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Waiver Application Instructions

The following instructions apply to submitting SFY 2008 Municipal Budget Cap Waiver Applications to the Local Finance Board (see Local Finance Notice 2007-20 for additional details). The application is used for the Levy Cap and Appropriation Cap Waivers for surplus, sale of assets, and cash deficits.  

All forms are posted on the Local Finance Board web page under “Waivers.”  The following Budget Cap Waiver forms are posted for download and their use described in this document:

· Budget Cap Waiver Application Workbook (Excel)

· Budget Cap Waiver Application Executive Summary (Word)
· Governing Body Resolution (online or mail submission)

· Applicant Certification (online or mail submission)
The Waiver Application itself consists of two files: an Excel for data and a Word file for the Executive Summary.  Both must be submitted as the application.   The separate Word file is necessary because Excel does not easily accept the length of narrative files that many users will prepare as the Executive Summary.
Please review these instructions in full before attempting to complete the application form.  Questions concerning any of the procedures or forms in this Notice can be e-mailed to the Division at dlgs@dca.state.nj.us. 

General Instructions

1. The Waiver Application worksheet must have all relevant cells filled in.
2. Users not familiar with “tabs” or having other problems with the form should send an e-mail to dlgs@dca.state.nj.us.  

3. Applicants may submit exhibits in support of their application.  
4. When an exhibit is submitted, the method of submission must be indicated on Page 4 of the application.  These documents should be filed via e-mail if possible.  Do not submit copies of documents already on file with the Division (i.e., audit or AFS) or labor contracts.

5. All worksheets in the workbook have Columns A and B hidden as they contain coding used by the Division to transfer information into databases.   Thus, all sheets start with Column C.


6. Cells that require a choice of options (i.e., yes or no) will display a small arrow to the right of the cell when the cell is clicked.  In those cases, click on the arrow to display the options, and then click on the appropriate option.

7. Waiver Applications will not be considered until the budget is introduced.  The Division needs the entire budget package to evaluate the request.
8. When submitting via e-mail, it is important that the applicant name the e-mailed files in a way that the Division can determine who the applicant is and the type of document being submitted.  The following section on “File Naming Conventions” explains the proper way to name e-mailed files.

9. The system is currently designed to accept only one application per municipality.  If there is a circumstance when a municipality, having initially applied for one waiver must file a second application, please notify the Division so the submission can be appropriately handled.

10. Submit waiver related files to lfb@dca.state.nj.us.  Do not use this e-mail address for any purpose other than cap waivers or Levy Cap Calculation workbook submissions.  Any questions or other correspondence must be sent to dlgs@dca.state.nj.us. 
File Naming Conventions

In order for the Division to identify the type of file being submitted, users must name their files in a way they can be recognized by a computer program.  The key to that is listing the municipality’s four-digit “municode” – the code number found at the top of all Division of Local Government Services online aid certifications and Municipal Information Sheets.  

Users must use their Municode number in the following manner when naming files submitted via e-mail.  The use of an underscore ( _ ) in the file name means the uppercase hyphen and must be included in the two separate places in each filename.  Upper or lower case letters can be used.
In the example that follows, a sample municode (2205) is used.

· Cap Waiver Application  = MuniCode_CWA_Year.xls
For example, for a municipality with the Municode 2205, a Cap Waiver Application would be named:  2205_cwa_2008.xls   

· Cap Waiver Executive Summary = Municode_Sum_Year.doc
For example, for a municipality with the Municode 2205, a Cap Waiver Executive Summary would be named: 2205_Sum_2008.doc 

· Cap Waiver Governing Body Resolution= MuniCode_Res_Year.xls
For example, for a municipality with the Municode 2205, a Governing Body Resolution would be named:  2205_res_2008.xls   

· Cap Waiver Applicant Certification = MuniCode_Cer_Year.xls
For example, for a municipality with the Municode 2205, a Governing Body Resolution would be named:  2205_Cer_2008.xls   

· Waiver Exhibit =  MuniCode_WX1_year.???
In this case, “WX” means “Waiver exhibit” followed by a number representing which one of the total number of exhibits being submitted.  The “???” is the file extension (i.e., PDF for Acrobat, doc for Word, etc.).  
For the sample municipality 2205, exhibits might include:





2205_wx1_2008.pdf (Acrobat document),






2205_wx2_2008.doc (Word document), 




…and so forth.

Application Resolution and Certification
The Waiver is an application to the LFB that requires the passage of a resolution by the governing body approving the submission of the application.  The Board also requires a Certification by a local official that the documents are true and approved by the Governing Body.  

