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GENERAL INFORMATION

WHO MUST FILE
Every duly created fire district must submit two copies of the District’s approved and two copies of the adopted budget annually to the Director of the Division of Local Government Services for review and certification.

BUDGET DOCUMENT TIMING

A hearing date must be set at a time later than 28 days after introduction/approval.  DLGS staff must have the budget for at least 30 days to allow sufficient time for examination.  
WHEN TO FILE WITH THE DIRECTOR
1. The introduced and approved budgets at least 60 days prior to the annual election which is to be held the third Saturday in February, pursuant to N.J.A.C. 5:31-2.4.
2. The adopted budget within seven days after adoption.
3. The Certification of the Annual Fire District Election within five days after the annual voter election and referendum. 

WHERE TO FILE
Division of Local Government Services

Bureau of Authority Regulation

Department of Community Affairs

101 South Broad Street

P.O. Box 803

Trenton, New Jersey 08625-0803

WHAT TO FILE
1. Two sets of the introduced and approved budget are to be transmitted to the Director which includes:  
· Pages 1 thru 10B
· Supplemental Schedules pages 1 thru 8
· Levy Cap Calculation pages LC-1 thru LC-4
· Draft Levy Cap Referendum or Release of Restricted Fund Balance Referendum Resolution(s) if applicable.

 2.
Upon adoption, file with the Director:

· Two sets of the ADOPTED BUDGET, pages 1 thru 12
· Supplemental Schedules, pages 1 thru 8, 
· Levy Cap Calculation pages LC-1 thru LC-4 and

· Copy of any Executed Levy Cap Referendum or Release of Restricted Fund Balance Referendum Resolution(s) if applicable.
      3. 
File one copy of the Results of Annual Fire District Election and the Election Ballot with the Director within five days after the annual voter referendum.
LATE BUDGET RESOLUTION
Budgets not submitted to the Division within the statutory time period must be accompanied by a resolution of the fire commissioners setting forth the reasons for the delay subject to the provisions of N.J.A.C. 5:31-2.5 (a) and (b).

PRELIMINARY REVIEW OF BUDGET FORM AND CONTENT
Familiarity with the arrangement and content of the budget will be helpful in following these instructions. It is required the preparer first review the form and content prior to actually preparing the budget document.  
The Division issued workbook must be used by all districts.

The workbook has been designed for the Supplemental Schedules to be completed first.  Relevant cells on those sheets will automatically transfer to the Levy Cap Calculation worksheets, and to the budget pages.  Preparers will likely find it necessary to rework Supplemental Schedules several times to ensure the maximum allowable amount to be raised by taxation, as calculated by the Levy Cap Calculation worksheets, is not exceeded.
If after reviewing the budget forms and reading these instructions questions remain, contact the Bureau of Authority Regulation at (609) 984-5526 for assistance.  Do so as early as possible and before introducing the budget.

STEPS TO COMPLETING THE BUDGET WORKBOOK

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

It will be more practical to first complete the appropriation and revenue budgets completely and afterwards go back to make any necessary adjustments to meet the Property Tax Levy Cap.

Throughout this document the term “adopted” means the budget currently in use and the term “proposed” budget refers to the budget planned for introduction and adoption in the upcoming year.
Part 1 – Calculation of Appropriations and Revenues
1. Review the budget workbook sheets and consult the Reference Guide as each sheet is prepared.
2. Obtain a copy of the final version of the District’s current adopted budget to gather information about current spending requirements.
3. Complete the Instruction and Data Entry Tab of the worksheet (see Levy Cap Calculation in the Reference Guide).
4. Complete SS-5, the Salary detail worksheet page.  

a. Use the SS-5 Appendix worksheet to list additional salary titles, DO NOT INSERT ROWS into the SS-5 worksheet.   Totals on the Appendix will automatically carry forward to SS-5.

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

6. Complete SS-5A – Fringe Benefit Costs

a. Using the adopted budget, detail the fringe benefit costs by type. Include pensions (both PERS and PFRS), employee group health insurance, and other fringe costs.  

b. Indicate the amounts required to reflect the needs for the proposed budget.  

c. It is important that amounts for Other Costs Offset by Revenue are accurately reflected.  

d. Column totals automatically carry forward to Pages 6 and 7 of the budget.

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

a. Use the SS-6 Appendix worksheet to list additional line items as needed, DO NOT INSERT ROWS into the SS-6 worksheet. Totals on the Appendix will automatically carry forward to SS-6.

b. The totals will automatically carry forward to Pages 6 and 7 of the budget and populate the Health Benefits Exclusion and the Pension Exclusion of the Levy Cap Calculation.

