the project to the 
council. Community members will also be 
informed of all project updates in the Nosey 
Neighbor Newsletter that is provided to all 
community members with their utility bill. 



Scope of Work Template 

Quarterly Milestones

Complete the anticipated quarterly milestones: 



Scope of Work Template 

Budget Schedule 

Complete the budget schedule 
template. 

v List the following for each 
expenditure:

v Objective 
v Expenditure 
v Cost Breakdown
v Funding Request 



Survey Monkey Apply 



Survey Monkey Apply 
Upload Completed BAR and SOW

v BAR & SOW Task 



Survey Monkey Apply 
Upload Completed BAR and SOW

v Attach File(s)



Survey Monkey Apply 
Upload Completed BAR and SOW

v Select Files to 
Upload



Survey Monkey Apply 
Upload Completed BAR and SOW

v Successful Upload



Survey Monkey Apply 
Upload Completed BAR and SOW

v Mark Task As 
Complete 



Survey Monkey Apply 
Upload Completed BAR and SOW

v BAR & SOW Tasks 
Completed and 
Submitted 



BARs are Due No Later Than 

May 1, 2024



Frequently Asked Questions 
Q: Do we need to balance the BAR template per line?

A: No, you do not need to balance the BAR template per line. The totals on the move to and move from sides of the 
template need to balance.  

Q: We need to modify our expenditures that were outlined in our grant proposal, but the adjustments will still level up 
to the grant objective and deliverables will be met, do we need a BAR? 

A: No, you will not need a BAR the overall deliverable will be met. 

Q: We anticipate spending 10.0% or less of our allocated budget for a specific line item, do we need a BAR?

A: No, you will not need a BAR if you spend 10.0% or less than the amount on your project award schedule; you are 
allowed a 10.0% variance. 

Q: Can we submit two BARs in one quarter?

A: No, only one BAR can be submitted per quarter, in Q1, Q2, and Q3. BARs are not accepted in Q4. Partners have until 
May 1, 2024 to submit their final BAR.   

Q: Once we have submitted a BAR via Survey Monkey, can we start to make the proposed changes to our project plans?

A: No, you may begin to make proposed changes once your BAR has been approved by NMTD and an amended project 
award schedule has been issued. 



54

Clean and Beautiful Resources Page 

Chantal S. Sandoval 
Clean and Beautiful Program Coordinator 

chantal.sandoval@td.nm.gov

 (505) 670-8059

Alyssa Flores 
Clean and Beautiful Program Management Analyst 

alyssa.flores@td.nm.gov

(505) 479-2564

https://nmtourism.smapply.io/res/p/nmcbresources/
mailto:chantal.sandoval@td.nm.gov
mailto:alyssa.flores@td.nm.gov

