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All officials involved in budget preparation should review this Notice and 2007-25 and follow-up with the other documents as necessary to their needs.  Budget preparers should also read the Reference Guide to Fire District Budgets.
Changes to Budget Sheets and Excel Workbook

Because of the new Property Tax Levy Cap, the Excel worksheet has been substantially reorganized as a workbook, and while the format remains substantially the same, many budget sheets have been modified to reflect levy cap requirements, and new forms have been added; specifically 

· The single workbook was re-designed to make it easier to find the individual budget pages.  Instead of all of the pages appearing on one worksheet, each page has its own tab in the workbook.  

· The workbook includes new worksheets for the Levy Cap Calculation and built-in links to ensure integrity of data entry.  

· Supplemental Schedules have been added to account for Levy Cap issues 

· Appendices have been created to display more line items than allowed on some budget sheets.   

· Formula cells have been added and protected from alteration.

The workbook has been designed for Supplemental Schedules to be completed first.  Relevant cells on those sheets will automatically transfer to the Levy Cap Calculation worksheets, and then to Budget pages.  
The worksheet is designed for use with Microsoft Excel 2000, 2003, and 2007 and compatible programs.  Users with earlier versions should upgrade at once.  

Users that have designed their own worksheets are urged to carefully review their efforts and begin using the Division workbook.  It is the Division’s long term goal for the budget workbook itself to be filed electronically as part of budget submission and review.
Budget Calendar and Instructions
Included with this Notice are supplemental documents that are integral to preparing the budget. They should be reviewed by all budget preparers:

· Budget Calendar: each due date and deadline of the budget process

· General Filing Information: instructions of what to file, where, when and how

· Using the New Excel Workbook: Technical information on using the new DLGS fire district budget forms spreadsheet

· Budget Workbook Completion Instructions: a critical step-by-step guide to completing the budget workbook.

Separate from this Notice, but included with the original e-mail distribution and available online is the Reference Guide to Fire District Budgets.  This update to the traditional “instructions” that accompanied the budget is a full explanation of each budget line item, how information should be calculated, and answers many questions about preparing the budget.  The budget preparer should keep this document handy and refer it when preparing the budget.

Conclusion

The CY 2008 fire district budget cycle will likely be very challenging.  Division staff will respond to e-mails (preferred) or calls to (609)-984-0132 with questions or need for assistance as timely as possible.  At the same time, district personnel are asked to be patient as the Division staff works their way through this new process – it is new for all of us.

District personnel that are enrolled in GovConnect should regularly check their e-mail for any updates or changes to budget procedures. Other individuals can keep up on Division activities through our DLGS-News list serve.
Approved: Susan Jacobucci, Director
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GENERAL BUDGET FILING INFORMATION
WHO MUST FILE
Every duly created fire district must submit two copies of its approved and two adopted budgets annually to the Director of the Division of Local Government Services for review and certification.

BUDGET DOCUMENT TIMING

Hearing date must be later than 28 days after introduction/approval.  DLGS staff must have the budget for at least 30 days to allow sufficient time for examination.  If a waiver is requested, additional time will be needed to allow for Local Finance Board action.

WHEN TO FILE WITH THE DIRECTOR
1) The introduced and approved budget at least 60 days prior to the annual election which is to be held the third Saturday in February, all pursuant to N.J.A.C. 5:31-2.4,

2) The adopted budget within seven days after adoption, and

3) The Certification of the Annual Fire District Election within five days after the annual voter election and referendum. 

WHERE TO FILE:
Division of Local Government Services

Bureau of Authority Regulation

Department of Community Affairs

101 South Broad Street

P.O. Box 803

Trenton, New Jersey 08625-0803

WHAT TO FILE
1) Two sets of the introduced and approved budget are to be transmitted to the Director.  A “set” includes the following documents, and each set should be stapled together in the order shown below:  

a. Pages 1 thru 10A

b. Supplemental Schedules pages 1 thru 8

c. Levy Cap Calculation pages LC-1 thru LC-3

2) If appropriate, file a Cap Levy Waiver application with the Local Finance Board via e-mail (see Fire District Cap Levy Waiver Instructions document).

