Budget Amendment Reason Template

As budget amendments are public documents, we will begin requiring that the Budget Amendment Purpose field be filled out in a complete and consistent manner. 
Please see below for details:
1. Begin all reasons and memos with “The purpose of this budget amendment is to…”
2. Use the terms realign, appropriate, anticipate, or reappropriate.
· Realign: to be used when you are moving between expenditure lines.
· Appropriate/Anticipate: to be used when you are updating your budget using revenue and/or expenditures.
· Reappropriate: to be used when you are moving funds from one fiscal year to the next.
Examples:
· The purpose of this budget amendment is to realign the budget to pay for new uniforms.
· The purpose of this budget amendment is to appropriate grant funding for the Golden Leaf Foundation project.
· The purpose of this budget amendment is to reappropriate unused FY 24-25 grant funds to FY 25-26.




