
BUDGET AMENDMENT INSTRUCTIONS

BUDGET AMENDMENT. This form must be used when requesting a reallocation of funds among
budget categories in your CMP, Local Match and Third Party budgets. Reimbursement for
expenditures and the value of match documentation are limited to established budgets. A budget
amendment must be executed before over-budgeted expenditures or match documentation can be
recognized.

THE FORM:

 Provide all requested information.
 Include the contact information of the person who can answer financial questions.
 The contract number is the GLO assigned number, not your internal number.
 The first three columns should reflect the current CMP, Local Match and Third Party budgets.
 The fourth thru sixth columns are for reallocating the budgets. Use a negative number to

decrease funds in a category and a positive number to increase funds in a category. The form is
setup up to calculate the total of each column for you. The net result in each column should be
zero, unless you are moving funds from one budget to another. For example, you are moving
funds from Local Match to Third Party. Then the net result of the two columns should be zero.

 The seventh thru the ninth columns will automatically calculate the revised budgets.

IMPORTANT FACTS TO REMEMBER:

 You must provide a justification for your requested changes.
 The form must be signed by an authorizing official.
 Email the form, in PDF format, to: CMPreceipts@glo.texas.gov

If needed, contact Sharon Moore at:

General Land Office
Coastal Resources
P.O. Box 12873
Austin, TX 78711-2873
(512) 463-5819
sharon.moore@glo.texas.gov
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