3) Upon adoption, file with the Director:

· Two sets of the ADOPTED BUDGET, pages 1 thru 12

· Supplemental Schedules, pages 1 thru 8, 

· Levy Cap Calculation pages LC-1 thru LC-3 and

· Copy of the Executed Levy Referendum Resolution if applicable.

4) File one copy of the Results of Annual Fire District Election within five days after the annual voter referendum with the Director.

LATE BUDGET RESOLUTION
Budgets not submitted to the Division within the statutory time period must be accompanied by a resolution of the fire commissioners setting forth the reasons for the delay in submitting the budget on time, subject to the provisions of N.J.A.C. 5:31-2.5 (a) and (b).

STATE OF NEW JERSEY
DEPARTMENT OF COMMUNITY AFFAIRS

DIVISION OF LOCAL GOVERNMENT SERVICES

BUREAU OF AUTHORITY REGULATION

2008 FIRE DISTRICT BUDGET CALENDAR
All due dates are based on calendar periods

	Actions
	Statutory Dates
	Suggested Dates

	Introduction and approval of budget by Fire Commissioners at least 60 days prior to the annual election.  LOSAP resolution must be adopted.
	12/18/2007
	10/28/2007

	District submits two copies of budget as introduced and approved by the Fire Commissioners to the Director of the DLGS, at least 60 days prior to the annual election.  Submit two copies of adopted LOSAP resolution to DLGS.
	12/18/2007
	10/28/2007

	Advertisement of public hearing, etc., at least ten days prior to such hearing. 
	1/5/2008
	11/16/2007

	A complete copy of the approved budget is posted and made available to each person requesting a copy during the week preceding the hearing and during the hearing.
	1/8/08
to
1/15/08
	11/19/07
to
11/26/07

	Public hearing to be held not less than twenty-eight days after approval of the budget by Fire Commissioners. (After closing hearing, Fire Commissioners may adopt the budget without amendments, or may approve amendments).
	1/15/2008
	11/26/2007

	Adoption of budget not later than twenty-five days prior to the annual election. 
	1/22/2008
	11/26/2007

	District submits two copies of adopted budget to Director within seven days after adoption. 
	1/29/2008
	12/3/2007

	Division returns one certified copy of adopted budget to District within seven days. 
	2/5/2008
	12/10/2007

	Advertisement of certified, adopted budget at least seven days prior to the annual election. 
	2/9/2008
	2/9/2008

	Annual Election and LOSAP ratification.         
	2/16/2008
	2/16/2008

	Submit annual election results to Director within five days after annual voter referendum.
	2/21/2008
	2/21/2008


USING THE NEW BUDGET EXCEL WORKBOOK

If after reviewing the budget forms and reading these instructions any questions or doubts remain as to what is required, contact the Bureau of Authority Regulation at (609) 984-0132 and ask for assistance.  Do so as early as possible and before introducing the budget.

When Completing the Budget Workbook

Budget preparers are encouraged to use Microsoft Excel and the Division designed workbook to complete the budget.  When using them, please note the following:

· Select the name of the Fire District from the dropdown menu found on the page at cell location B-13 on the tab labeled “Instructions.  This will automatically insert the Fire District’s Name and Number throughout the workbook.

· When the Reference Guide or Instructions note that an amount must be copied from the Supplemental Schedule to a Budget Sheet, the worksheet will automatically copy the information. 
· DO NOT add or insert rows to any spreadsheet anywhere except when the worksheet is labeled for that purpose!  
· For SS-5 and SS-6 Appendix worksheets have been created to accommodate those districts that do not have enough room on the base worksheets to list all the line items in any category.  They permit the District to list the line items on a worksheet that will be included with the budget document, instead of a separate sheet.

