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Disclaimer

• This presentation and other Department of Local Government Finance 
(“Department”) materials are not a substitute for the law. The following is not 
intended as legal or financial advice, but rather an informative presentation. 
The Indiana Code always governs.
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Agenda

• In this training session we will cover the following topics:
• Basics of Additional Appropriations.
• Notice of Additional Appropriations.
• Advertising the Additional Appropriations.
• Additional Appropriations Adoption.
• Submission to the Department of Local Government Finance.
• Review of the Order.
• Miscellaneous Information.
• Resources Available.
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Presenter Notes
Presentation Notes
“Why” is not listed, I hope this obvious, but the reason for all of this is public transparency and access to public data. 



Basics of Additional Appropriations 
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Appropriations

• Appropriations are the permission to spend out of a fund.
• The Department certifies appropriations on the Budget Order for funds with 

property taxes and select others.
• The Budget Orders are available on the County Specific Information portion 

of the Department’s website.
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Appropriations – Home Rule

• Other funds are “Home Rule” which also require advertisement and adoption, 
but not Department approval.
• The adopted appropriations for these funds can be found on the “Form 4” 

adopted in the previous year.
• The reviewed funds will also be found on the Form 4, but those 

appropriations were subject to Department approval and may have 
changed.
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Additional Appropriations

• A situation may arise that requires a fund to spend more than the original 
appropriations.
• Example: An unforeseen repair or replacement might be needed

• In this case the “Additional Appropriation” process can be pursued to increase 
the appropriations.

• It’s important to note that this does not generate any new revenue for the 
fund. This is the process to spend more of the existing revenues or cash 
reserves.

7



Additional Appropriations - Steps

• Generally, an additional appropriation is comprised of the following steps:
1. Prepare and advertise the Notice of Additional Appropriations in Gateway’s 

Additional Appropriation application.
2. Prepare the adoption resolution/ordinance.
3. Hold the public hearing and vote on the additional appropriation.
4. Complete the additional appropriation petition in Gateway’s Additional 

Appropriation application.
5. Obtain the Department’s order/acknowledgement.
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Notice of Additional Appropriations
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Notice of Additional Appropriations - Gateway

• Historically, additional appropriations were published in newspapers.
• Changes to Ind. Code § 6-1.1-18-5 went into effect on January 1, 2026, that 

require the advertising of the notice through Gateway.
• Newspaper publishing is now optional, but the Gateway advertising is always 

required.
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Notice of Additional Appropriations – 
14 Days

• Ind. Code § 6-1.1-18-5 states that the notice must be uploaded in Gateway 
at least  fourteen (14) days prior to the public hearing and contain the 
following:
1. The amount of the additional appropriation.
2. The name of the affected fund.
3. The name and account number of the affected account.
4. The date, time, and place at which the political subdivision or 

appropriate fiscal body will hold a public hearing on the proposed 
additional appropriation.
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Preparing the Notice

• While there is no prescribed format for the notice, it must comply with statute.
• It is important to note the new requirement to “the name and account number 

of the affected account”.
• The next slide contains a sample of a Notice of Additional Appropriations that 

is broken down at this level of detail.
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Account Name and Numbers

• This is a real example of a 
“Notice to Taxpayers” 
template used by an 
Indiana County.

• It contains the information 
the updated Ind. Code § 6-
1.1-18-5 requires.
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Account Name and Numbers Example

• The example below has satisfied the first, second, and third requirements 
of Ind. Code § 6-1.1-18-5 by: 
1. Listing the individual additional appropriation requests for a fund.
2. Naming the fund affected by the request.
3. The name and account number of the affected account.
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Account Name and Numbers – Example (2)

• The example below also satisfies the fourth requirement, the detail of the 
date, time, and place at which the political subdivision or appropriate fiscal 
body will hold the public hearing.
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Binding Reviews

• Any additional appropriations by a unit whose annual tax levy must be 
adopted by a city, town, or county fiscal body under Ind. Code § 6-1.1-17-
20 or by a legislative or fiscal body under Ind. Code § 36-3-6-9, collectively 
referred to as “Binding units”, must be adopted by the same fiscal or 
legislative body by ordinance before the Department may approve the 
additional appropriation. 

