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3. Governing Body Acknowledgement.  The completed form must be an agenda item for discussion at a municipal governing body meeting.  The purpose is to ensure that local officials have been apprised of the response.  That can happen before or after actual submission of the inventory form.  The Municipal Clerk must subsequently file a certification (see attached instructions and certification form) confirming that the Inventory was discussed publicly.
4. Criteria for Withholding Aid.  Because of the first-time nature of the program, last year’s criteria for withholding aid were lenient and minimal penalties were assessed.  However, this year’s criteria withholds aid using a sliding scale up to the full amount of final aid payment:  
	# of Questions scored yes, prospective, or “not applicable”
	Amount of Aid Disbursed
	Impact on final 5% aid payment/impact on total aid

	41-50
	100%
	No penalty

	33-40
	80%
	Lose 20% which equals 1% of total aid

	25-32
	60%
	Lose 40% which equals 2% of total aid

	17-24
	40%
	Lose 60% which equals 3% of total aid

	9-16
	20%
	Lose 80% which equals 4% of total aid

	0-8
	0%
	Lose 100% which equals 5% of total aid


There are other aspects of the Inventory that have not changed:

1. Continued Flexibility with Scoring.  The State Appropriations Act requires the Director to exercise discretion and flexibility in scoring the Best Practices Inventory and reasonable accommodations will be considered where circumstances warrant.  Credit will be given for all “yes” answers and answers of “not applicable” where an appropriate explanation has been given.  Answers of “prospective” will be given credit, but the Division will spot check for compliance and may withhold credit if requisite good faith efforts to comply are not apparent.
2. Chief Financial Officer Certification.  Your Chief Financial Officer must certify the results and submit the form. 

3. Appeals Permitted.  Appeals to the Director will be granted at the conclusion of the process.
Approved:  Thomas H. Neff, Director, Division of Local Government Services
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APPENDIX A
INSTRUCTIONS TO COMPLETE AND SUBMIT THE CY 2011/SFY 2012
BEST PRACTICE INVENTORY
1) Use the worksheet initially emailed to the Clerk and CFO, or download it from the Best Practice website at www.nj.gov/dca/lgs/bestpractice/bestpractice.htm.  
2) The worksheet is locked and allows access only to relevant fields.

3) Step 1 – Select Name of Municipality: follow the instruction at the top of the worksheet.  (Click in cell C1, then click on the down arrow on the right side of the cell, then choose the name of municipality.)
4) Step 2 – for each inventory question, click in the “Select” cell in Column D and choose the appropriate response.

5) If the answer to a question is “Not applicable” insert an explanation in the adjoining “comment” cell (Column E).  The cell will expand to fit the size of the comment.

6) Step 3 – The Chief Financial Officer insert their name and certification number.
7) Step 4 – Save the file using the following naming structure:  2011_best_practice_xxxx.xls and replace xxxx with the municipality’s 4-digit municipal code # (it appears in Cell B2 after the municipality’s name is chosen).

8) Email the worksheet to: bestpractices@dca.state.nj.us   Please include in the Subject line, the name of the municipality and the phrase “best practice submission.”
9) Step 5 – After the governing body considers the Inventory at a public meeting, the Municipal Clerk must complete the “Best Practice Public Meeting Certification Form” (following these instructions) and submit it to the Division.  It is preferred that it be scanned and emailed to bestpractices@dca.state.nj.us and named as follows:  2011_BP Resolution_xxxx.???  where xxxx is the 4-digit municode.  The ??? should be the type of format the file is saved as (i.e., pdf).  Please use the phrase “best practice meeting” in the subject of the email.  If it cannot be scanned, please fax it to 609-633-6243.

10) Email questions concerning completing the worksheet to dlgs@dca.state.nj.us.

11) The deadline for submitting the CY 2011 filing is September 1, 2011; SFY 2012 deadline is April 2, 2012.
Division of Local Government Services
CY 2011/SFY 2012 Best Practice Inventory Program

Best Practice Public Meeting Certification Form
This form must be completed by the Municipal Clerk after the municipal Governing Body has reviewed the completed Best Practice Inventory at a public meeting.

Certification:

	I hereby certify that the Governing Body of the
	

	in the County of
	
	discussed the CY 2011/SFY 2012 Best Practice Inventory

	as prepared by the Chief Financial Officer at a public meeting on
	.


	Signature of Municipal Clerk
	

	Printed name of Clerk:
	

	RMC #:
	

	Date:
	


(See Instructions to Complete and Submit the CY 2011/SFY 2012 Best Practice Inventory in Local Finance Notice 2011-18 for filing instructions.)
LFN 2011-18R





July 18, 2011





CY 2011/SFY 2012 Best Practices Inventory Questionnaire


The State’s Fiscal Year 2012 Appropriations Act (P.L. 2011, c.85) requires the Division of Local Government Services (Division) to determine how much of each municipality’s final 5% allocation of its CMPTRA and ETR aid will be disbursed based upon the results of a Best Practices Inventory (the Inventory) to be completed by each municipality.  This Local Finance Notice provides guidance with respect to how the Division will implement this statutory requirement.


The Inventory is a constructive way to encourage municipalities to consider and embrace a range of best practices that will help improve financial accountability and transparency.  Perfect scores are not required to receive the final 5% State aid payments and credit is provided where municipalities are acting in good faith to prospectively implement practices.  


The Inventory is an Excel worksheet that must be filled out and returned to the Division.  Municipalities operating on a Calendar Year or Transition Fiscal year (SFY reversions) must return their Inventory to the Division by September 1, 2011 and municipalities operating on a Fiscal Year must return their Inventory by �April 2, 2012.  Completion and filing instructions are an Appendix to this Notice. 


Several changes have been made to the Inventory and its implementation.  


Fewer, More Focused Questions.  This year’s Inventory has been shortened from more than 80 questions to 50.  Some questions from last year are repeated.  These are questions that the Division found to be important performance measures worthy of continued monitoring.  There are also new questions designed to encourage financial accountability and transparency or to ensure compliance with various laws and regulations where compliance has sometimes been lacking.


User Friendly Format.  As an �HYPERLINK "http://www.nj.gov/dca/lgs/bestpractice/2011_bp_worksheet.xls"��Excel worksheet� this year, it is filled out and emailed to the Division.  In addition to allowing “yes” or “no” answers, the form allows the option of answering each question as “not applicable” or that compliance will be “prospective.”   “Not applicable” is only an appropriate answer if a municipality concludes that the requirement is impossible to meet given the municipality’s circumstances.  Using “not applicable” requires an explanation of why it is not applicable in the “comment” space provided.  The “prospective” answer should only be used to indicate that compliance with a practice will be forthcoming in the upcoming year based on good faith efforts and direction from appropriate officials to implement the practice.  The spreadsheet automatically computes the score.








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


Municipal Clerks


Municipal Chief Financial Officers

















