CITY OF TALENT BUDGET COMMITTEE
BUDGET COMMITTEE MEETING AGENDA
TALENT COMMUNITY CENTER
May 13, 2014 — 6:30 P.M.

Budget Committee meetings are being digitally recorded and will be available on the City website: www.cityoftalent.org

The Budget Committee of the City of Talent will meet on Tuesday, May 13, 2014 in a regular Budget Committee meeting at 6:30
P.M. in the Talent Community Center, 206 E. Main Street.

The meeting location is accessible to persons with disabilities. A request for an interpreter for the hearing impaired, or for other
accommodations for persons with disabilities, should be made at least 48 hours in advance of the meeting to the City Recorder at
541-535-1566, ext. 1012.

The City of Talent Budget Committee reserves the right to add or delete items as needed, change the order of the agenda, and
discuss any other business deemed necessary at the time of the study session and/or meeting.

REGULAR BUDGET COMMITTEE MEETING- 6:30 PM

Anyone wishing to speak on an agenda item should complete a Public Comment Form and give it to the Minute Taker. Public
Comment Forms are located at the entrance to the meeting place. Comments pertaining to specific agenda items will be taken at
the time the matter is discussed by the Budget Committee.

1. Call to Order/Roll Call

2. Pledge of Allegiance

3. Approval of Minutes for May 8, 2014, ....cuiuieiiieiiiuiiieiiiteratisratessasesssessssassssassssasssssssssnsassns Page 2-26
4 Public Hearings

Public hearings are conducted under a prescribed procedure depending on the topic. The presiding officer will conduct the
hearing in accordance with those procedures which will allow for public input at the announced time.

4.1 Public Comment on the Use of State Revenue Sharing Funds
4.2 Public Comment on the Proposed Budget for FY 2014-15
5. Budget Committee Discussion
6. Action Items
6.1 Motion on the Use of State Revenue Sharing Funds for fiscal year 2014-2015
6.2 Motion to approve the budget for fiscal year 2014-2015
6.3 Motion to approve the Tax Levy for fiscal year 2014-2015
7. Adjournment

Note: This agenda is posted on the City of Talent website (www.cityoftalent.org) in advance of each meeting.
A copy of the budget document may be inspected or obtained on or after May 8, 2014 at Talent City Hall, 110
East Main Street, between the hours of 8:30 AM and 5:00 PM or on the City of Talent website.

In compliance with the Americans with Disabilities Act, if you need special assistant to participate in this
meeting, please contact TTY phone number 1-800-735-2900 for English and for Spanish please contact TTY
phone number 1-800-735-3896.


http://www.cityoftalent.org/
http://www.cityoftalent.org/

CITY OF TALENT BUDGET COMMITTEE
BUDGET COMMITTEE MEETING DRAFT MINUTES
TALENT COMMUNITY CENTER
May 8, 2014 — 6:30 P.M.

Budget Committee meetings are being digitaily recorded and will be available on the City website: www.citvoftalent.org

The Budget Committee of the City of Talent will meet on Thursday, May 8, 2014 in a regular Budget Committee meeting at 6:30
P.M. in the Talent Community Center, 206 E. Main Street.

The meeting location is accessible to persons with disabilities. A request for an interpreter for the hearing impaired, or for other
accommodations for persons with disabilities, should be made at least 48 hours in advance of the meeting to the City Recorder at
541-535-1566, ext. 1012,

The City of Talent Budget Commities reserves the right to add or delete items as needed, change the order of the agenda, and
discuss any other business deemed necessary at the time of the study session and/or meeting,

REGULAR BUDGET COMMITTEE MEETING- 6:30 PM

Anyone wishing to speak on an agenda item should complete a Public Commient Form and give it to the Minute Taker. Public
Comment Forms are located at the entravice to the meeting place. Commenls periaining to specific agenda items will be taken at
the time the matier is discussed by the Budget Commiliee,

1. Call to Order/Roll Call
Members Present Members Absent
Councilor Dean Michael LaNier

Councilor McManus
Councilor Pederson
Councilor Stricker
Councilor Steyskal
Sherman Lamb
John Morrison
Anna I’ Amate

Nick Medinger
2. Pledge of Allegiance
3. Mayor’s Address to the Budget Committee

Mayor Cecil thanked the Budget Committee and spoke to the importance of the process.

4, Budget Committee Training
Administrative Services Director, Denise Woodman gave the Budget Commitice 3 handouts: Budgeting in Oregon, Budgeting
Basics and Fund Overview (See atfached). Ms. Woodman briefly went over each handout.

5. Election of Chair and Viee Chair
Councilor Steyskal moved to elect John Morrison as Chair, Sherman Lamb seconded. Al Ayes. Motion passed
unanimously.

Councilor Stricker moved to elect Anna I’ Amato as Vice Chair. Councilor Cooke seconded. All Ayes. Motion passed
unanimously,

6. Approval of the May 9, 2013 Minutes

Councilor Dean moved to approve the May 9, 2013 minutes. Nick Medinger seconded. All Ayes. Motion passed
unanimously,

7. Presentation of the FY 2014-15 Budget

City Manager, Tom Corrigan spoke that once the Commitiee reads the Budget Document to email any questions to him or Ms,
Woodman before the next meeting,

Ms. Woodman gave a brief overview of the Budget Message.




Mr, Corrigan and Ms. Woodman went over each section of the Budget Document which was:

Budget Process

Fund Summarics
General Fund

Library Fund

Parks Fund

Street Fund

Water Fand

TAP Fund

SDC Fund

Debit Service-All Funds
Capitat Improvement (CIP) Fund
Appendix

¢ & & & & & bk e

Stafl emphasized again to email with any questions.

8. Public Hearings

Public hearings are conducted under a prescribed procedure depending on the topic. The presiding officer will conduct the
hearing in accordance with those procedures which will allow for public input at the announced time,

9, Budget Committee Discussion

There was no further discussion,

10. Adjournment

The Budget Committee Meeting adjourned at: §:07 PM

Respectfully Submitted by:

City Recorder, Melissa ITuhtala

Attest:

City Manager, Tom Corrigan

Note: This agenda is posted on the City of Talent website (www.citfyoffalent.org) in advance of each meeting.
A copy of the budget document may be inspected or obtained on or after May 8, 2014 at Talent City Hall, 110
East Main Street, between the hours of 8:30 AM and 5:00 PM or on the City of Talent website.

In compliance with the Americans with Disabilities Act, if you need special assistant to participate in this
meeting, please contact TTY phone number 1-800-735-2900 for English and for Spanish please contact TTY
phone number 1-800-735-3896.
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Local Budgeting in Oregon is a supplement to the Local
Budgeting Manual (150-504-420), hereafter called
the Manual. This booklet will introduce you to the
requiremnents of Oregon’s Local Budget Law, but it is not
a substitute for the Manual. Before you take any formal
action in the budget process, consult the Manual,

First, the basics

What is the law?

Most local governments in Oregon, from the smallest
cemetery district to the largest city, must prepare and
adopt an annual or biennial budget. (The only excep-
tions are a few types of local governments specifically
exempted)} Schools, cotnties, cities, ports, rural fire pro-
tection districts, water districts, urban renewal agencies,
and special districts are all subject to the same budget
Pprovisions.

This is not unusual. Many states have specific laws
which require units of local government to prepare and
adopt annual operating budgets. Yet, Oregon's budget-
ing system is considered one of the most progressive in
the nation. Why?

Look at Oregon’s Local Budget Law. (You'll find it in
Chapter 294 of the Oregon Revised Statutes,) The law
does two important things:

1. R establishes standard procedures for prepating,
presenting, and administering the budget.

2. Ttrequires citizen involvement in the preparation of
the budget and public disclosure of the budgef before
its formal adcption.

Many people rely on you, as an elected or appointed of-
ficial, to see that the annual budget is prepared correctly,
State officials check to see that the budget is prepared
andl administered according to law, and citizens in your
district check to see that programsa they want and need
are adequately funded, This makes budgeting in Oregon
a joint effort between the people affected by the budget
and the appointed and elected officials responsible for
providing the services,

To give the public ample opportunity to participafe in
the budgeting process, local budget law requires that
a budget officer be appointed and a budget committee
be formed. The budget officer draws togethet necessary
information and prepares the first draft of the budget.
The budget committee then reviews and revises the
proposed budget before it is formally approved. Notices
are published, budgels are made available for public re-
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view, and at least two opportunities for public comment
are provided. These requirements encourage public par-
ticipation in the budget-making process and give public
exposure to budgeted programs and fiscal policies before
their adoption.

