
How to Submit a Budget Amendment 

 

Sign-In to your GMS Account 

 

Select the correct ESG iteration from the main menu 

 

 

Under the Menu select “Budget Amendment Request” 

 

Select “Add Budget Amendment” 

 



1. Fill out the Budget Amendment Request 
2. Change the Original Budget Amount by adding or subtracting money from the Category you will 

be making changes to  
3. The Total Original Budget must equal Total New Budget 

To subtract funds from an activity, add the subtract symbol in front of the dollar amount you want to 
subtract 

To add funds to an activity simply enter the dollar amount 

- Once the changes have been made and the Total Original Budget equals the Total New 
Budget, then proceed to filling out the “Reason for Amendment Request Section” 

 

- Once complete, Click on Save  
- Once you Click on Save, then proceed to click Submit  



 

- You will received a message asking if you’re sure you want to submit? Select Yes 

 

- After you submit, you will see your Budget Amendment Request under the Menu Section 
“Budget Amendment Request.” 

- The system will send an email to your “Authorized Agent” for approval. Please ensure there 
is an authorized agent listed with an accurate email address.  

o If any information is missing, incorrect or if authorized agent needs to be updated 
please email ESG@thda.org.  

- THDA will be unable to view/approve the budget amendment until after the Budget 
Amendment is approved by the authorized individual.  


