AMENDMENT INSTRUCTIONS
If during the year, expenditures are expected to exceed the adopted budgeted amounts
for any fund, the budget must be amended in accordance with Code of Iowa section 24.9.
The amendment must be effective before any of the expenditure amounts are
exceeded.
Budget amendments require the same 10 to 20 day notice and hearing procedures as
required for the adoption of the original budget. Budget amendments are subject to
protest. An amendment of a budget after May 31, which is properly protested but without
adequate time for hearing and decision on the protest by June 30, is void. An amendment
adopted before June 30 that is not protested is valid.
You will amend your budget using the same online system you used to complete your
budget. Go to the DOM web site https://dom.iowa.gov/ and navigate to the page you use
to log into the system for your particular budget type.
Click the “Submit Budget” button

You will be prompted to log into the system using your

On the left you will see Budgets and Amendments. Once you start or complete an
amendment, it will show up if you select “Amendments”. If this is the first time you need
to amend your budget, you will need to select “Budgets”.

When you select Budgets, you will see your budget displayed on the main part of the
screen. You can begin the amendment process one of two ways.
1) From this screen, you can select the “Amend” button to generate an amendment
form.

2) You can also enter the budget by selecting “Edit” and then choose “Amend” at the
top.

Once clicking “Amend” you will see the following message:

Once you have started an amendment, it will display if you select “Amendments” on the
left hand navigation.

The amendment form will generate for you and the system will direct you there
automatically. You enter data into BLUE cells.
•
•
•
•

The form will display your adopted budgeted expenditures (or amended budget if
you had already completed an amendment this fiscal year) by fund in the first
column.
The second column is where you will enter the amount/s you need to increase by
fund.
The third column will sum for you and display your budgeted expenditures after
amendment.
The final column is where you must enter the reason/s for the increase.

Be sure to “Save” progress and “Check Errors”.

Once you are done working in your amendment and you know your publication intensions,
select “Propose/Publish” on the top left.

Enter the time, date and place of your meeting and click “Propose”.

The system will then export a PDF file to save on your machine.

You can also generate the hearing notice if you go to “Print” in the top right and select
Print Publication Notice.

If you have already Proposed the amendment, if needed, you can “Return to Draft” at
the top of the screen if you need to reduce expenditures further or make any other
changes before adoption.

Submit your notice of public hearing to your paper. You must provide notice not less than
10, no more than 20 days prior to the date of your public hearing on the amendment, just
as you did with the budget.
When your governing body has approved the budget amendment, select “Adopt” at the
top.
Enter the date your governing body approved the amendment and select “Adopt”

Go to the top right and from “Print” select “Adoption”

File an original of the signed Adoption page and proof of publication with the County
Auditor. The County Auditor will certify your amendment via the same online system
used to complete the amendment. DOM will access the amendment through the online
system. You do not need to submit any documentation to DOM, only to your
County Auditor.
Once your County Auditor has certified your amendment on the online system, if you log
into the system and pull up your amendment, you will see your status changed to
“Certified”.

If you need to complete a subsequent amendment later in the fiscal year after your first
amendment has been approved, log back into the system and bring up your
Amendment and select “Amend” again. You will get the following message:

The system will number your amendments and pull the information forward for each
subsequent amendment.

Inquiries concerning budgeting procedures may be directed to your county auditor or to
the DOM staff member who works with your budget type.

