M E M O R A N D U M


TO:		Agency Heads 
		Constitutional Officers &
		Department Heads

FROM:	Callie Dombrowski, Finance/Budget Manager, Management Services  

DATE:	June 2, 2025

SUBJECT:	FY25 Carryover Requests

Carryover Requests are the process in which unspent funds from one fiscal year are allowed to be carried forward to the new fiscal year with proper justification and approval.

All Carryover requests must include a complete and concise explanation for why the monies were not spent in the last fiscal year(s), why the Carryover is needed, and how the monies will be spent in FY26. In order to process the carryovers in a timely manner, please refrain from using “Remaining Balance” as the amount for your carryover request.

All requests must be over $500 and/or Grant funded to be considered for approval.  In addition, please do not forget to include requests for any Grant Revenue not received in FY25 and expected to be received in FY26.

Carryovers should only be requested if the essential expenditure cannot be fully encumbered using the Purchase Order process.  All requests must be submitted to budgetaccounting@co.campbell.va.us by the close of business on Friday, June 30th in the format provided below.  

All requests received will be compiled into one document for review by the County Administrator, who will then make a final recommendation of approval or denial of each request to the Board of Supervisors. Once the Board approves or denies the requests, each Department will be notified.  

Please note that Carryover Requests do not go to the Board of Supervisors until the September meeting.  

If you have any questions regarding this process or the instructions, please contact me at 434-332-9798 or budgetaccounting@co.campbell.va.us.

EXAMPLE:

Please be sure to use this format, in an Excel spreadsheet when submitting your requests.
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Template:

Department

GL Line Amount GL Line Description

Explanation for why funds were not used, why the carryover is needed, and how the 

funds will be spent in FY26.
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Example:

Information Technology

4-100-012510-8107 4,980.00 $        EDP Equipment

Funds are requested to be carried forward to continue the installation of additional 

WiFi Access Points and the replacement of existing ones at County facilities. Finding 

was initially projected to be used in FY23 and since determined to be needed in FY24 

when the respective work will be successfully completed.