· For SS-7 and SS-8, the sheets have certain areas where rows can be inserted for this purpose.  Do not insert rows anywhere on a worksheet unless it is labeled for insertion.

· For example, using an Appendix sheet for Cost of Operations: Operating Expenses shown on SS-6, the SS-6 section will appear as follows: 

	COST OF OPERATIONS 

OTHER EXPENSES 

(N.J.S.A. 40A:14-78.6)
	           CROSS
	2008 

PROPOSED
	
	2007

CURRENT YEAR’S

ADOPTED

	
	 
	REF.
	
	BUDGET
	
	BUDGET

	OPERATING - (List Individually):
	
	
	
	--------
	
	--------

	See Appendix
	*
	
	*
	23,000
	*
	23,000

	
	*
	
	*
	
	*
	


STEPS TO COMPLETING THE BUDGET WORKBOOK

The Division recommends that budget preparers follow the steps detailed below in order to prepare their budget.  The Reference Guide to Fire District Budget Preparation is intended to provide important details and should be consulted as individual worksheets are prepared.  

It will be more useful to complete the appropriation and revenue budgets completely and then go back to make any necessary adjustments to meet Property Tax Levy cap.

Throughout this document the term “adopted” means the budget of the current year (the budget that ends on December 31); the term “proposed” budget refers to the budget being planned for introduction and adoption.

“Pages” refer to page numbers of the budget, not to be confused with Supplemental “Sheets” (SS-X).

Part 1 – Calculation of Appropriations and Revenues

1. Review the budget workbook sheets, using the Reference Guide to understand the form and changes that have been made to it.  Consult the Reference Guide as each sheet is prepared.

2. Obtain a copy of the final version of the adopted budget, and gather information about current spending.

3. Complete the Instruction and Data Entry Tab of the worksheet (see Levy Cap Calculation in the Reference Guide)

4. Complete SS-5, the Salary detail worksheet.  

a. Use the SS-5 Appendix worksheet if more lines are needed for additional titles. 

b. If only one additional line is needed in a section on the SS-5, overwrite the Appendix carry forward line.

c. DO NOT INSERT ROWS into the SS-5 worksheet; use the SS-5 Appendix instead.  Follow the direction SS-6 if more rows are needed.  Totals on the Appendix will automatically carry forward to SS-5.

5. Complete the Salary and Wage budget lines for the adopted budget on Pages 6 and 7.  The proposed budget Salary information will be automatically carried forward from the entries on SS-5.

6. Complete SS-5A – Fringe Benefit Costs (new)

a. Using the adopted budget and projected expenditures, break down fringe costs by type, including pensions (both PERS and PFRS), employee group health insurance, and other fringe costs.  

b. Update the numbers to reflect the needs for the proposed budget.  

c. While accuracy of the breakdown between Administration and Operation and Maintenance is not critical, it is important to accurately reflect Other Costs Offset by Revenue.  

d. Use the analysis to complete SS-5A 

e. The totals automatically carry forward to Pages 6 and 7 of the budget.

7. Complete SS-6, Other Expenses, for both the Adopted and Proposed budgets

a. If spaces for additional line items are needed, DO NOT INSERT ROWS into the SS-6 worksheet; use the SS-6 Appendix instead.  Totals on the Appendix will automatically carry forward to SS-6.

b. If only one additional line is needed in a section on the SS-6, overwrite the Appendix carry forward line.

c. The totals automatically carry forward to Pages 6 and 7 of the budget and fill out the Health Benefits Exclusion and the Pension Exclusion of the Levy Cap Calculation.

8. Complete Debt Service information on SS-7 (Debt Service Principal) and SS-8 (Interest) sheets, for the adopted, proposed, and next four years columns.  The totals automatically carry forward to Page 10 and complete the Debt exclusion portion of the Levy Cap Calculation.