8. Complete Debt Service information on SS-7 (Debt Service Principal) and SS-8 (Interest), for the adopted, proposed, and next four budget year columns.  The totals will automatically carry forward to Page 10 of the budget and complete the Debt exclusion portion of the Levy Cap Calculation.
9. Complete the appropriations portion of the budget by filling in Sheets 7 through 9: First Aid, Deferred Charges, LOSAP, and Capital Appropriations for both for the adopted and proposed budget columns.  The Capital Appropriations total and the LOSAP information are automatically brought forward as exclusion items on the Levy Cap Calculation. 
10. Beginning with the previous year’s audit, calculate and complete the Unrestricted and Restricted Fund Balance on Page SS-2.
11. Complete SS-3 through SS-4 revenue pages using the Adopted budget and the current accounting records to display current revenues and make projections for the Proposed budget.

12. Complete the other revenue Items found on Pages 4 and 5.
Part 2 – Levy Cap Compliance Analysis

1. Review the LC-1, Levy Cap Calculation worksheet to be sure all fields have been properly entered (See Reference Guide).  Review the subsidiary sheets, LC-2, LC-3 and LC-4 as well.  Correct LC-1 or other budget sheets as necessary.

2. Determine if the budget is in compliance with the Property Tax Levy Cap or in need of adjustment.
· Page 5 includes a calculation that shows whether or not the budget is in compliance with Levy Cap Calculation.
· The next to the last row on Page 5 shows the Maximum Allowable Amount to be Raised by Taxation (i.e., the Levy Cap, calculated on Sheet LC-1).
· If the budget as prepared indicates a tax levy over the Maximum Allowable Amount to be Raised by Taxation, the amount will be in red, and the last row on the page will show the amount over the Levy Cap (Page 5, R-5 less the Lev Cap).
3. If the budget is under the levy cap, no further action is required.  If the levy is over the cap limit (shown in red), action must be taken to bring it into compliance.  After a careful review of the budget and the district’s financial condition, any individual or combination of the following actions may be utilized to bring the district into compliance:
a. Reduce budget appropriations to bring the levy under the cap 
b. Increase use of fund balance to reduce the levy
c. Plan for a public referendum question as part of annual ballot to increase the allowable spending
d.  Utilize available levy cap bank 

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

a. Manually transfer any referendum line item to the appropriate section on Page 10A.  Those entries will be reflected on the Levy Cap Calculation form and will recalculate the Levy Cap.
5. Repeat the process until the budget is in compliance.
Part 3 – Procedural

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

2. Using the Fire District Budget Word Document, complete the following documents:

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

b. Resolution Approving the 2012 Budget (after the Commissioners vote)

c. Certification Sheets

Submit two copies of all documents to the Division (see introductory pages to the Budget Handbook).

COMPLETING THE CURRENT YEAR'S ADOPTED BUDGET COLUMN
If not already done, go to the Instruction and Data Entry tab of the worksheet and select the name of the Fire District from the dropdown menu found on the page at cell location B-13.  This will automatically insert the Fire District’s Name and Number throughout the workbook. The District should fill in Last Year’s Levy, Assessed Valuation, New Ratable, and This Year’s Adopted Budget Tax Rate on the Data Entry Tab. 
Refer to the 2011 Adopted Budget approved by the voters at the last annual election, or to the budget adopted by the local governing body of the municipality if the voters rejected the budget, in either case, the budget certified by the Director.

Begin by entering Supplemental Sheet information first. Enter the 2011 budget amounts in the “2011 Adopted Budget” column opposite the appropriate corresponding descriptions on the supplemental pages first (SS2, SS3 except for Sale of Assets, SS4, SS5a, SS6 SS7, and SS8). The District is required to fill in Salary Information from the adopted Budget directly onto Pages 6 and 7 for Administration, Operations and Maintenance, and Appropriations Offset by Revenue.  Additionally, Sale of Assets should be entered on Page 4 of the Budget. All other numbers for the Adopted Budget originate from the support pages.
If using the Division worksheet, many subtotals and totals will automatically be calculated and will copy from the Supplemental Sheets to Budget Pages; those that do not must be entered manually.  THE TOTAL REVENUES MUST EQUAL THE TOTAL APPROPRIATIONS, and must agree to the 2011 Adopted Budget.  

On the Fringe Benefit Supplement Sheet (SS-5A), detail the 2011 Fringe Benefit total by listed category.  This detail is required due to the exceptions allowed under the Levy Cap Law.
Important Notes on the Excel Worksheet
Budget preparers are required to use Microsoft Excel and the Division designed worksheet to complete the budget.  

