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[bookmark: _Toc199236717]1. Introduction
This guide has been prepared to assist Council officers with the preparation, submission, and approval process of capital budget carry over requests to 2023-24. The capital budget carry over process and this guide aims to ensure that all capital carry over requests are treated consistently across the organisation and that there is clear understanding of what qualifies as a carry over. The outcome of the capital carry over process will be a recommendation and review by the Executive Team (or ET) with final endorsement by Council within the Amended Budget.

The capital carry over information requested mirrors the operating budget carry over process to ensure all pertinent financial and project data is captured to aide the review process. It also allows the capital budget carry over process to be accurately and centrally recorded in Camms Project (or Camms) for the lifecycle of the project and future years.

For operating carry over requests, including operating initiatives and grants, please refer to the Guidelines for the Amended Budget and complete an online form submission via https://thesource.greaterdandenong.vic.gov.au/financial-services/budget-online-forms
[bookmark: _Toc199236718]2. Amended Budget Timetable 
All operating and capital budget carry over requests are reviewed annually prior to providing a formal recommendation to Council for approval as part of the Amended Budget. 

All capital budget carry over requests must be completed and submitted to Joseph Kent by the assigned Project Manager  in consultation with the Service Manager and other project stakeholders by no later than 27 June 2025. 
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[bookmark: _Toc199236719]3. Further Queries
For assistance with capital carry over requests or other CIP related queries, please contact 

Joseph.Kent@cgd.vic.gov.au
Alison.Saunders@cgd.vic.gov.au

For assistance with operating carry over requests, please contact Financial Services zzfinancialplanning@cgd.vic.gov.au

[bookmark: _Toc199236720]4. Purchase Orders (Commitments)
Please note that purchase orders do not guarantee a carry over. Refer to the Guidelines for the Amended Budget 2025-26 for further information regarding purchase orders and year end procedures.
Purchase orders (commitments) may provide support for a carry over request, but they do not trigger or guarantee a carry over. A carry over request must satisfy a number of requirements. If a contract has been entered into and a purchase order has been raised for this contract in excess of the approved budget, the additional funds will need to be requested at Mid-Year Budget.
All purchase orders raised prior to 1 June 2025 that have been approved and not invoiced/or unapproved will be cancelled in order to maintain the finance system. All orders will need to be raised as new orders for the new financial year, unless you have requested a purchase order to be kept open for 2025-26 by contacting Accounts Payable. Note, this happens occasionally for capital works projects where works are yet to be completed and will occur in the 2025-26 financial year.
All Project Managers should review their financial accounts as at 30 June 2025 to ensure that all invoices relating to works or services performed up to and including 30 June 2025 are included in the 2024-25 financial year. It is the Project Manager’s responsibility to review the project financial expenditure and account journaling prior to submitting a budget carry over request.
When calculating the amount for the carry over request, you must include commitments that will not be spent by the end of the financial year.
Any invoices received and/or paid after 30 June 2025 relating to works or services performed prior to 30 June 2025 should be emailed to Financial Accounting to process an accrual to the correct financial year. This process is important to avoid unnecessary budget overruns in the next financial year. 
[bookmark: _Toc199236721]5. Criteria for Capital Budget Carry Overs
A capital budget carry over request may be required if a capital project within the current annual budget is not complete at the end of 2024-25 and the favourable budget variance available at financial year end is still required to meet the objectives for that project.
Capital budget carry over requests will be reviewed for recommendation to ET and are either ‘recommended’ or ‘for consideration’. ‘Recommended’ carry overs must meet the criteria detailed within this section unless exceptional circumstances are deemed to exist. Carry overs ‘for consideration’ will be further reviewed by ET on a case-by-case basis.
Capital carry over requests must be a minimum of $10,000 and are to be submitted online via Camms for capital projects that have been approved and funded within the 2025-26 Annual Budget, Amended Budget and/or Mid-Year Budget. Section 3 details how to access financial budgets via Camms.
In general, capital budget carry over requests will be considered for recommendation by ET complying with the following criteria:
1. New, upgrade or expansion projects where:
0. A contract has been let or a purchase order raised in the current financial year
0. Works have commenced
0. Funding is required in the following financial year to pay for works that will be undertaken in that financial year
1. A project that is subject to a matching or tied grant/external funding.
1. Multiyear capital projects with insufficient funding  available in the following financial year 


Capital budget carry over requests will not be considered for recommendation if they meet the following criteria:
1. Renewal projects and programs 
1. The project status has been reported as ‘complete’ in the 2024-25 CIP Monthly Report for capital works .A project status marked ‘complete’ indicates that the project has reached practical completion and all handover documentation and invoicing has been finalised for the project.
[bookmark: _Toc199236722][bookmark: _Hlk199235993]6. How to submit a Carry Over Request
All capital budget carry over requests must be submitted via spreadsheet maintained by Joseph Kent. This will be emailed to you early June 2025.
6.1 [bookmark: _Toc138070060][bookmark: _Toc199236723]Budget Carry Over Form Fields
· Complete all fields in the spreadsheet as required until the due date on 27 June 2025, at which time all data will be exported for review.