Naturally, citizen involvement varies from one committ-
nity to the next. If the patrons in your district are active
and involved, you may find citizens asking for informa-
tion not specifically required tinder local budget Jaw. It
is up to your local government to prepare a budget that
clearly outlines its fiscal policies and is satisfactory to
the voters of the district. If you can make your budget
clear and concise, you'll find that {taxpayers have a better
understuticing of the purposes for which their tax dollars
are spent. You may also find the citizen inputinformative
and beneficial.

What is a budget?

Abudget is a financial plan containing estimates of ex-
penditures and revenues for a single fiscal year (July 1
through June 30}

Note: Local governmenis have the option of budgeting
on a 24-month “biennial” budget period or by fiscal year.
For the differences entailed in biennial budgeting, see
page 8. Throughout this booklet, we refer to “fiscal year”
but if a Iocal government adopls a biennial budget, the
petiod referred to is a 24-month period.

Besides ouflining programs for the coming yeax, the
budget controls the local government’s spending au-
thority. Since the budgeting process encourages citizen
input, the budget is also a vehicle for obtaining public
opinion about proposed programs and fiscal policies of
youy disirict.

The content and detail of each budget will vary substan-
tially because of differences in the purpose, size, and
complexity of local governments.

Who is on the budget committee?

The budget commitiee consists of the members of the
local governing body (such as connty commissioners ot
school board members) and an equal number of citizens
at large. The citizens are appointed by the governing
body and serve ferms of three years. Terms are staggered
so that about one-third of the appointed terms end each
year.

Note: For most of the districts in Multnomah County,
because the Tax Supervising and Consesvation Com-
mission {TSCC) holds the budget hearing, the governing
body is the budget committee and there are no appoint-
ive membess. These districts should consult with the
TSCC abott their processes. This publication addresses
the budget committee process for all other districts in
the state.




The budget cycle

The ning steps

Budgeting is not something you do once a year. Its a
continuous operation, and it takes 12 months to complete
acycle. The budgeting process is actually in three parts:
The budget is prepared, approved, and finally adopted.
Your budget roust be prepared far enough in advance
50 that it can be adopted before June 30, After adopting
the budget, the governing body will make the necessary
appropriations and certify the tax Jevy o the county
assessor.

To simplify this rather complex process, we've divided
budgeting into nine steps.

Preparing the budget

1. Budget officer appointed. Each local government
must have a budget officer, either appointed by the
governing body or designated in the local govern-
ment’s chatler. The budget officer is under the super-
viston of either the executive officer or the governing
body.

2. Proposed budget prepared. The budget officer
is responsible for preparing or supervising the
preparation of the proposed budget for presentation
to the budget committee, ,

iipproving the budget

3. Budget officer publishes nofice, When the proposed
budget and the budget message axe ready, the bud-
get officer publishes a “Notice of Budget Committee
Meeting” If notice is only published in a newspaper
of general cireulation, it must be published at least
twice, five to 30 days before the scheduled budget
commiftee meeting date, The notice may be pub-
lished once in a newspaper ({ive to 30 days prior to
the scheduled budget committee meeting) as long as
it is also published on thelocal government’s webaite
at least 10 days before the meeting. The newspaper
notice must inchude the website adedress. If notice is
hand delivered ormailed, only one notice is required
not later than 10 days prior to the meeting,

4. Budget committee meets. At least one meeting must
be held to 1} receive the budget message and budget
document, and 2) hear the public. The budget of-
ficer provides a copy of the proposed budget fo each
member of the budget commitiee. The copies may
be distributed any time before the advertised bud-
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get committee meeting, Itis alsg acceptable to wait
and distribute the budget at the advertised meeting
When the budgetis given to the budget committee, it
becomes a public record and must be made nvailabls
to the public,

The budget cormmittee members cannot get together
inpetson, by telephome, or email before the advertised
meeting (o discuss the budget. All budget discussions
must be held at public meetings.

At the budget conumittee meeting, the budget mes-
sage is delivered. The budget message explains the
proposed budget and significant changes in the local
government’s financial position. At this meeting, the
budget committee may provide members of the public
the opportunity to ask questions about or conument
on the budget. If public comment is not allowed at
this mecting, the budget commitiee must provide the
public with the Spportunity at sibsequent meetings.
After the injtial meeting, if needed, the budget com-
mittee may meet as many- times as needed to revise
and approve fhe budget. If two or wore meetings are
held fo take comment from the public, only the first
meeting to do so must meet the publication require-
ments explained in step 3. Notice of additional meet-
ings for this or any other purpose may be provided in
the same time frame and manner as notices of meet-
ings of the governing body. Notice of other meetings
of the budget committee must be provided as required
by Oregon public meeting law:. All meetings are open
to the public.

5, Committee approves budget. When the budget
comumittee is satisfied with the proposed budget,
ineluding any additions to or deletions from the one
prepared by the budget officer, the budget is ap-
provec. If the budget requires an ad valorem tax to
be in balance, the budget committee must approve
an amount or rate of fofal ad valorem propetty taxes
o be certified fo the assesson

Advertising and holding hearings

6. Budget summary and notice of budget hearing

published. After the budget is approved, a budget
hearing must be held by the governing body. The
budget officer must publish a summary of the bud-
get approved by the budget commnittee and notice of
budget hearing five to 30 days before the scheduled
hearing. This information must efther appear in a
newspaper of general circulation, be mailed, or be
hand delivered.
Ifno newspaper is published in you: district and esti-
mated expenditures for the ensuing year donotexceed
$100,000, you may provide the budget summary and
notice of budget hearing by posting it in three con-
spicuous places within the district for at Ieast 20 days
prior to the date of the hearing,

Sea the Manunal for details on publication requirements.




7. Budget hearing held. The budget hearing must be

held by the governing body on the date specified on
the public notices, -
The prrpose of the hearing is fo receive ciizens’ testi-
mony on the budget approved by the budget commif-
tee, Additional hearings may be held. Al hearings are
open to the public.

Adopting the budget

8. Budget adopted, appropriations made, tax levy de-
clared and categorized. By law, the governing body
may male changes in the approved budget before or
after it is adopted, but no later than the begirming of
the fiscal year to which the budget relates, Howevet,
without first publishing a revised budget suimmary
and holding another budget hearing:
¢ Taxes may not be increased beyond the amount

approved by the budget committee, and
¢ Bstimated expenditures in a fund may not be in-
creased by more than $5,000 or 10 percent, which-
ever is greater.
After the budget hearing, and after considering
relevant testimony, the governing body adopts the
budget. It should not be formally adapted until the
latter part of June so lastaninute revisions to revenue
or expenditure estimates can be incorporated.

The governing body must enact a resolution or ordi-
nance to 1) formally adopt the budget, 2 make appro-
priations, and if needed, 3} levy, and 4) categorize any
tax. The budget is the basis for making appropriations
and certifying the fax levy. The resohition or ordinance
must be adopted no later than June 30. See the Manual
for the format of the resclution or ordinance.

9. Budgel filed and levy certified, The final step in
the budget cycle is to cextify any necessary property
tax levy.

Disttlcts levying a property tax must submit to the
county assessor’s office on or before July 15:

+ Two copies of notice of levy and the categorization
certification, and
» Two copies of the budget resolution or ordinance.

Each local district that does not levy a property tax
must sénd a copy of the resolution adopting its budget
ancl making appropuiations to the Department of Rev-
enuie on ox before July 15. Alllocal disteicts send a copy
of the complete budget o the county clerk on or before
September 30. School districts also submit a copy of the
budget to the county education service district office
and to the Oregon Depariment of Bducation.

150-604-400 (Rev, 02-14}
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The budget document

All budgets must meet certain miniminn requirements,
outlined here. For specific examples consult the Manual,

Under local budget law the budget must follow a basic
format, Expenditures generally ave broken down flrst
by fund, then by organizational unit or prograi, and
then, mone specifically, by object cJassification and object.
Revenues ate broken down by fund, at the [east.

What is a fund?

