
Budget Amendment Instructions 
 
Complete a budget amendment form to increase/decrease the year-to-date budget of an account.  This is required when there are 
not enough funds to cover the cost of an upcoming expense or to correct a negative balance in an account. 
 

 
 

YTD Budget is the number being updated with the budget amendment.  It will ultimately increase/decrease the balance in each account. 
Total Line – The YTD Budget and New Budget must be equal. 

 
 