• Libraries whose additional appropriations would increase their budgets by 
a percentage greater than the maximum levy value growth quotient for the 
current year must have their additional appropriation approved by the city, 
town, or county fiscal body described in Ind. Code § 6-1.1-17-20.3(c). 
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Binding Reviews - Adoption

• If a unit is undergoing a binding adoption of the additional appropriation:
• The notice would need to reference the public hearing date, time, and 

location of the adopting body that is performing the adoption for the 
binding unit. 

• The adoption resolution/ordinance would list the adopting fiscal body 
along with their board members.
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Sample Notice
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Advertising the Additional Appropriations
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Advertising the Notice

• It’s very important to thoroughly review any Notice of Additional 
Appropriation being prepared to ensure its accuracy and compliance with 
statute.

• Once it has been prepared and reviewed, it is ready to be uploaded into a 
new section of the Additional Appropriation application so that the 
Department can post it on BudgetNotices.in.gov.

• Please note that it must be uploaded at least fourteen (14) days prior to 
the public hearing.
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https://budgetnotices.in.gov/


Advertising the Notice – Login

• Login to Gateway and select “Additional Appropriations”
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https://gateway.ifionline.org/login.aspx


Advertising the Notice – Upload Notice

• Select your unit of government and then click “Upload Notice”.
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Advertising the Notice – 
Hearing Information

• Select the public hearing date 
on the notice. 
• It must be at least fourteen 

(14) days away.
• Click “Choose File” and locate 

your fully prepared and 
reviewed Notice to Taxpayers.

• Click “Upload.
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Advertising the Notice - Submission

• Once it is present in the table below, the Department will post it on the 
Budget Notices website within four (4) days.

• If a notice is not uploaded at least fourteen (14) days prior to the public 
hearing, the adopted additional appropriation will not be able to be submitted 
to the Department. The process would need to be restarted.
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Additional Appropriations – Public Notices

• Advertised notices will be available on your unit’s page at 
BudgetNotices.in.gov. 

• To view this notice, navigate to the site, select the applicable county and 
click “Search”.
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https://budgetnotices.in.gov/


Additional Appropriations – Unit Look-up

• Select your unit of government.
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Additional Appropriations Notices Display

• The Additional Appropriation Notices section will display all uploaded 
notices.
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Additional Appropriations – Other Postings

• Units of government are also encouraged to post the notice on their own 
website or social media page, if applicable.

• Once the Notice of Additional Appropriations has been successfully 
advertised, its time to prepare for the public hearing and adoption.
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Additional Appropriation Adoption
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Additional Appropriation Adoption Steps

• After the Notice is properly advertised in Gateway, the next steps in this 
process would be to:
• Prepare the adoption resolution/ordinance.
• Hold the public hearing.
• Adopt the resolution/ordinance.
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Preparing the Resolution/Ordinance

• There is not a prescribed format for the adoption resolution/ordinance.
• Remember the new advertising requirement that requires the breakdown of 

“the name and account number of the affected account”.
• The next slide contains a sample of an Additional Appropriation Adoption 

Resolution/Ordinance.
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Sample Adoption (Part 1)
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Sample Adoption (Part 2)
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Additional Appropriation – Public Hearing

• The proper fiscal body of the unit shall hold the public hearing on the proposal 
as advertised. 

• At the public hearing, an action shall be taken to approve, modify, or deny the 
proposed additional appropriation as advertised. 

• The fiscal body shall not adopt appropriations exceeding the amount 
advertised. 
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Additional Appropriation – Public Hearing 2

• If the unit’s fiscal body postpones action on the request, the additional 
appropriation does not have to be re-advertised provided the postponement 
of the request is stated publicly and included in the minutes of the correctly 
advertised meeting, and all requirements of the Open Door Law (Ind. Code § 
5-14-1.5) are satisfied.
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Additional Appropriation – Adoption

• Be certain that if the additional appropriation is subject to a binding review, 
that it is adopted by the appropriate fiscal body as advertised. Below are 
common examples of units subject to binding review:
• Special districts such as airports, solid waste, fire districts, and many 

others.
• Conservancies or schools with a board comprised of a majority of 

appointed members.
• Libraries exceeding the maximum non-binding review budget.
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Additional Appropriation – Adoption 2

• The adoption is often held on the same day of the public hearing but 
cannot occur prior to it.

