
Passaic County Department of Human Services 

Budget Modification Policy for Annex B Budget 

During the contracting process, a final contract budget will be agreed upon by the County 
Department of Human Services and a contract vendor.  This budget is documented on the 
Department of Human Services Annex B form and includes the name of the vendor, the 
contract period, the form is marked as a Contract Budget and is signed by an authorized 
agent of the vendor. 

If spending on any single line item is anticipated to vary by over 10% from the contract 
budget, a contract modification must be requested by the vendor.  

A contract modification request is generated by a vendor in writing to the Division Director 
who oversees the contract, with a copy to the Contract Administrator. 

A contract modification request must include the following information for each line item 
to be adjusted: 

• The original approved amount 
• The variance (plus or minus dollar amount) 
• The requested adjusted amount 
• A narrative that explains the reason for the requested modification(s) 
• A completed proposed, revised Annex B package 

A budget modification request may not result in a net increase to the contract ceiling. 

The Department of Human Services will review the request and, if approved, will notify the 
vendor in writing.  After approval of the request, a revised contract budget will be agreed 
upon by the County Department of Human Services and the vendor.  This budget is 
documented on the Department of Human Services Annex B form and includes the name 
of the vendor, the contract period is marked as a Contract Budget and is signed by an 
authorized agent of the vendor with the revised date. 