A fund ie a fiscal and accounting entity with self-balanc-
ing accounts set asidle to carry on a specific activity or
o meet certain objectives in accordance with a specific
regulation. The requivements and resources of a fund
must always balance. Every budget has at least one fund
(commonly called the General Fund) which is used for
everyday operation of the local government.

Depending on the size and complexity of your Jocal gov-
ernment and the setvices it provides, your district may
also have a number of special funds. The most common
reason for establishing a special fund is to account for a
revenue source whoge tise is limited to a particular kind
of expenditure. Examples include: debt service funds,
construction funds, reserve funds, steeet funds, water
funds, and sewer funds.

What is an organizational unit?

Some funds are broken down to account for one ox more
organizational units or activities, which are merely sub-
divisions of a fund. An organizational unit might be a
department, office, or division, What you call these units
is up to your local government.

What is a program?

Budget requirements may be prepared by program.
Programs are groups of activities to accomplish a major
sexrvice or function. Schools use programs in budgeting.

Budget format

Your budget detail sheets for expenditures and vevenues
must show in parallel columns:

1. Actual expenditures and revenues for two yea1s pre~
ceding the current year,

2. Budgeted requirements and revenues for the current
year.,




3. Hstimated requiremends and revenues for the coming
fiscal year. Upcoming fiseal year estimates should
be broken into three columns: proposed, approved,
and adopted, showing estimated amounts as they are
considered through each step of the budget process.

Information in each coltmn must be itemized to show
all estionated or incured requivements and reverues,

Revenues

Budget revenues are divided into two types: ensting
year property tax and nonproperty tax revenues. Prop-
erty taxes shown in your budget willnot be the same as
the property tax “levy” you submit to the assessor.

There are three reasons for this. First, not all taxpayers
pay their faxes in the year billed. Second, discounts are
given for timely property tax payments. Third, fhe Or-
egon Constitution sets a Himit on the amount of faxes that
can be collected from an individual property.

You must estitnate the amount of taxes to belost because
of the “constitutional Jimits” and “discounts allowed and
other uncollected amounts”

The total of these amounts plus estimated taxes o be
received cannot exceed your district’s taxing authority,
which includes its rate limit, voter approved local option
levies, and levies to repay bonded debt. This total is the
amount of tax levy that is certified to the assessor.

The amount estimated as “loss due to constitutional
Limdt” will vary from. district to district. Late in October
or early November each year, the tax colector sends the
district a report on the amount of taxes that will actually
bebilled for the district. This is called the taxes imposed.

“Discounts allowed and other uncollecied amounts”
normalily will represent only a small percentage of the
property lax levy. Contact your county tax collector for
help in determining this percentage.

You next need io calculate how much tax revenue canbe
vaised usiog the distdct’s permanent rate limi,

Rate Limit
times
Hstimated District Assessed Value
equals
Amount Raised By Rate Limit

This amount plus any local option taxes or bond levies,
less the estimate of taxes to be Iost, is the amount of tax
revenue sstimated o be received. If this amount is less
than the amount needed for the budget, requirernents
muest be reduced, other sousces of revenue found, or ad-
ditlonal texing authotity approved by voters.

150-504-400 (Rev, 0214}

Expenditures and requirements: by fund

Under the {aw, budget expenditures and other require-
ments musi be itemized to show all estimated expenses.
The estimates may be prepaved either by program or
organizational unit. Within any fund each expenditure
must be detailed and identified, arranged by organiza-
tional unit if applicable, and put into one of these major
object classifications:

o Personnel services includes all salatjes, fringe ben-
efits, and miscellaneous costs associated with salacy
expenditires;

e Materials and services includes contractual and other
services (example: audit or legal services), materials,
supplies, and other charges.

¢ Capital outlay includes acquisition of land, buildings,
improvements, machinery, and equipment.

Some special expenditures and requirements do not fit

logically into one of these three object classifications.

These are put in special categories. The most cormmon.

special categories are: '

© Debt service inchudes repayment of principal and in-
terest on bonds, intevest-bearing warvants, and shoxt
term loans.

o Transfers, An amount io be given as a resource to
another fund in the budget.

* General operating contingencies, A special amount
set aside in the upcoming year for unforeseen
EXPEDSG.‘S.

o Unappropriated ending fund balance. A special
amount sef aside in. a budget for use as a resource in
the beginning of the next {iscal year alter it was bud-
geted.

Expenditures and reguirements: program budgets

Program budgets are prepared differently. Estimates for
each program must be erranged by activity and then put
into separate object clagsifications, as already described.




Taxes and budgeting

Many local governments rely heavily on property taxes
to finance services they offer. In some cages, gervices are
paid for entirely by propexty taxes.

The amount and type of tax a local government may levy
is limited by the Oregon Constitution and Oregon law.
The constitution allows a local government to Jevy an-
nually the amount that would be raised by its pexmanent
rvate Hmit withottt further authorization from. the voters,
Revenue from the permanent rate-limited levy can be
used for any purpose.

When a local government has no permanent rate limit
or when the rate Timit does not provide enough revenue
to meet estimated expenditures, the government may
request a local option levy from the voters. These levies
are in excess of the vate limit and require voter approval.
Cutrently, ESDs carraot use the local option tax. Schools
and community colleges can use the local option tax, but
the amount they may request is limited.

A Jocal option can be used for genetal purposes ora specif-
ic activity. Thelevy may be stated as a total dollar amount
or rate to be levied uniformly for a pertod. If the levy s for
an operating putpose, the petiod cannot exceed five years.
If the levy is for a capifal project, the period cannot exceed
10 years or the life of the capital asset, whichever is less.

A debt service levy is used only to pay principal and
interest on bonds. The constitution does not vequire vot-
ers to approve this type of levy each year, That's because
voter approval of a bond issue is considered approval
of levies necessary to repay bond interest and principal.

By law, some local governments are limited on the total
amount of tax they may levy. These limits are computed
as a percentage of a Jocal government's property value.
For specific examples, consult the Marual ov the Depart-
ment of Reveree, Finance and Taxation Unit.

Tax levies not made according to Jaw may be voided by an
appeal to the Oregon Tax Cowrt. Appeals canbe made by
the county assessor, county court, board of comunigsioners,
Orepon Department of Revenue, Tax Supervising and
Conservation Commission, or 10 or more inferested tax-
payets. An appeal must be submitted within 30 days after
the Jocal government certifies the tax levy to the county
885€5501.

In addition, since 1991, the Oxegon Constitution has
limited the amount of taxes that may be imposed on any
property. For any property, the maximum amount of
taxes to support the public school systeim is $5 per $1,000
of real market value, The maximum amount of taxes to
support other goversiment operations is $10 pex $1,000 of
real market value. Certain types of taxes may not be sub-
ject to the limit. See the Manual for further information.
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Elections and budgeting

Many local governments find that available revenues, in-
cluding revenue from levies made under the permanent
rate limit, axve not enough to finance proposed expendi-
tures, In this case, there are two alternatives:

1. Lower the proposed expenditures o equal available
revenues, or

2. Schedule a tax levy election to obtain voter approval
tolevy a local option tax.

All local governments that decide to schedule a levy

“election are limited to four election dates each year. The

levy election must be on one of these dates.

See your county elections officer for moye information.
The county elections officer publishes election notices,
sample ballots, and a Hst of polling places.

Election dates

» Second Tuesday in March

5

+ Third Tuesday in May
¢ Third Tuesday in September
« Thrst Tuesday after the first Monday in November

Hven if the voters have not yet approved the tax levy be-
fore the end of the fiscal year, the governing body must
adopt the budget and make appropriations by June 30
to lawfully spend public funds in the new fiscal year.
When the district is planning on a tax levy election in
September, it must request in writing from the county
tax assessor an extension to certify ifs tax levy. When
the tax levy is finally determined, the governing body
adopts the resolution o levy taxes and submits its final
levy certification to the assessor. If the late levy election
fatled, the governing body must reduce its budget ap-
propxiations to xeflect the amount of taxes it actually has
authority to levy.

Tax levy ballot language sometimes must contain cer-
fain wording or statements required by law or must not
exceed other limits. For more details, see the Manual, or
download a copy of the Tnx Election Ballot Measire Manual
{150-504-421).