• Ensure each member signs and clearly indicates their vote accurately.
• A majority of the board/council would need to vote in favor of the additional 

appropriation for it to be passed and allow you to submit the request to the 
Department through Gateway.
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Submission to the Department
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Submitting an Additional Appropriation

• After an additional appropriation has been successfully advertised on 
BudgetNotices.in.gov by uploading the notice through Gateway and the 
additional appropriation is adopted, there are fifteen (15) days to submit the 
additional appropriation to the Department through Gateway.

• Please note that the final day for submissions is December 31. After this date, 
the application will not accept any new submissions.
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Prerequisites to Submitting a Request

• The Department is unable to accept an additional appropriation request if the 
following reports for two (2) years prior have not been filed with the State 
Board of Accounts.
• Annual Financial Report
• 100R – Employee Compensation Report
• Anti-Nepotism Policy (if applicable)
• Contracting Policy (if applicable)

• Additionally, the “Fire/EMS Attestation” in the Local Government Contracts 
section of the File Transmission application in Gateway must have been 
submitted in either the prior year or this year.
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Submitting an Additional Appropriation 2

• In the Additional Appropriation application in Gateway, click “Create New 
Additional Appropriation Petition” to begin.
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Advertising and Adoption Information

• The newspaper section has been 
replaced with a drop-down menu of 
the previously uploaded notices. 
Select the applicable one.

• The public hearing date is 
prepopulated based of the selected 
notice.

• Enter the date the resolution was 
adopted.
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Advertising and Adoption Information - Libraries

• Libraries will also need to indicate if 
their additional appropriation was 
subject to a binding adoption.

• If yes, they need to provide the name 
of the adopting body that conducted 
the public hearing and adopted the 
resolution/ordinance.
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Selecting Funds

• Select fund(s) an 
additional 
appropriation was 
adopted for.

• New funds can be 
added if needed.
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Submitting an Additional Appropriation – Home 
Rule

• Some funds may be certified/reviewed by the Department such as funds with 
property tax levies and select others.
• These require the unit to show the fundability using the provided 

spreadsheet.
• Other funds would be “Home Rule” and do not require Department approval 

but are considered “reporting only” and still need to be submitted to the 
Department through this process.
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Department Reviewed Funds

• Select an added 
Department certified fund 
from the drop-down menu.

• Provide the requested 
amounts and click “Save 
Amounts”.

• Repeat for any other funds 
that appear.
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Submitting an Additional Appropriation 32

• This form will calculate the “Surplus” 
funds available for each fund.

• If the additional appropriation doesn’t 
exceed the surplus, then it is funded.

• The Circuit Breaker estimates will be 
updated in April with the actual 
amounts.

• If needed, revenues can be edited by 
clicking “Save & Update Revenues”.

47



Updating Revenues

• On the Revenue page 
you may update the 
revenue amounts or 
add new revenues.
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Submitting an Additional Appropriation 3

• If you update any revenues, you will be taken to the previous page where you 
can view the updated fundability.
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Submitting an Additional Appropriation 4

• Additional Appropriations for non-reviewed funds do not need any financial 
data as they are not reviewed.

• Enter the amount of any addition or reduction in appropriations.

50



Submitting an Additional Appropriation 5

• The final page begins with a 
summary of the funds and 
their amounts.

• Be certain to carefully review 
this for accuracy before 
submitting.
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Submitting an Additional Appropriation 6

• Libraries are required to upload a copy of the resolution/ordinance that 
approves the additional appropriation so that the Department can 
confirm that the correct adopting body performed the adoption.
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Submitting an Additional Appropriation 7

• The bottom of the page will let you know if the Department’s order will be 
immediately available or available within fifteen (15) days. If a manual review 
is conducted, you will be emailed when its reviewed.

• The submit panel is available to those with Budget submission rights in 
Gateway.
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Submitting an Additional Appropriation 8

• The “Report” link to the Department’s order will be available on the main 
page once the review is complete. 