To facilitate the filing of these documents, the Board will accept a resolution that is signed and sealed by the municipal clerk and then scanned as a TIF or PDF file and e-mailed to lfb@dca.state.nj.us.  A signed Application Certification can be submitted the same way.  Please be sure to follow the proper filing naming conventions when submitting by e-mail.

If the applicant cannot scan the documents, they can be submitted in paper form by mail.  

Waiver Application Worksheet

Page 1 - Applicant Information: 
1. Complete this form in its entirety.  
2. Do not type in the name of the municipality or county.  Follow the instructions below to automatically select and populate the name of the municipality:

a. Click on Cell C2, and then click the arrow that appears.

b. Scroll to select the desired municipality (and county where appropriate).  This will automatically fill in the municipality code, the municipality name, and the county throughout the workbook.  
c. Under the table labeled “Agency Information” fill out the address information which will also pre-fill other cells throughout the workbook.
3. Continue to the next table, “Waiver Type.”  There are four types of waiver applications that can be requested:

a. Levy Cap

b. Surplus Appropriation 

c. Sales of Assets
d. Cash Deficits.
4. For each type of waiver being requested, enter the total amount for that waiver in the corresponding right-most cell.  The total will automatically be calculated.  If the applicant has also submitted an application for Extraordinary Aid, click on the cell and select “Yes.”
5. Complete the “Applicant Contact Information” by entering the appropriate information in its corresponding cell.

Page 2- Resolution Service List
1. Complete the form with the names and contact information for the Clerk, Mayor or Chief Executive, Chief Financial Officer, Auditor and another contact person for the Service List by the Secretary of the Local Finance Board.  
2. The address information for the Clerk, Mayor, and the CFO are pre-populated with the information from the first page.  If the information for that particular position is different than the information that appears, write over the incorrect information.

Page 3 – Justification of Waiver Request
1. For each waiver requested, insert the budget line item title, sheet number, the purpose of the waiver, the amount, and use the drop down box to indicate if exhibits are being submitted. 
2. In the “Purpose and Justification of Waiver” column, include an explanation of the reasons for the waiver (i.e., the cost increase or the loss of a revenue source).  Describe efforts to control the cost or to increase revenue generating ability and explain the realistic and practical ramifications if the waiver is not granted. 
3. There are three choices found in Exhibit drop down box (the right-most cell in the table), Yes/File Attached; Yes/Exhibit to be mailed; and None.  These boxes are set to default to “None.” If an exhibit is being submitted, click on the cell for that waiver and the arrow that will appear; then select the appropriate choice from the drop down menu.
Page 4 –General Information
This page asks for general information about statutory filings, property taxes and assessments, deferred charges, and surplus use.  There are five tables:
1. Under Statutory Filings, for each document click the “Yes/No” box, the down arrow and choose accordingly.
2. (Municipal applications only) Complete the questions concerning tax rate, actual tax collection percentage, reserve for uncollected taxes, and budgeted collection in full.
3. (Municipal only) Answer the questions regarding year of last revaluation, current assessment ratio, and average residential property value.

4. Fill in the information relating to Deferred Charges for the past three years: Cash Deficits at Year End; Overexpenditures/Expenditures Without an Appropriation at Year End; and Emergency Appropriations Authorized Pursuant to N.J.S.A. 40A:4-46.

5. Complete the available surplus calculation for the current year.
Page 5 –Revenue Utilization (Levy Waiver Requests only) 
List the five largest revenues available for use that were not anticipated in the budget. 
Page 6 – Other Financial Information 

(Surplus, Asset Sales and Cash Deficit Waivers only)

This page contains two tables:

1. Complete the information concerning tax appeals: reserves and amounts budgeted.

2. Complete the information concerning the Appropriation Cap COLA Ordinance and referendum.
Waiver Request Executive Summary (Word Document)
This separate Microsoft Word document summarizes the circumstances of the Waiver Request.  Do not use this section to explain details of individual waiver requests; that is covered on the “Page 3” of the application workbook.  Use this Word document to summarize the application and provide any information that does not appear elsewhere in the application or in an exhibit that would assist the Board in making its decision. 
The following should be reflected in the summary.  
1. General overview and list of waiver requests

2. Reasons for any new programs, hiring, or spending initiatives in the budget

3. Expiration dates of all existing labor contracts

4. Explanation of actions taken to control costs, including productivity improvements, shared services, and changes in service delivery in other areas 

5. Tax impact on average home if the waivers are approved

6. Use of one-time revenues in budget

7. If available revenues have been maximized; if not, why not?  

8. Have available appropriations been cancelled?  If not, why not?

9. Other information the applicant wants the Local Finance Board to know.
This file is then names appropriately (see File Naming Conventions above) and e-mailed along with the Waiver Application Workbook to lfb@dca.state.nj.us. 
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