9. Complete the appropriations side of the budget by filling in Sheets 7 though 9: First Aid, Deferred Charges, LOSAP, and Capital Appropriations for both for the adopted and proposed budget columns.  The Capital Appropriations total and LOSAP information are automatically brought forward as an exclusion items on the Levy Cap Calculation.   See the Reference Guide for important Levy Cap information on Capital and LOSAP appropriations.

10. Starting with the previous year’s audit, calculate and complete the Unrestricted and Restricted Fund Balance on Page SS-2.

11. Complete SS-3 through SS-4 revenue pages using the Adopted budget and current accounting records to display current revenues and make projections for the Proposed budget.

12. Fill out the other revenue Items found on Pages 4 and 5.

Part 2 – Levy Cap Compliance Analysis

1. Review the LC-1, Levy Cap Calculation worksheet to be sure all fields have been properly entered (See Reference Guide).  Review the subsidiary sheets, LC-2 and LC-3 as well.  If not complete, correct the LC-1 or other budget sheets as necessary.
2. Determine if the budget is over or in compliance with the Property Tax Levy Cap

· Page 5 includes a calculation that shows if the budget is in compliance with Levy Cap Calculation

· The next to the last row on Page 5 shows the Maximum Allowable Amount to be Raised by Taxation (i.e., the Levy Cap, calculated on Sheet LCC-1)

· If the budget as prepared has a tax levy over that amount, that amount will be in red, and the bottom row will show the amount over the Levy Cap (Page 5, R-5 less the Levy Cap)

3. If the budget is under the cap, no further action is required.  If the levy is over the cap limit (shown in red), action must be taken to bring it into compliance.  After a careful review of the budget and the district’s financial conditions, any individual or combination of the following actions may be used to bring the district into compliance:

a. Reduce appropriations to bring the levy under the cap

b. Increase use of fund balance (reduces the levy)

c. Plan for a public referendum question as part of annual ballot to increase the allowable spending

d. Request a Levy Cap Waiver for extraordinary purposes from the Local Finance Board to increase the allowable levy (see separate instructions on how to apply for a Waiver and how to reflect it in the budget)

4. If a waiver or referendum question will be used to meet the levy cap, identify individual Supplemental Sheet line items and show the amounts for each request on the sheets as a separate line item below the primary item.

a. Waiver Line Items or Referendum Line Items must either be entered as an administrative expense or as an operations and maintenance expense.  By definition, an appropriation offset by revenue cannot be considered to be a levy waiver or levy referendum line item.

b. Manually transfer any waiver or referendum line item to the appropriate section on Page 10A.  Those entries will be reflected on the Levy Cap Calculation form and will recalculate the Levy Cap.
5. Repeat the process until the budget is in compliance.

Part 3 – Procedural

1. Once the budget worksheet is complete, print out all sheets.

2. Using the Fire District Budget Forms Word document, complete the following:

a. Budget Message (including new information about the Cap Levy).

b. Resolution Approving the 2008 Budget (after the Commissioners vote)

c. Certification Sheets

3. Submit two copies of all documents to the Division.

Part 4 – Completing the Process

1. Pass the Resolution Approving the Budget

2. Prepare and submit two copies of completed budget package to Division of Local Government Services

3. Hold public hearing

4. Make any amendments and submit to Division of Local Government Services for approval

5. Adopt budget and prepare for annual election, budget vote, and cap levy referendum (if necessary).

6. Hold election

7. Submit Certification of Results to Division of Local Government Services
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CY 2008 FIRE DISTRICT BUDGET 


INSTRUCTIONS





With the implementation of the Property Tax Levy Cap (P.L. 2007, c.62) the Division of Local Government Services has made major changes to the fire district budget filing process.  These changes are driven by accommodating the needs of the Levy Cap calculation, as well as taking advantage of the circumstance to update the Excel workbook that has been used for many years into a more useful form, and taking advantage of the Excel program itself.