• It is very important to review the document for accuracy.
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Submitting an Additional Appropriation 9

• If a mistake was found, the request can be unlocked and corrected.
• The new order would display as being “amended” on the report.
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Reviewing the Order
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Reviewing the Order 2

• Be sure to verify the following for each 
Department reviewed fund:
• Funds listed
• Amounts
• Dates

• Funds not subject to Department 
review will appear on a later page.
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Reviewing the Order 3

• The certified copy summarizes the fundability 
calculation for the funds reviewed by the 
Department.
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Reviewing the Order 4

• A detailed breakdown of the revenues used 
are provided for each Department reviewed 
fund.
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Reviewing the Order 5

• If applicable, there will be a page 
confirming the appropriation changes 
for non-reviewed funds.

• Review these for accuracy as well.
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Miscellaneous Information
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Miscellaneous Information – 
Appropriation Transfers

• The proper fiscal body of a political subdivision may transfer appropriations 
from one major budget classification to another within the same fund and 
department or office if: 
• They determine that the transfer is necessary; 
• The transfer does not require the expenditure of more money than the total 

amount set out in the budget for that fund as finally determined under Ind. 
Code § 6-1.1; and 

• The transfer is made at a regular public meeting and by proper ordinance 
or resolution.
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Miscellaneous Information – 
Appropriation Transfers 2

• A transfer may be made under Ind. Code § 6-1.1-18-6 without notice and 
without the approval of the Department. For those units that are not 
departmentalized, it is not necessary to file documentation with the 
Department on transfers from one major budget classification to another. 
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Miscellaneous Information – 
Appropriation Transfers 3

• Ind. Code § 6-1.1-18-6 does not apply to units with departmentalized budgets 
seeking to transfer appropriations from one department to another. Those 
units should follow the additional appropriation procedures and appropriation 
reduction procedures for such transfers. 
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Miscellaneous Information – 
Grant Proceeds

• Grant monies must be expended in accordance with the grant and may 
require the unit to submit an additional appropriation request.  

• If grant monies are receipted into a previously established fund requiring 
appropriation approval by the Department, the unit must follow the additional 
appropriation procedures for that fund as outlined herein. 

• If the grant monies are provided by the state or federal government as a 
reimbursement of an expense made by the unit and receipt/disbursement 
activity for the grant is reflected in a separate fund, the political subdivision 
may appropriate the monies without using the additional appropriation 
procedures or report to the Department in order to make expenditures (Ind. 
Code § 6-1.1-18-7.5). 
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Miscellaneous Information – 
Debt Proceeds

• Bond and loan monies must be expended in accordance with the bond 
budget and purpose but may require the unit to submit an additional 
appropriation request. If the proceeds from a loan or bond are receipted into 
a previously established fund requiring appropriation approval by the 
Department, the unit must follow the additional appropriation procedures for 
that fund as outlined herein.
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Miscellaneous Information – 
Debt Proceeds 2

• For the purposes of additional appropriation requests, loan and bond 
proceeds would be considered reporting only funds and will be acknowledged 
but not approved by the Department. 

• In compliance with Ind. Code § 5-1-18-7 and Ind. Code § 5-1-18-8, the 
Department may not certify an appropriation or property tax levy associated 
with a debt (including a lease) if a debt issuance report has not been 
submitted to the Department via the Debt Management application in 
Gateway. 
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Resources Available
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Resources Available 2

• The Department is currently working on finalizing the following:
• An updated Additional Appropriations user guide that details the 

advertising process and other changes to the application.
• A memo that guides local officials through the additional appropriation 

process and details less common scenarios such as binding reviews and 
transferring appropriations within funds.

• An updated templates for the Notice of Additional Appropriation that details 
new requirements and re-releasing the adoption template.
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Resources Available – User Guides

• User Guides are available by clicking “Help” once in Gateway.
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Resources Available - Memos

• The Department is working on releasing an updated memo outlining the 
additional appropriation process along with a template for the Notice of 
Additional Appropriation and a template for the adoption 
resolution/ordinance.
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Resources Available - Support

• If you are having technical issues with the application, please reach out to our 
support team at Support@DLGF.in.gov. 
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Resources Available 3

• If you are having questions about the 
additional appropriation process, 
please reach out to your Budget Field 
Representative. 

• On the Department’s “Contact Us” 
page, there is a Budget Field Rep 
Assignments Map.
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https://www.in.gov/dlgf/files/maps/Map-Field-Rep-Map-Budget.pdf
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