10
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Appropriations and their use

When the nine budget ateps are completed and the
new fiscal year begins, the governing body works from
appropriations. Amounts listed in the appropriation
resolution provide authority to spend public funds in the
next12 months, However, appropriations may be madein.
broader categories than the detail presented in thebudget.

District spending is limited to the schedule of appro-
priations. But what if it is necessary to exceed original
appropriations? This may be done after transfesring
appropriations or preparing a supplemental budget.
There are special provisions for exceeding appropria-
Hons dite to ¢ivil dishubance, fire, flood, earthquale, or
other calamity.

Appropriation transfers

The governing body’s spending authority in existing ap-
propriations may be changed by 1} ttansferring amoumts
among existing appropriations in the same fund, or2)
{ransferving from an existing appropuiation in one fund
to an existing appropriation category in another fund.
Whenever you need to transfer an appropriation, the
governing body must enact a resolution or ordinance
providing for the {ransfer. This enactment must be made
before any overexpenditure is incurred, Once a transfer
is authorized, the expendifures can be made.

Supplemental budyets

By transferring approptiations, a governing body usu-
ally has enough flexibility to carxy out the programs
presctibed in an adopted budget. But theve will be times
when an adopted budget gives no authority to make
certain expenditires or when revenues are received fox
which the governing body had no previous knowledge,
In these cases it is possible to use a supplemental budget
to authorize expenditures or spend additional reventes
in a current fiscal year. (There are a few special revenues
which may be spent without a supplemental budget.)
Supplemental budgets cannot be used to authorize a
tax levy.

Local budget law does not contemplate the involvement
of the budget committee in adopting supplemental bud-
gets. The governing body may adopt a supplemental
budget at a regular public meeting if prior notice is given
and the expenditures in the supplemental budget are 10
percent or less than of the budget fund being adjusted.
If the expenditures are more, the govetning body must

150-504-400 (Rav, 02:14]

publish a summary of the changes in the supplemental
budget and hold a special hearing.

Public officials who spend money unlawfully, in excess
of authorized amounts or for purposes not provided by
law;, are civilly Liable. The district attorney or a taxpayer
may file suit for refurn of the money.

For more defails, see Oregon Revised Statute 294.471 or
the Manual.
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The final phase in the budgeting cycle is an audit of the
previous fiscal year, This usually is done soon after a new
fiscal year begins. Most local governments are subject to
Oregon’s Local Budget Law. Most of these governments
are required to have their acconnts and fiscal affairs an-
dited and examined annually.

An audit must be done by the Secretary of State or
an auditor certified by the Oregon State Board of Ac-
cowtancy to conduct municipal audits, The auditor
exarnines financial statements, books, records, and other
finanicial data of your local government, The auditor
also will look at any activities that relate to collection,
recelpt, custody, handling, expenditure, or dishutsement
of public funds.

Contact the Secretary of State’s office, Audits Division for
further explanation or questions.

150-504-400 (Aev, ¢2-14)
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Biennial budgeting

Local governments may budget either on a one-year (fis-

cal year) or a lwo-year (biennial) cycle, The governing

body may, by ordinance, resolution, or charter, provide
that the budget be prepared for a period of 24 months.

The biennial hudget period begins July 1 and ends June

30 of the second following calendar year. In brief, the

differences between fiscal year budgeting and bienndal

budgeting are;

1. Membess of a hudget committee who prepare a bi-
ennial budget are appointed to four-year terms. The
terms of the members should be staggered so that
one-fourth of the terms end each year.

2. The budget estimate sheets containing the estimates
of resources and expenditures in a bjennial budget
must show:

o Actual expenditures for the two budget pexiods
preceding the current budget period,

° The estimated experditures for the current budgef
pexiod, and

» The estimated expenditures for the ensuing budpet
period.

3. The summniary of the budget as approved by the bud-
get committee that is published along with the notice
of the budget hearing will show the proposed budget
for a two-year period.

4, If ataxing district adopts biennial budgeting, the bud-
get committee must approve the amount or rate of ad
valorem property taxes for each year of the bienninm,

5. After the budget committee approves a biennial
budget and before the budget is adopted, the govero-
ing body may not increase the amount of estinaated
expenditures for the biennium in any fund by more
than $10,000 or 10 percent, whichever is greater, and
may not increase the amount or rate of the tax levies
approved by the budget committee for either year of a
biennial budget unless the amended budget document
is republished and another budget hearing is held.
Once the budget is adopted, the tax amount cannot be
increased in the second year.

6. If a district adopts a biennial budget, then after the
budget hearing and before the June 30 that precedes
the start of the budget period, the governing body
must pass a resolution or ordinance to adopt the bucd-
getand make appropriations for the ensuing 24-smonth
budget period. The governing body mwust also pass a
resolution or ordinance to levy and categorize property
taxes for each year of the ensuing budget period.
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7. Whether a budget is for a fiscal year ox for a biennium,
certification of property tax levies and a copy of a
resolution or ordinance levying and categorizing taxes
for the ensuing year must be submitted to the county
assessor every year by July 15.

8. Districts that must submit thefr budgets to the De-
partmert of Revenue or to the Tax Supervising and
Conservation. Commission must do s¢ only during
the first year of a biennial budget period.

150-504-400 (Rev, 02-14}

Questions and answers

What is a budget committes?

The budget committee is the district’s fiscal planning
advisory committee, The committee consists of the
elected governing body members and an equal number
of qualified district volers appointed by the governing
body.

Who can serve on a budget committee?

Any qualified voter of the district appointed by the
governing body except officers, agents, or employees of
the district.

Are budget committee members paid for
their work?

Budget committee members cannot receive any com-
pensation for serving as commitiee moembers, They may
be eligible to receive reimbursement for travel or meal
expenses that ave incurved as a result of meetings or other
atthotized committee functions.

How long do members serve?

Citizen budget committee members are appointed by
the governing body for three-year tetms. Terms are stag-
gered so that approximately one-third of the terms expive
each year. Members may be re-appointed for successive
terms. If a member resigns, becomes ineligible, or is un-
able to serve out his or her term of office, the governing
body appoints a replacement to complete the term, There
is no provision in the law for “alternate” members.

What if no one will serve on the
budget committee?

If the governing body is unable to appoint qualified
individuals to vacant positions, the budget commiitee
may function with a reduced number of members. For
example, if a fiveanember governing body, after mak-
ing a good faith effort to seek qualified citizen members,
can fill only three of the appointed positions, the budget
commiittee can function with eight members rather than
ten. A majority would then be five instead of six, The
membership may not be reduced because governing
body positions are currently vacant,

Who are the budget committee officers?

Only a presiding officer position is required by law. The
presiding officer’s duties are o chair budget committee
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meetings. The chair can be either an efected or appointed
member, Some districts may elect a vice chair to conduct
meetings in the presiding officer’s absence. The commit-
fee should also designate someone to be responsible for
Ieeping an official record of its proceedings, Al mem-
bers of the budget commitiee have the same degree of
athority and responsibility.

What is the budget commiitea’s main function?

In a series of public meetings the budget commiifee
meets to review, discugs, make additions or deletions,
and approve the proposed budget presented by the local
government’s budget officer. Upon completion of its
deliberations, the comumiltee approves the budget and
sets the tax rate or amount needed to balance the budget.

YWhat are the reles about budget
committee meetings?

Budget commitiee meetings are open to the public. A
quorum is required fo conduet committee business. A
majortty of the budget corpmittes membership is required
o approve any moton. ’

Minutes of each meefing are kept. The minutes ave the
official record of budget committee meetings. It is im-
portant that minutes are accurate, The budget process
is requived by law and districts may need to document
that the process was in compliance with state statutes.
The approval of the final budget document and the rate
or amount of tax to be imposed, in particular, should be
in the form of motions with the votes recorded in the
mimntites.

What happens at the first budget
committee meeting?

Generally, the budget committee elects a chair and other
officers, receives the budget message, hears patrons, sets
dates for future meelings, and adopts rules of order.
These rules should establish an operating procedure for
the budget review process, The committee may adopt
Robert’s Rules of Oxder or establish its own. In any event,
the budget committes needs to discuss and agree upona
procedure, The commitiee may not adopt any rule which
would allow it to take official action with approval of less
than a majority of its members in agreement,

What happens at subseguent budget meetings?

