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Quarterly Reporting – How to Correct a Budget Report. 

An SGCC Budget Report must be reviewed and accepted to receive future grant payments. A 
Budget Report can be considered incomplete for the following reasons:

• The budget report is submitted blank. When doing reporting it will show what was 
Budgeted and you must fill in the Spent column. For Budget Report to be accepted it 
must be completed. 

• The Budget Report does not match the grant amount penny for penny. The total spent 
does not match the total received. For a Budget Report to be accepted the total spent 
must match the total received.

• Did not spend at least 50% on enhanced personnel. For a budget report to be 
accepted the program must spend and report at least 50% in enhanced personnel 
expenses. 

If you submitted a Budget Report and one or more of the items above are incorrect you will 
need to correct your Budget Report. Follow the steps below to make these corrections and 
resubmit.  

1   Click on the SGCC Application card in the Director Portal. Then, click the calculator button 
by your application. (This will take you to your budget requests for each grant period.).

2   Then, click the button with the 3 lines for whatever grant period’s budget report you 
need to fix.
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3   If you see a status of “Information Required”, we have reopened your budget report 
because there was an issue with what was submitted. Click the pencil button to edit 
your report and re-submit it for review. 

 

4   Once in your report, you will need to fill out the Spent column and resubmit your 
budget reporting.

Budget Reports that are submitted incorrect must be reopened for programs to be able to 
make changes. Grant Counselors are not able to reopen Budget Reports. Incorrect Budget 
Reports will be automatically reopened once a week. If you are not able to make corrections, 
wait one week and check back. 
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