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I. PURPOSE 
 
To establish procedures for modifying budgets. 
 

II. BACKGROUND 
 
When it is deemed to be in the best interest of the College, Budget Managers may reallocate 
budgets between cost centers. Only upon approval of the President, may funds be allocated 
between categories within a budget. 
 

III. PROCEDURE 
 
a. Budget Amendment Forms shall be accessible using the College on-line system. 

 
b. The completed Budget Amendment Form with any supporting documents attached shall be 

submitted to the Budget Manager for review and approval and then sent on to the Director 
of Accounting and Budgeting. 

 
c. Clarification and assistance in preparation of the Budget Amendment Form may be obtained 

from the Director of Accounting and Budgeting or his/her designee. 
 
d. Budget Amendment Forms and supporting documents shall be reviewed and approved/ 

modified by the Director of Accounting and Budgeting. 
 
e. Budget Amendment Forms and supporting documents that request the budget be moved 

between categories within the budget will be submitted to the President for review and 
approval and returned to Accounting and Budget for implementation. 

 
f. If a requisition has insufficient funds (NSF) because the submitted Budget Amendment Form 

has not been processed, then contact the Director of Accounting and Budgeting for NSF 
(non sufficient funds) approval. 
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