· When using the Division’s spreadsheet, on the Instruction and Data Entry tab, select the name of the Fire District from the dropdown menu found on the page at cell location B-13. This will automatically insert the Fire District’s Name and Number throughout the workbook.
· The worksheet will automatically copy information from the Supplemental Schedule to the Budget Sheet. 
· DO NOT add or insert rows to formatted spreadsheets, except when the worksheet is labeled for that purpose!  
· On pages SS-5 and SS-6, special Appendix worksheets have been created to accommodate districts not having enough room on the Division documents to list all the line items in any category.  The Appendices permit the District to list the line items on a worksheet to be included with the budget document, rather than on a separate sheet.
· Pages SS-7 and SS-8, DO allow for rows to be inserted as indicated in the left hand margin.  Do not insert rows elsewhere on Division worksheets unless indicated as allowable to do so.
· For example, using an Appendix sheet for Cost of Operations: Operating Expenses shown on SS-6, the SS-6 section will appear as follows: 
	
	
	
	
	
	
	

	COST OF OPERATIONS 

OTHER EXPENSES 
(N.J.S.A. 40A:14-78.6)
	           CROSS
	2012 

PROPOSED
	
	2011
CURRENT YEAR’S

ADOPTED

	
	 
	REF.
	
	BUDGET
	
	BUDGET

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

	See Appendix
	*
	
	*
	23,000
	*
	23,000

	
	*
	
	*
	
	*
	


FIRE DISTRICT BUDGET SHEET INDEX
MICROSOFT WORD DOCUMENT
FD 2012_Bud_Docs.doc

Page 1

Cover sheet and Director's certifications (for Division use only)

Page 1a
Preparer's Certification of the 2012 Fire District Budget and information.

Page 1b
Preparer's Certification of Other Assets and information

Page 1c

Approval Certification of the 2012 Fire District Budget and Secretary's information

Page 1d
Fire District Information Form 
Page 2

Fire Commissioners' Resolution approving the 2011 Fire District Budget and recorded vote

Page 3

Budget message

Pages 4-10B
Excel workbook

Page 11
Adoption Certification of the 2012 Fire District Budget and Secretary's information

Page 12
Fire Commissioners' Resolution adopting the 2012 Fire District Budget, and recorded vote

 MICROSOFT EXCEL WORKSHEET 
FD2012_bud_workbook.xls

Instructions and Data Entry
Supplemental Schedules

SS-2

Unrestricted Fund Balance and Restricted Fund Balance

SS-3

Sale of Assets, Interest on Investments and Deposits, and Other Revenue

SS-4

Other Grants and Entitlements and Other Revenues Offset with Appropriations

SS-5

Salary and Wages: Administration, Cost of Operations and Salaries Offset by Revenue

SS-5 Appendix Continuation of SS-5 as needed
SS-5A

Fringe Benefits: Administration, Cost of Operations and Fringe Benefits Offset by Revenue

SS-6

Other Expenses: Administration, Cost of Operations and Other Expenses Offset by Revenue

SS-6 Appendix Continuation of SS-6 as needed
SS-7

Debt Service Schedule-Principal

SS-8

Debt Service Schedule-Interest
Levy Cap Calculation Forms and Instructions

LC-1  

Cap Calculation Summary Worksheet

LC-2

Health Insurance Exclusion Worksheet

LC-3

Debt Service, Pension, Capital Appropriation and LOSAP Worksheet
LC-4 

Shared Services Worksheet 
Budget Pages

Summary 
Summary of Revenue and Appropriation Totals for Current Year and Proposed Budget

Page 4

Anticipated Revenue 1

Page 5

Anticipated Revenue 2

Page 6

Budgeted Appropriations – Operating 1

Page 7

Budgeted Appropriations – Operating 2

Page 8

Budgeted Appropriations – Deferred Charges

Page 9

Budgeted Appropriations – Capital Appropriations

Page 10
Budgeted Appropriations – Debt Service 

Page 10A
Budgeted Appropriations – Referendum Line Items
Page 10B
Shared Services Exclusion Worksheet 

ANTICIPATED REVENUES
Supplemental Schedules Pages SS-2 thru SS-4 to Budget Pages 4 and 5
The Anticipated Revenues section of the budget document consists of five separate and distinct revenue categories.  COMPLETE THE SUPPLEMENTAL SCHEDULES FIRST.  Remember, if Excel and the Division spreadsheet are used, some amounts will automatically transfer from the Supplemental Sheet to the corresponding Budget Pages; if manually entering information; applicable totals must be transferred to the budget document.  The categories are:

1.  Fund Balance Utilized


2.  Miscellaneous Anticipated Revenues


3.  Operating Grant Revenue


4.  Miscellaneous Revenues Offset With Appropriations


5.  Amount to Be Raised By Taxation

FUND BALANCE UTILIZED
Supplemental Schedule Page SS-2 – to Budget Page 4
Unrestricted Fund Balance Utilized
Unrestricted Fund Balance included in the General Fund represents excess cumulative operating funds available for anticipation as revenue in this year's annual budget. Enter the portion to be utilized, if applicable, of the fund balance as calculated on Supplemental Schedule page SS-2, line A-1.

Restricted Fund Balance Utilized
If applicable in this year's budget, enter the portion of accumulated capital funds to be utilized for capital improvements or as down payments for fixed asset acquisition (Line 13A), or any amount proposed in a referendum to release restricted fund balance for levy cap relief (Line 13B), and reflected on Supplemental Schedule page SS-2, Line A-2.

A public referendum is required if a District previously appropriated funds for Restricted Fund Balance purposes and now finds it advisable and necessary to release a portion that is not needed for capital purposes and use it for other purposes.  This is accomplished by passing a resolution authorizing a referendum question to approve the release of Restricted Fund Balance as general revenue and for those funds to be appropriated in the proposed budget as a way to provide and maintain essential services for the District.  The District must identify the appropriations for which this additional amount will be used as part of the resolution in appropriate section on Page 10A.  The vote will take place in the same manner as a Levy Cap Referendum. 

CAUTION: funds set aside as restricted fund balance should not be transferred either to or from unrestricted fund balance; as such transfers may be disallowed by the division.
TOTAL FUND BALANCE UTILIZED
Add lines A-1 and A-2 and enter the total on Budget page 4, line R-1.

MISCELLANEOUS ANTICIPATED REVENUES 

Supplemental Schedule Page SS-3 to Budget Page 4
All Miscellaneous Revenues must be supported by passage of a resolution of the Board of Commissioners of the Fire District identifying budgeted amounts and respective municipalities.  The resolution(s) will be required as supporting documentation prior to budget approval.

Shared Services (formerly Interlocal Service Agreements)
Enter any contracted amount payable to the district by a participating local unit under the provisions of N.J.S.A 40A:65-1 et seq. (previously N.J.S.A. 40:8A-1 et seq.).
Joint Purchasing Agreements
Enter any contracted amount payable to the district by a local unit under the provisions of N.J.S.A 40A:11-10 and 11.

Emergency Assistance
Enter the amount expected to be received by the local unit under the provisions of N.J.S. 40A:14-26.

Note:  Emergency Assistance revenues may be received from any municipality other than those generally serviced by the fire district, and to which the district may render emergency assistance to protect life and property under the provisions of N.J.S.A. 40A:14-26.

Municipal Assistance From Adjoining Municipality
Enter the amount to be received under the provisions of N.J.S.A 40A:14-35.

Contracts With Volunteer Fire Companies
Enter the contracted amount payable to the district or amount(s) to be passed-through the volunteer fire company to the district under the provisions of N.J.S.A 40A:14-68.
Municipal Assistance From Local Municipality
Enter the amount to be received under the provisions of N.J.S.A. 40A:14-34.

Note: Currently, the maximum amount the municipality may appropriate is limited to $90,000 annually, unless there are more than three fire districts and/or volunteer fire companies located within the municipality, in which case the municipality may appropriate an additional $30,000 annually for each such district or company.  
The fire district shall use not less than 50% of the funds received pursuant to this section for the purchase of fire equipment, materials and supplies.  All funds appropriated under this section shall be accounted for to the governing body annually.  Further, any municipality may appropriate such additional sums as it deems necessary for the purchase of fire equipment, supplies and materials for use by fire companies or boards, the title to which shall remain with the municipality, provided that the funds shall be controlled and disbursed by the municipality.

Leases With Municipality
Enter the contracted amount payable to the district under the terms of the lease and the provisions of N.J.S.A. 40A:14-83.

Rental Income
Enter the total amount of all revenues expected to be received from the leasing or renting of space, facilities or equipment, etc., other than those derived from leases with a local municipality.

Sale of Assets
Enter the total amount of all revenues expected to be received from the sales of any assets which are no longer needed by the district as calculated on Supplemental Schedule page SS-3, line A-3, and enter on Budget page 4, line A-3.  If assets were sold during the current year, insert that amount on Budget page 4; line A-3 in the Current Year column.
Interest On Investments And Deposits
Enter the total amount of all interest expected to be earned on all investments and deposits made by the district as calculated on Supplemental Schedule page SS-3, line A-4, and enter on Budget page 4, line A-4.