Generally, the second and other subsequent meetings
take place at least one week after the first meeting. This
practice allows budget committee members o review the
proposed budget document. Budget committes members
may wish to make arrangements with the district acmin-
istrator emd /or budget officer to visli district operations
duming this week, moake inquiries about specific budget
items, request additional information, or indicate areas
of interest they believe should be highlighted at future
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meetings. In subsequent meetings, the entive budget is
reviewed fund by fund and/or section by section.

At Jeast one meeting must provide the opportunity for
the public fo ask questions and make comments about
the budget. Notification of the fivst budget committee
meeting in which public questions and comments will be
heard is required in a newspaper of general circulation,
by a first-class mailing to every street address or PO.
box in the district, or by hand delivery to every street
address. See Chapter 9 of the Manual for mozxe detail on.
publication requitementts.

How imany meetlngs are required?

The nurmber of meetings requived varies from year to year
and with the unit of government. Some districts meet only
once, others may need to meet several times, Factors such
as the detail in thedbudget documents, size of fhe district,
number of funds, presentation of the budget, and the pex-
gonalitles of individual budget committer members will
result in various munbers of neetings.

When will | géi: a copy of the budget?

The hudget officer provides copies of the proposed bud-
getat or before the firgt budget comnittee meeting, when
the budget message is presented by the executive officer.

What other information is available to the
budget committee?

The budget committee may request any information re-
quired curing consideration of the proposed budget from
any district officer or employee. The budget committee
may also require staff members to attend budget com-
mittee meetings. Such requests by the budget committee
should be made through the chief administrative officer
of the local government and/or budget officer,

How is the material that is presented by the
budget officar at the first meeting prepared?

The budgeting process is a continuous cycle that gener-
ally begins long before the budget committee meets. Bach
clisttict has its own procedures for budget review and
development, In larger districts, each part of the orga-
nization. may have iis own budget preparation process,
in which funding requests for the upcoming fiscal year
are developed and then “rolled up” into the total agency
budget requirements. By the time the budget commit-
tee receives the budget message and budget document,
many hours of work have been put into budget develop-
ment. The budget officer coordinates these efforts with
district staff and other aduministrators,

What is a quorum? What happens if we don't have
a guorum at a budget commities meeting?

A quorum is one more than half the fotal number of the
members. If a quorum is not present, the members who
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are present may discuss comnittee business, but no ac-
tion may be taken.

What if we have a quorum, but cannot get a
majority of the members of the budget committee
to approve the budget?

Any action by the budget committee requires approval
by a majority of the entire committee. For example, if the
budget committee has fen members, six are present ata
meeting (a quorumy), but only five of the six present agree
with a motion to approve the proposed budget, then the
mofton does not pass. It is up fo the budget committee to
negotiate a budget and tax that is acceptable to a majority
of its members.

May 1 ask questions other than at budget
committee meetings?

It could be very helpful and a courtesy to other budget
committee embers if inquiries are not restricted to com-
mittee meetings. Checking with the administrator and/
or budpet officer between meetings allows metnbers to
explore budget items of Interest in greater detail than
might be practical during committee meetings. Ques-
tioning also agsists the administration/budget officer
by giving an indication of concerns, making it possible
to highlight issues that may be of interest to the entirve
budget committee.

Can | consult with other budget commitiea
mambers about details in the budget other than
at budget committee meeatings?

Discussion of the budget committee must always take
place in the forum of a public meeting, One of the
reasons Oregon uses the budgel comimittee process is
{0 ensure public comment and full disclosure of budget
deliberations. Tt is much better to abide by the spirit of
the Iaw and hold all discussions at budget committee
meetings.

Can the budget cominittee add or delete
programs oy services?

Generally, the budget committee’s role is not to
directly establish or eliminate specific programs or
services. Standards and budget parameters established
by the governing body give the budget officer and
administrative staff general guidelines for budget
development. The budget officer then prepares abudget
which reflects the governing body’s parameters, This
proposed budget is what the budget committee considers
during its meetings. Budget committee influence
on programs and sexvices is most often exerted af a
higher level, when it approves the overall budget and
establishes the tax levy.

Having said all that, if a majority of the budget committee
agrees, it can add or delete funding for specific services.
Public participation at budget commitice meetings may
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influence budget committee decisions. However, final
authority for administration rests with the governing
body. The governing body can make changes after the
budget committee has approved the budget, although
they may have to re-publish the budget and hold another
public hearing to do so.

Can the budget committee determine how much
an employee is paid?

The budget committee does not approve new person-
nel, employee contracts or salary schedules, nor does it
negotiate salary contracts.* [loweves, the adopted salary
schedules, negotiated contracts, and other taterials that
have a fiscal impact on the budget decument may be
requested for review by the budget committee, Through
its authority, the budget committee may direct the ad-
ministration to make dollar adjustments (increases or
decreases) in the proposed budget.

What happens affer all the sactions of the budget
are presented?

After all presentations are made, all patron input
received, and all other related issues discussed, the
budget committee approves the budget. The approved
budget recommends a level of spending for the year.
The approved budget document also specifies the full
amount of the property tax levy authority that may be
certified to the tax assessor, The governing body may
reduce the levy, but the rate or amount of the levy
approved by the budgef committee cannot be increased
without republishing the financial summaries. Approval
of the fax levy and the budget should be in the form of a
formal motion, with the vote recorded in the minutes of
the meeting,

Does the budget committee have any
other duties?

At the end of the final meeting where the budget is ap-
proved, and the tax levy raie or amount js established,
the comumittee’s work is finished as far as local budget
law is concerned. Local charters may have additional
duties. Frequently, budget committee membets express
a desire to assist the governing body and adminigtration
in any public meetings or appearances concerning the
budget. The budget committee may be reconvened by the
gaverning body at a later date in the event the financial
conditions in the district change. A meeting for this rea-
son is called at the discretion of the governing body and
is not a requivement of the local budget law.

*Note: ORS 204.126 says the county budget cornmiitee ox TSCC
approves changes in the salary of elected county officials.
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Aiter the budget is approved by the budget
committea and recommended to the governing
body, what action does the governing body take?

The governing body maust publish a financial summary of
the budget that was approved by the budgef committee.
The notice of the budget hearing is also published with
the financial surnmary. At the public hearing, the govern-
ing body hears any cilizen input on the approved budget.
The governing body may make additional adjustmentis
to the budget that was approved by the budget commit-
tee. Following the hearing and no later than June 30, the
governing body mwst adopt the budget, make appropaia-
tions, and set the property fax levy rate or amount. If a
property tax is required, the governing body must certify
the tax to the county assessor no later than July 15.

What if the governing body changes the budgst
approved by the budget commities in ways that
the budget conmmiitee does not approve?

The governing body has that right, However, the amount
of the estimated expenditure for each fund may not be
increased more than 10 percent unless a summary of the
revised budget is again published and another public
hearing is held, In addition, the total property tax to be
levied may not exceed the amount or rate shown in the
budget that was approved by the budget committee and
published with the notice of the budget hearing without
once again publishing the revised budget and holding
another public hearing. OF course, budget committee
members ave free to attend that hearing and voice their
opinions of the changes made by the governing body.

What is a supplemental budget?
Districts may find it necessary to prepare a supplemental
budget at some point duririg the fscal year. Circuinstanc-
es under which a supplemental budget is authorized are:
¢ An occurrence, condition, or need arises which was not
known at the time the budget was adopted.
 Additional funds are made available after the budget
was adopted.
Although the budget commitiee is usually not involved
with supplemental budgeting, the procedures for sup-
plemental birdgets are similar to those for the annual
hudget. If estimated expenditures arve being changed by
more than 10 percent, these procedures include a public
hearing and publishing a notice and budget summary
fiwe to 30 days prior to the hearing,

Vifliere can | find the law that governs the creation
and operation of budget committeas?

Budget committees are required in Oregon’s Local
Budget Law. This law is found in the Oregon Revised
Statutes (ORS) beginning at ORS 294.305.

These statufes as well as additional information can be
found on the Department of Revenue website at www.
oregon.gov/DOR,

150-504-400 (Rev, 02-14)
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Wheve can | divect my gquestions regarding
budget commitiees?