	No
	Field
	Examples or explanations

	1
	CAMMS Project Number
	Eg 2546-24/25

	2
	Project Title
	Project Title as per Camms

	3
	Project Type
	Please select from the following
· New
· Upgrade
· Expansion
· Renewal

	4
	Have Construction works commenced?
	Yes / No

	5
	Is funding required in 25/26 to pay for works that will be undertaken in that 25/26
	Yes / No

	6
	Project status (as per end of year Infosum Report)
	The project status must match the end of year (June) Infosum Report due to be completed by 30 June. 
(Options: Not Started, In Progress, Complete)

	7
	Carry over request made by

	It is the responsibility of the Project Manager or submitter to ensure all required discussions have been undertaken with key project stakeholders, including the Service Manager, relating to the carry over and activities that will be affected.

	8
	Carry over request submission date
	Enter the date the carry over request is being submitted.

	9
	Reason/s for carry over
	Select one or more of the following reasons
· Project funded in mid-year budget
· Delay due to Third Party Authority
· Delay due to internal resourcing
· Community Sensitive
· Delay due to Project Scope / Requirements
· Project will be completed but payments not finalised in current Year
· Delay due to dependency on other projects
· Multi year project with insufficient funds in the next financial year
· Other Reasons

	7
	Revised estimated practical completion date
	All capital carry overs are expected to be completed by December of the following financial year expect for exceptional or approved circumstances.

	8
	When is the carried over amount expected to be fully expended (for financial phasing)?
	Select the month the approved budget will be fully expended. This field will assist financial phasing.

	9
	Is the proposed carry over an amount that has already been carried over, and if so, how many times?
	Select No previous carryover, Yes (once), Yes (twice) or Yes (three or more times).

	10
	Amount of carry over request
	Put in the specific amount requested to be carried over taking into account known commitments and other costs expected.

	11
	Total budget available for carryover
	Enter the total budget amount available for carryover

	12
	Expenditure account string (XXXX XXXX XXXX)
	Enter the full account number in the following format XXXX XXXX XXXX

	13
	Detailed summary of why the project will be delayed or not delivered and why it should be carried forward to the next financial year
	Provide a detailed explanation of the current and upcoming project activities, and estimated timeframes of completion, reason/s for not being delivered by June 30, and why the project requires a carry over. This will be reviewed by the SASC, ET and Council.

	14
	Does your carry over request relate to grant funding?
If Yes, complete the remaining questions
	Select No, Yes (partly grant funded) or Yes (fully grant funded).

	15
	Did the grant funding arrive in the current financial year but is for future years?
	Select No or Yes

	16
	If the grant is not fully expended, is there an obligation to refund the unspent grant?
	Select No or Yes

	17
	Are there any grant reporting or acquittal requirements?
	Select No or Yes

	18
	Who did Council receive the grant funding from?
	Enter the full name of the organisation the grant was received from.

	19
	What subaccount was the grant funding recorded in?
	Enter the four-digit subaccount XXXX

	20
	Grant funding amount
	Enter the budget carry over amount requested including any unspent commitments.

	21
	Are there any grant funding agreements, letters or supporting documents attached to this carry over request?
	Select No or Yes.
If Yes, click the ‘Attach Document’ tab at the top of the form, click ‘Add’ click ‘Objective Link’ from the dropdown menu, type the Objective Link (format: A1234567) then click ‘Add’. Note that this will be requested from Finance if not provided.

	22
	Other grant funding details
	Enter any other details relating to the grant funding, correspondence/agreements made etc.

	23
	This carry over request has been discussed and approved to be submitted by

	Approval in principle from the Service Manager,  departmental Team Leader, Coordinator or Manager is the responsibility of the Project Manager to obtain prior to submitting a carry over request to ensure ET have been briefed accordingly before the Amended Budget review. 
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Item Due Date Responsible

Capital carry over request due to Asset 

Management  Friday, 27 June 2025 Project Managers

Operating carry over request due to Finance 

(via online form) Friday, 4 July 2025 All

Service and Assets Steering Committee to 

review capital carry overs Thursday, 31 July 2025

Service and Assets 

Steering Committee

ET Review of all carry over request Tuesday, 19 August 2025 ET

Council meeting to adopt carry overs 

(Amended Budget) and Financial statements

Monday, 22 September 2025 Council