This Local Finance Notice reviews changes to the budget preparation process, form changes, and guidance on the steps districts should follow to prepare their budget.  This Notice must be read in concert with � HYPERLINK "http://www.nj.gov/dca/lgs/lfns/07lfns/2007-25.doc" ��Local Finance Notice 2007-25� which covers procedures related to the Property Tax Levy Cap calculation, cap waiver applications, and cap referendums.





The changes make it absolutely imperative for district financial personnel (by whatever titles: finance commissioner, auditor, budget preparer, and bookkeepers) to carefully and deliberately examine and understand the various documents that guide implementation of this program.  These documents include the following (underlined text are web links):


General Information (e-mailed to Commissioners)


� HYPERLINK "http://www.nj.gov/dca/lgs/lfns/07lfns/2007-24.doc" ��Local Finance Notice 2007-24�  CY 2008 Fire District Budget Preparation, Calendar and Submittal Instructions


� HYPERLINK "http://www.nj.gov/dca/lgs/lfns/07lfns/2007-25.doc" ��Local Finance Notice 2007-25�  CY 2008 Fire District Budgets and the Property Tax Levy Cap Law


� HYPERLINK "http://www.nj.gov/dca/lgs/authreg/authmenu.shtml" \l "firebud" ��Forms and Reference Documents� (e-mailed to Commissioners)


� HYPERLINK "http://www.state.nj.us/dca/lgs/authreg/08forms/fd2008ref.pdf" ��Reference Guide to Fire District Budgets (pdf)�


� HYPERLINK "http://highpoint.state.nj.us/dca/lgs/authreg/08forms/fd2008budwkbook.xls" ��CY 2008 Fire District Budget Workbook (Excel)


��HYPERLINK "http://www.state.nj.us/dca/lgs/authreg/08forms/fd2008bu.doc"��CY 2008 Fire District Budget Forms (Word, including Transmittal form)


�� HYPERLINK "http://www.state.nj.us/dca/lgs/authreg/08forms/fd2008modelresolution.doc" ��Levy Cap Referendum Resolution�


� HYPERLINK "http://www.nj.gov/dca/lgs/lfb/lfbmenu.shtml" \l "CapWaiver" ��Levy Cap Waiver Information� (available online)


�HYPERLINK "http://www.state.nj.us/dca/lgs/authreg/08forms/fd2008levycapwaiverinstrucs.doc"��Levy Cap Waiver Instructions�


� HYPERLINK "http://www.state.nj.us/dca/lgs/authreg/08forms/fd2008levycapwaiverapp.xls" ��Levy Cap Waiver Application Worksheet (Excel)


�� HYPERLINK "http://www.state.nj.us/dca/lgs/lfb/waivers/levy/waiverappres.doc" ��Levy Cap Waiver Application Resolution�


� HYPERLINK "http://www.state.nj.us/dca/lgs/lfb/waivers/levy/levycapexecsum.doc" ��Levy Cap Waiver Application Executive Summary (Word)�








Contact Information





Director's Office


V.  609.292.6613


F.  609.292.9073


Local Government Research


V.  609.292.6110


F.  609.292.9073


Financial Regulation�and Assistance


V.  609.292.4806


F.  609.984.7388


Local Finance Board


V.  609.292.0479


F.  609.633.6243


Local Management Services


V.  609.292.7842


F.  609.633.6243


Authority Regulation


V.  609.984.0132


F.  609.984.7388


Mail and Delivery


101 South Broad St.


PO Box 803


Trenton, New Jersey


08625-0803


Web: � HYPERLINK "http://www.nj.gov/dca/lgs" ��www.nj.gov/dca/lgs�


E-mail: � HYPERLINK "mailto:dlgs@dca.state.nj.us" ��dlgs@dca.state.nj.us�








Distribution


Fire Districts

