Oregon Department of Revenue
Hinance, Taxation and Exemptions
PO Box 14380

Salem OR 97309-5075

Telephone: 503-945-8293
Fax: 503-945-8737
Email: finance taxation@oregon.gov

k3
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Administration Checklist

v Gather budget requests.

v Fvaluate budget requests and develop proposed
budget.

v Develop estimaies of revenue.

v Prepare budget proposal.

¢ Bstimate ad valorem taxes in budget document.

¢ Prepare budget message.

v Publish required notices and budget summary.

v Provide citizens with information about approved
budget,

Budget Committee Checklist

v Establish a meeting calendar.

v At first meeting, elect presiding officer (required) and
vice chair (optional),

/At first meeting, establish budget committee proce-
dural rules.

v At first moeeting, receive budget message and pro-
-posed budget,

v’ Request information,
v Make budget documents available to any person.
v Provide opportunities for citizens to ask questions.

v Approve motion setting the rate or amount of taxes
necessary to balance budget.

v Approve budget and recommend to the governing
body.

150-504-408 (Rev. 02-14)

Glossary

Here are some terms you will use as you work on your
budget.

Adopted budget. The financial plan adopted by the
governing body wihich forms a basis for appropuiations.

Ad valorem tax. A property tax computed as a percent~
age of the value of taxable property. See “Assessed
value.”

Approptiation, Based on an adopted budget, an au-
thorization for spending specific amounts of money
for specific purposes during specific periods of time.
Presented in a resolution or ordinance adopted by the
governing body.

Assessed value, The portion of value of real ox personal
property that is taxable, It is the lesser of the property’s
real market value or the constitutional value limit
(maximum assessed value—MAV). The value limit may
increase 3 petcent annually unless qualifying improve-
ments or changes are made {o the property. These im-
provements or changes allow the value limit to increase
by more than 3 percent.,

Biennial budget period. A 24-month period beginning
July T and ending June 30 of the second succeeding year.

Budget. Written report showing the local govern-
ment’s comprehensive financial plan for one fiscal year.
Maist include a balanced statement of actual revenues
and expenditures during each of the last two years,
estimated revenues and expenditures for the current and
upcoming year.

Budget committee. Fiscal planning board of a local gov-
ernment, consisting of the governing body plus an equal
number of legal voters from the digtrict.

Budget message. An explanation of the budget and local
government’s financial priorities. Prepared by or under
the direction of the executive officer or presiding officer
of the governing body.

Budget officer. Persor appointed by the governing body
o assemble budget material and information, prepare
the proposed budget, and oversee the budget process.

Capital ouflay. ltems which generally have a useful life
of one or more years, such as machinery, land, furniture,
equipment, or buildings.

County elections officer, County clerk or registrar of
elections.
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District, See “Local government.”

Bxpenditures. Decreases In net financial resources if ac-
counta are kept on an accrital or modified accrual basis;
total amount paid if accounte are kkept on a cash basis.

Tiseal year. A 12-month petiod beginning July 1 and
ending June 30.

Fund. A division in a budget sepregating independent
fiscal and accounding requireinents, An entily within a
government's financial plan designated to carry on spe-
cific activities o1 to veach certain objectives.

Governing body. County court, board of commnissioners,
city council, school board, board of trustees, board of
directors, or other governing board of a local govern-
ment.

Line-item budget. The traditional form of budgeting,
where proposed expenditures are based on individual
objects of expense within a departinent or division,

Local government, Any city, county, port, school
district, public, or quasi-public corporation (including
a municipal utility or dock commission) operated by a
separate board or commniasion,

Municipality. See “Local government.”

Otdinance. Written directive or act of a governing body.
Has the full force and effect of law within the local
government’s boundaries, provided it does riot conflict
with a state stalufe or consfitutional provision. See also
“Resolution.”

Ozganizational unit. Any administrative subdivision of
alocal government, especially one charged with carrying
on one or more specific functions (such as a department,
office, or division). :

Payroll expenses, Health and accident insurance premi-
ums, Socjal Security and retirement contributions, and
civil service assessinents, for example.

Permanent rate Jimit. A district's permanent ad valorem
property tax rate for operating purposes. This rate levied
against the assessed value of property raises faxes for
general operations. Permanent tax rate limits were either
computed by the Department of Revenue for districts
existing prior to 1997-1998 or ave voter-approved for
districts formed in 1997-1998 and later.

Program. A group of related activities to accomplish a
major service or functon for which the local government
is responsible.

Property taxes, Amounts imposed on taxable properiy
by a local government within its operating rate limit,
levied under local option authority, or levied {o repay
bonded debt,

Froposed budget, Financial and operating plan prepared
by the budget officer, submitted to the public and budget
committee for review.
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Real market value, Value at which a property would be
sold by an informed seller to an informed buyer on the
appraisal date. Value set on real and personal property
as a basis for festing the (Measure 5} constitutional limits,

Reserve fund, Bstablished to accumulate money from
one fiscal year to another for a specific purpose.

Resolution. A formal expression of will or infent voted
by an offictal body. Statutes or charter will specify actions
that must be made by ordinance and actions that may be
by resolution. (For cities, revenue rajsing measures such
as taxes, special assessments, and service charges always
require ordinances.) See “Ordinance.” '

Resources, Bstimated begitming fund balances onhand
at the beginning of the fiscal year, plus all anlicipated
revenues,

Revenues, Monies received or anticipated by a local
government from either tax or nentax sources.

Supplemental budget. Prepared to meet unexpected
needs or to spend revenues not anticipated at the tme
the regutar budget was adopted. Cannot be used to in-
crease a tax levy,

Tax Jevy, Taxes imposed by a local government unit
through a rate or amount,

Transfers. Amounts distributed from one fund to finance
activit{es in another fund. Shown as a requirement in the
originating fund and a revenue in the receiving frmnd.

Unappropriated ending fund balance, Amount set aside
in the budget to be used as a cash cartyover fo the next
year's budget, to provide the local government with a
needed cash flow until other money is received. This
amount cannot be fransferred by resolution or used
through a supplermental budget during the figcal year
it is budgeted unless there is a significant calamity or
nafural disaster.
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19




Where to get help preparing vour local budget

Finance, Taxation and Exemptions....... 503-945-8293
Bmatl.......cvoveimmimesnsin finance.laxation@oregon.gov

Rach year the Department of Revenue makes
available a booklet that contains forms and
_instructions for summarizing your distict’s budget
for publication and certifying the tax levies to
the assessor. These forms meet the minimum
requirements of local budget law and ave free of
charge.

The forms are available each year beginning in
January on the department’s website at www.
oregon.gov/dor,

The booklet is available upon request by contacting
the Finance, Taxation and Bxemptions Unit by tele-

" phone, email, or at the address below. If you would

like a copy sent to you, please request your copy no
Iater than November 15.

Finance, Taxation and Exemptions Unit
Qregon Department of Revenue

PO Box 14380

Salem OR 97309-5075

Your district may also computer-generate the budget
detail and publication forms based upon your
district’s own computer formatting,

Have questions? Need help?

General tax information.........wWw.oregon.gov/dor
Salem..oiiir srnensernnnnen BU3-378-4988

"loll-free from an Oregon. prefix......1-800-356-4222

Asistencia en espafiol:
En Salem o fuera de Oregottaw. . 503-375-4988
Gratis de prefijo de Oregon ... 1-800-356-4222

T'TY (hearing or speech impaired; machine only):
Salemn area or outside Oregon. ...... ... 503-945-8617
Toll-free from an Oregon prefix...... 1-800-886-7204

Americans with Disabilities Act (ADA): Call one of
the help numbers above for information in alterna-
tive formats.

150-504-400 (Rev. 02-14)
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BUDGETING
— BASICS

A look at the hudget process, common elements and current law

and informative documents city officials will use, In

simple terms, the city’s budget is a financial plan that
is prepared for one fiscal year or a two-year {blennial) cycle.
Cities in Oregon opetate within a flscal year that begins
July 1 and concludes the following June 30, or some cities
will use a biennial budget, which covers a 24-month period
beginning July 1 of the first fiscal year and ending on June
30 of the second fiscal year.

