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Mayor and Councilors:

The City of Shady Cove Budget Amendment / Supplemental Appropriation Request “DRAFT” was
developed to establish a consistent, transparent, and documented process for modifying the
adopted budget when legitimate operational needs arise. The form requires each proposed change
to identify the affected fund, department, GL account, current appropriation, proposed increase or
decrease, funding source, revised appropriation, and effect on ending fund balance. It also requires
written justification, supporting documentation, Finance review, City Administrator/Budget Officer
review, legal review when appropriate, and formal Council action when required.

The purpose of this process is not to prevent necessary budget changes. It is to ensure that each
change is understood before it is made and that the financial consequence is visible.

For Shady Cove, this is particularly important as the City works to strengthen reconciliations,
financial reporting, fund-balance accuracy, GL coding, budget monitoring, and internal controls. A
standardized amendment process helps prevent today's operational decisions from becoming
tomorrow's unexplained financial discrepancies.

Used consistently, the form provides an essential financial-control bridge between the adopted
budget, actual City operations, Council authorization, and the accounting system. It allows the City
to remain operationally flexible while preserving financial discipline, transparency, accountability,
and long-term stability.

This is a work in process, to help the City of Shady Cove move forward In its Operational and
Financial stability.

Attached is a new “Draft” of the $hady Cove Budget Amendment/Supplemental Appropriation
Request form for your review. [




CITY OF SHADY COVE

BUDGET AMENDMENT / SUPPLEMENTAL APPROPRIATION REQUEST

Reusable working template based on the two provided examples

WORKING TEMPLATE - Confirm applicable Oregon Local Budget Law notice, hearing, and adoption requirements

before use.

Fiscal Year [ S| Request No. [BA-—__- ]

Requested By [Name / Title] Date [MM/DD/YYYY]

Department [Department / Program] Fund [Fund No./ Name]

Council Meeting [Proposed Date] Resolution No. [If Applicable]
REQUEST TYPE

] Appropriation Transfer O Supplemental Budget OIncrease / Decrease 0 New / Unanticipated Revenue

O Interfund Transfer [J Contingency Transfer [ Carryover / Beginning Balance O Other:
BUDGET CHANGE DETAIL

Fund Dept/Program Account/GL Title / Purpose Current Budget Increase Decrease Amended Budget

== [—] pe—-1 [Description] $ 3 $ $

1 = 1 [Description] $ $ $ $

[ e ] [ [Description] $ $ $ $

[==] =] ——] [Description] $ $ $ $

[] [ 1 1 [Description] $ $ $ $

=] R AR [Description] $ $ $ $

TOTAL $ $ $ $

FUNDING SOURCE / OFFSET

Source Type Fund / Account Amount Effect on Ending Fund Balance

[Cash / Grant/ Revenue /
Transfer / Contingency] 1 § $ [ ]

[Cash/ Grant/ Revenue /
Transfer / Contingency] —] $ $ ]

[Cash /Grant/ Revenue /
Transfer / Contingency] [ $ $ [

Attach additional schedules, grant notices, invoices, contracts, or other supporting documentation as needed.

City of Shady Cove - Budget Amendment / Supplemental Appropriation Working Temolate



CITY OF SHADY COVE

BUDGET AMENDMENT REQUEST - JUSTIFICATION AND REVIEW

BUSINESS NEED / JUSTIFICATION

Describe the operational need and why the change was not included in the adopted budget:

Describe the funding source and why it is available:

Describe any effect on service levels, staffing, projects, contracts, grants, or ending fund balance:

If time-sensitive, explain the deadline or consequence of delay:

REQUIRED SUPPORT / CHECKLIST

[ GL / account detail attached

1 Revenue or cash support attached

[J Grant / award documentation attached

O Contract / invoice / quote attached

O Interfund transfer identified

O Ending fund balance impact calculated

[ Budget authority confirmed

[0 Procurement requirements reviewed

O Legal / notice requirements reviewed

[ Public notice/hearing, if required

[ Exhibit A prepared

0 Resolution prepared, if required

ADMINISTRATIVE REVIEW AND APPROVAL

Review Step Name / Title Signature / Initials Date
Requested By / Department [ ] [ ] =1
Finance Review [ ] [ 1 [——1
City Administrator / Budget Officer [ ] [ ] =]
City Attorney Review (if needed) [ | [ ] -1
CITY COUNCIL ACTION
Action O Approved [JDenied O Tabled Meeting Date | |
Resolution No. — 1 Effective Date [— 1
Vote YES — - o ABSTAIN ___ ABSENT __
Clerk / Recorder [ ] Date 1]

City of Snady Cove - Budget Amendment / Suoplemental Aopropr

on Working Template




CITY OF SHADY COVE

CITY COUNCIL RESOLUTION TEMPLATE

Authorizing a Budget Amendment / Supplemental Appropriation

RESOLUTIONNO.[___ - ]

A RESOLUTION OF THE CITY OF SHADY COVE AUTHORIZING AN AMENDMENT TO THE FY [ - ]BUDGET

WHEREAS, the City Council adopted the FY [ - ] budget by [Resolution/Ordinance No. ] on [date]; and
WHEREAS, additional or revised expenditures have been identified for [fund(s), department(s), program(s), or project(s)] for [stated purpose]; and

WHEREAS, sufficient resources are available from [cash balances, contingency, grants, unanticipated revenues, interfund transfers, reduced
appropriations, or other identified source]; and

WHEREAS, the proposed changes and their effect on appropriations, revenues, and ending fund balance are shown in Exhibit A, attached and
incorporated by reference; and

WHEREAS, the City has provided any notice and conducted any public hearing required by applicable Oregon Local Budget Law for this action.
NOW, THEREFORE, BE IT RESOLVED BY THE CITY COUNCIL OF THE CITY OF SHADY COVE:

Section 1. The FY [ z ] budget is amended as shown in Exhibit A.

Section 2. The City Administrator / Budget Officer, or designee, is authorized and directed to make the necessary accounting entries and
administrative adjustments consistent with this Resolution.

Section 3. This Resolution becomes effective [immediately upon adoption / on 1
ADOPTED by the City Council of the City of Shady Cove, Oregon, this day of , 20
Mayor
City Recorder

Approved as to Form (if required)

Vote YES__ NO__ ABSTAIN___ ABSENT __

City of Shady Cove - Budget Amendment/ Supplemental Appropriation Working Template



CITY OF SHADY COVE

EXHIBITA - BUDGET AMENDMENT SCHEDULE

Attach to ResolutionNo. [ - ]
d Dep 0 0 d D e ety d
[—] =] ==i [Description] $ $ $ $ $
(=l == ) [Description] $ $ $ $ $
] —1 —1 [Description] $ $ $ $ $
] =] 2221 [Description] 3 $ $ $ $
[1] ] —1 [Description] $ $ $ 3 %
] = A [Description] $ $ $ $ $
(] ] ) [Description] $ $ $ $ $
| ] ] [Description] $ $ $ $ $
] [l ] [ (| [Description] $ $ $ $ $
TOTAL
AMENDMENT $ $ $ $ $
Total New /
Revised s $ $ $ $
Resources
EXPLANATORY NOTES
1a
2.
3.
4.

Suggested use: identify each appropriation and revenue source separately, show the net effect on ending fund balance, and attach supporting detail for
grants, contracts, projects, transfers, or other material changes

City of Shady Cove - Budget Amandment / Supplemental Appropriation Working Template