The adopted budget is a legal document that establishes
the authorization to receive and spend money, and limits
how nuch money can be spent for a specific activity or
program, It presents the estimated costs of expenditures
{goods ot services the city plans to purchase in the coming
flscal year) and other budget requirements (contingency
for unanticipated expenses) that nust be planned for, but
may not actually be spent. It also presents the anticipated
and actual revenues that will be available to pay for those
expenditures, ’

Budgeting is actually a cycle, which takes 12 months to
complete. The budgeting process in Oregon has nine
required steps, composed of four phases in which the budget
is: prepared, approved, adopted and executed. After adopt-
ing the budget, the governing body makes the necessary
appropriations and certifles to the county assessor the tax

to he imposed. In arder to levy taxes through a county
assessor, cities must prepate » budget following the specific
process as set out in staie law.

Acity’s adopted budget Is one of the most impottant

Oregon’s Local Budget Laws

In Oregon, citles ate tequired to adhere to the state's local
budget law, a group of statutes thac requires local govern-
ments to prepare and adopt annual or biennial budgets
following a very specific process. Budget laws have been
weitien to accomplish very specific objectives, including:

« Setting standard procedutes for preparing, presenting
and using budgets for most of Oregon's local govern-
menks;

+ Encouraging citizen involvement in the preparation and
deliberations of the budget before it's formally adopted;

By Deborah Bond

¢ Providing a method for estimating expenditures,
tesousces and proposed raxes; and

s Offering a way of outlining the programs and services
provided by the local governments, and the flscal policy
used to catry them out.

Preparing a budget allows a city to look at its needs in light
of the funds available to meet those needs. In Oregor, all
focal governments must plan a balanced budget, mean-
ing that the resources and requirements are equal. A eity
cannot plan to purchase more items or services than it has
money to pay for them.

A CITY'S BUDGET PROCESS

Phase 1: The Budget Officer Prepares a
Proposed Budget

The first step i the budget process is to appoine a budget
officer; who may be appointed by the governing body (the
ety council) or designated in the city's charter. The budget
officer repotts to the executive officer or the governing body
and is responsible for preparing the propased budget or
supetvising its preparation. The budget officer must prepare
the proposed budget in a format that meets the require-
ments set out in state statutes.

The budget officer develops the budget calendas, which
maps out all the steps that must be followed fot the legal
edoption of the city budget. A budget calendar is not
required by law, but is highly recommended. By scheduling
the steps of budget preparation, a city can be mote certain
that it is allowling sufficient time to complete the entire
budget process hefore June 30, as required by state law.
After the budget calendar is set, the budget officer begins to
develop the estimates of resources and requirements for the
cotning year or hiennial cycle. A sample budget ealendat,
including all of the requited steps, is shawn on page 20,

Bvery city budget will have at ieast one fund, the general
fund, which accounts for the daily operations of the city. In
practice, a clty budget will have a number of funds, each
designed to account for a specific purpose. A budget should
include enough different types of funds t cleatly show what

{continated on pege 18)
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Budgeting Basics

continued from page 17

services and programs

a local government

is doing and how Itis
paylng for expenditures.
However, it is advisable
to not have too many
fumds, a5 this makes the
budget harder to read
and undesstand,

A recent:

Thete ate seven types of
funds used in most city
budgets:

General Fund -
tecords expenditures
needed to run the
daily operations of the local government and the money
that is estimmted £o be available to pay for these general
needs.

Special Revenue Fund — accounts for money that must be
used for a specific purpose and the expenditures that are
made for that purpose.

Capital Project Fund - records the money and expenci-
tures used to build or acquire capital facilities, such as
Tand, buildings or infrastructure. This is a type of special
purpase fund and s only tsed while a project is being
completed.

Debt Service Fund — records the repayment of geteral
obligation and revenue bonds and other financing obli-
gations. The expenditures in the fund are the principal
and interest payments, Money dedicated to repay these
obligations cannot be used for any other purpose.

Trust and Agency Pund — accounts for money that is held
in teust for a specific purpose s defined In a trust agree-
ment or when the government Is acting as a custodian
for the benefit of a geoup. Example: gifts of investments
or secutities piven to the clby with provisions that the
income be used to aid the libraty ot patk system.

Teserve Fund — accumulates money to pay for any service,
project, property or equipment that the city canlegally
petform or acquire, It functions as a savings account,

A special resolution or otdinance of the governing body
is needed to set up a reserve fund. Example:; money set
aside to pay for the furure replacement of city vehicles at
the end of their useful lives.

Bateprise Fund —records the resoutces and expenditures
of acquiting, aperating and maintaining a self-supporting
facility or service—such as a city water or wastewatet
utility,

Orepon budget law requites that each year a city’s budget
provides a brief financial hstory of each fund. 1o meet
this requiternent, the annual budget will itclude detailed

hiangeé b
budget law reqtiires the
notice of budgét hearing(s)
to include a narrative that
describes prominent changes
from year to year.

information ons the actual
reventies and expenditures
for the prior two years; the
budgeted revenues and
expenditures for the current
year; the estimated balanced
budget as proposed by the
budget officer for the coming
year which includes columns
for the budget approved by
the budpet committee; and
the final budget adopred
by the governing body: A
recent change to Oregon's
budget law reauires the

* notice of budget heating(s)
to include a natrative that describes prominent changes
from yeat o year. The budget alse includes a colurn for
the deseriptions of expenditures ane resources. The box on
page 19 illustrates, typical resources and expenditures found
in a city budge.

o Oregon’s

Phase 2: The Budget Committee Approves
the Budget

As defined by statute, & budpget comnlttee is an advisory
group comprised of the'eity council and an equal number
of appointed members. If the city council canunor identify
enough citizens willing to serve on the budget committee,
then the committee is made up of the eitizens who have
volunteered to serve along with the entite city council,

The appointed members of the budget committee must be
electors of the city, meaning they must be qualified voters
who have the right te vote on the adoption of any measure.
"The members of the budget committee are appolated for
staggered three-year terms, and cannot be employees,
officers ot agents of the city. No member of the budget
cothmittee can receive compensation for serving on the
committee excepl reimbursement of expenses incurred
while serving,

Among iis many functions, the budget committee conducts
public meetings to hear the budget message and review

the budget proposed by the budget officer, One of its most
impottant functtons is to listen to comments and ques-
tions from interested cltizens and consider their input while
deliberating on the budget. The budget commitiee can
tevise the proposed budget io reflect changes it wants o
make In the local govermuent's fiscal policy provided that
the revisions still produce a balanced budget. When the
conmmittee is satlsfied, it approves the budget. (Note: the
budpet committee doss not have the authority to negotlate
employee salaries.)
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The Budget Message

The budget message gives the public and the budget commit-
tee information that will help them understand the proposed
budget. It is required by statute to contain a brief descrip-
tlon of the financisl policies reflected in a proposed budget
and, in connection with the financial policies, explain the
tmportant features of the budget, The budget message st
also explain proposed changes from the prior year 's budget
and any major changes in financial policies.

The budget message is prepared In writing so it can become
part of the budget committee’s records. Tt is delivered at the
first meeting of the budget committee by the budget officer,
the chief executive officer or the governing body chair,

Budget Commitiee Meetings

A quotum, ot more than one-half of the committec’s mem-
betship, must be present in order for a budget committee to
conduct an official meeting. Any action taken by the com-

ntenance, supplies, veh(cie mamte~
nd praf ess;onal services cotitracts

Y = purchase of iteing that are considered
5 _efs. Caplta[ assets are deﬁned elther bya

oltitlon or. md:nance

‘cOntmgency ‘mongy that Is appropriated for use during
fo deal with unantlcupated operating expendl«

Unappro d
_geted ahd purpose[y yemains in the fund ati’he
rient fiscal yéarto beusedasa cash carryover
the Jext ydar's budgét. The purpose is to énstirethat
the glty begms the foilowtng year with enough cash to

opera’te tin.’nl % revenues aré recgived, it cannot be spent.

‘ ‘fﬁduring the year itls unappmprlated except in qulifying
_emerge;ncy sltuations defined by state statute suchas a

dlsaster or civil disturbance

" natural

mittee first requites the afficmative vote of the majority of
the metbetship. In the event that only a quiorum is present
at & meeting, all members must then vote in the affirmative
for an action to be taket,

Local budget law requires that a budget committee hold at
least one meeting for the purpose of recetving the budget
message and the budget document, and to provide the public
with an eppottunity to ask questions about and comment on
the budget. The city must give public notice twice for the
meeting(s) held for these two putposes. If the budget com-
mitiee does not invite the public to comment during the first
meeting, the committee must provide the opportunity in at
least one subsequent meeting. The notice of the meeting(s)
must tell the public at which meeting comments and ques-
tions will be taken.

When approving the budget, the budget committee must
also approve a property tax rate ot the tax amounts that will
he submitted to the county assessor. The budget committee

{continued on page 20}
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Budgeting Basics

contlnued from page 19

2. Appoint budget committee members January 7
3. Prepare proposed hudget Februayy 26
4, Print first notice of budget commitiee meeting (nat more than 30 days be- March 12

fore the meeting)

5. Print second notlce of budget committee meeting (not less than 5 days
. March 22
before the meeting)

6. Budget commitice meets March 29

7. Budget committee meets again, if needed "April 5

8. Publish notice of budget hearing (5 to 30 days before the hearlng} April 19

9. Hold budget heating (goVe;ning hody) . |May3

10. Enact resolutions to; adopt budget, make apprf)priations, impose and June 28

categorize taxes (can be done at the same meeting as the public hearing)

11. Subrnit tax certification documents to the assessor by July 15 July 12
should make a motion to approve the property tax so that the o Increasing the amount or rate of taxes to be Imposed
action is documented in the committee meeting minutes, above what the budget committee approved. This can

only be done if the budget is republished and a second
budget hearing is held, However, the council ¢annol raise
taxes above lepal limits—¢he city’s permanent rate liralt, a
voter-approved local option tax rate or dollat amount, and
hond principal and interest requirements;

Upon approval of the budget by the budget coramittee, the
budget officer completes the budget column labeled “ap-

proved by budget committee,” noting any changes from the
otiginal proposed budget. A summaty of the approved bud-

get s published in the newspaper with the notice of a public
hearing to adopt the budget five to 30 days befote the ¢ Reducing the fax rate or amount apptoved by rhe budget

hearing date. commnitiee—does not require republishing; and

Phase 3: The Budget is Adopted and Property ’ i?;:‘;f;:;zg:;; resoutces in each fund-—does not

Taxes are Certified (when appropriate)

The city council must conduct: a budget hearing by June 30 Adoption of the Budget

ta receive the budget committee's approved budget, conduct Interestingly, it is not a requirement that the budget be

deliberations, and consider any additional public comments. adopted at the heating. The council has the option to wait

The councll can make any adjustments that it deems neces- untll closer to the end of the fiscal year to formally adopt the

saty {with some restrictions) to the approved budget before budget. By waitlng, the budget can include a better esttmate

itis adopted prior to July 1. The budget heating and the of resqurces. However, the budget must be adopted by

resolutions or ordinances necessary to adopt the budget and June 30.

mllfose taxex?' Cﬁn be cot? ducted ﬂ.t th nge pubh{i me_etmg' To adopt the budget, the city council enacts a tesolution or

The types of changes the governing body can male are: ordinance which provides the fegal authority to: establish or

+ Incrensing expenditures in any fund in the annual budget dissolve funds; make appropriations for expenditures; adopt

up to $5,000 ($10,000 in a biennial) or 10 percent, which a budyet; impose and categorize taxes; and petform all other
ever is greater. If the increase needs to be greater than legal actions pertaining to budgeting and authorizing tax
these limits, the council nmust republish the budget suns- {evies. To accomplish this, cities do not have to pass multiple
mary and hold a second public heating (before July 1); resolutions (or ordinances), All the enactment stateraents

s Reducing expenditures of any fund-—does not tequire can be combined into one resolution (or ordinance), which

republishing;
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must be signed by the mayor before submission to the county
assessor's office.

By July 15 of each yeat, a cicy muse suhmit two copies of the
resolution {or ordinance} adapting the hudget, making appro-
priations, and impesing and categorizing the tax to the county
tax assessot. In addition, the notice of property tax certifica-
tion (form LB-50) and successful ballot measutes

for local option taxes or permanent vate Hinits must be
submitred.

In addition to the county tax assessor’s copies, a copy of the
resolutions requited by Otegon Revised Statutes 221770 must
be submitted to the Oregon Depattiment of Administrative
Services by July 31, Finally, a copy of the published adopted
budget document, including the publication and tax certifica-
tion forms, must: be submitted to the county cled’s office by
Septembet 30.

Phase 4; Changing the Adopted Budget

On July 1, cities begin operating within the appropriation au-
thority that was adopted by the council for the budget, While
it is possible for changes to be made to an adopted budget
once the fiscal year begins, this can only happen under specific
citeninstances, Two such examples are council-approved reso-
Tution transfers of funds and supplementat budgets that make
changes to adopted expenditure approptiations and estimated
resources. These ate actions that nwust be taken before more
money is spent beyond what Is appropriated in the adopted
budget, or befare money is spent for different purposes than
what is appropriated. Any changes made to the adopted
budget require that the budget remain in balance after the
change,

1t is unfawful to spend public money in excess of the amounts
budgeted or for a different purpose than. budgeted. Public of-
ficials can be sued for such actions if the expenditure is found
t0 be malfensance in office or willful or wanton neglect of
duty, Crearing a supplemental budget ot a resolution transfer
after the expenditure is made does not protect the governing
body members from a Iawsuit,

Editor's Note: Ms. Bond is the administrative services and
finance director for the city of Salem, B

Looking for Budgeting Help?

Check out these resources avallable on the League's website.

Examples and resources from the

Finance Toolkit
www.orcities,orgftootkic

Creating the budget is only one part of a successful
budget season—communicating detalls about the budgst
and process Is equally important. The tooliit is an online
repository of resources that provides helps cities com-
municate abotit city finances. Helpful resources include

-a “Create Your Own” spreadshest to use when creat-
ing visual examples for budget presentations; facts and
information about Oragon's property tax system; and
samples of creative budget reporting with graphics and 2
citizen focus.

Bucdget process information in the

City Handbook

www.orclties.org

Laoking for cletails on the budgeting process? The
League's City Handbook Includes information on types
of budgets, key aspects of Oregon budgeting law, and on
the budget cycle. Budgeting information is In chapter 8.

Document Management Selutions

P-CI_L provides document management

. Entérprise Content Masiagement

* Records Management

* eForms Selutions

: A gcu'da Munagoment Products
. Emuil Avelive Solniions

PCr

Infe@vpelcom
S41-687-0594

*_.'Cunsﬂiunz shvjces ¥ Technlcal Support * Applicallon Support
* application Hosting ¥ Installat(on & iplementation

FEBRUARY 20§4

LOCAL FOCUS | 21

25




Budget Committee Meeting - Fund Overview

May 8, 2014
Department: Administration and Finance Primaty Staff Contact:  Denise Woodman w
Approval: Thomas J. Corrigan B-Mail: denise@cityoftalent.org

Each fund plays a specific role in the City’s financial operations. Below is an overview of each of the
City’s funds.

e General Fond — The General Fund includes administration and finance, city council,
commumnity development and police services along with maintenance of the City Iall,
Community Hall, 105 Market Strect and Depot buildings, along with the new
Community Center to be completed in the 2015 fiscal year.

e Library Operations Fund — The Library Operations Fund is a special revenue fund for
collection of the Library surcharge and payment to Jackson County for extended library
hours, The current Library Surcharge rate is projected to provide tevenue sufficient to
support additional library hours through fiscal year 2015,

o Parks Fund — The Parks Fund supports the operations and maintenance of City Parks,
open spaces and acquisition of park lands along with the funding of a part-time
Recreation Coordinator, The main source of funding is the Parks Utility fee.

e Sireet Fund — The Street Fund supports the maintenance and capital improvements to
city streets and storin draing. The main source of fanding is the State Highway Motor
Fuels tax, Street Utility fee and Storm Drain Utility fee.

¢ Water Fund-The Water Fund is a self-supporting enterprise fand providing water
service to the citizens of Talent,

e TAP Operations Fund — The TAP Operations Fund is an Agency Fund where resources
ate held temporarily in a custodial capacity. This fund supports the Regional Purp
Station used to transport water from the Medford Water Commission to Phoenix, Talent
and to Ashland starting summer of 2014, Resources are received from each City fo pay
their share of the expenditures for operation of the facility, transporting of and cost of
water received.
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