Other Revenues
If the district can reasonably anticipate other items of revenue which are not included in any of the preceding revenue classifications, enter the description and amount on Supplemental Schedule page SS-3, line A-5, and enter on Budget page 4, line A-5.

TOTAL MISCELLANEOUS REVENUES ANTICIPATED
Add all Miscellaneous Revenues being anticipated for the fiscal year and enter the total on Budget page 4, line R-2.

OPERATING GRANT REVENUE

Supplemental Schedule Page SS-4 to Budget Page 5
Supplemental Fire Services Act -Basic Entitlement Grant Revenues
Enter the amount of Entitlement Grant Revenues anticipated to be received from the municipality for the Supplemental Fire Services Program.  The Supplemental Fire Services Program allocates and distributes all funds directly to the municipality. A municipality with an operating fire district(s) shall appropriate such funds in the municipal budget and pay the respective entitlement to the fire district(s).  The fire district, eligible to receive and expend Supplemental Fire Services Program funds, should utilize the amount received in the current year as an anticipated Operating Grant Revenue in the Proposed Budget column.

Other Grants and Entitlements
Enter any other grants and entitlements as calculated on Supplemental Schedule page SS-4, line A-6, and enter on Budget page 5, line A-6.  All other grants and entitlements must be accompanied by a letter of agreement.

TOTAL OPERATING GRANT REVENUE
Add all Operating Grant Revenues and enter the total on Budget page 5, line R-3.
MISCELLANEOUS REVENUES OFFSET

WITH APPROPRIATIONS

Supplemental Schedule Page SS-4 to Budget Page 5
Miscellaneous Revenues Offset with Appropriations is revenue which should be used for specific programmatic and contractual purposes and for which separate offsetting appropriations must be established within the budget; often representing the proceeds of Federal, State or private grants.

Uniform Fire Safety Act
Enter the anticipated revenue amount on each respective line from those sources listed on Budget page 5.

TOTAL UNIFORM FIRE SAFETY ACT REVENUES
Add all Uniform Fire Safety Act revenues and enter the total on Budget page 5, line A-7.

Other Revenue Off-Set With Appropriations
Other Revenues Off-Set With Appropriations should be listed in detail on Supplemental Schedule page SS-4, line A-8 and enter on Budget page 5, line A-8.

TOTAL REVENUE OFF-SET WITH APPROPRIATIONS
Budget page 5, lines A-7 and A-8 are automatically totaled on Budget page 5, line R-4.

Important Note: Budget page 5, the line R-4 must agree with the amount on Budget page 7, line E-3.

TOTAL REVENUES AND FUND BALANCE UTILIZED
Lines R-1, R-2, R-3, and R-4 are automatically totaled on Budget page 5, line B-1.  
AMOUNT TO BE RAISED BY TAXATION

Budget Page 5
The Amount to be Raised by Taxation is the amount to be certified to the assessor of the municipality in which the district is located and certified to the Division, to be assessed against the taxable property in the district.  
The amount will be calculated based upon the amount of the total appropriations set forth in the budget minus the total amount of fund balance utilized, miscellaneous revenues anticipated, operating grant revenue, and miscellaneous revenues offset with appropriations as set forth in the budget per N.J.S.A. 40A:14- 78.8c.  The amount cannot exceed the Maximum Allowable Amount to be Raised by Taxation calculated on worksheet page LC-1.  

AMOUNT TO BE RAISED BY TAXATION
The Amount to be Raised by Taxation to Support the District Budget on Budget page 5, line R-5 will be calculated after the appropriations are completely filled out in Step 3 of the budget process.  Alternatively a district can manually enter the amount (if known), and it will reflect to the Total Revenues Anticipated section below but Total Revenues must equal Total Appropriations.
TOTAL REVENUES ANTICIPATED

Budget Page 5
TOTAL REVENUES ANTICIPATED
Add line B-1 and line R-5, and enter the total on Budget page 5, line B-2.  This calculation is now part of the workbook.
Note:  THE TOTAL REVENUES ANTICIPATED MUST EQUAL THE TOTAL BUDGETED APPROPRIATIONS, BUDGET PAGE 10, LINE B-2.

BUDGETED APPROPRIATIONS:
OPERATING APPROPRIATIONS
For New Jersey fire districts, appropriations are legal authorizations to incur obligations and to expend public funds.  The legal basis for this process are found at N.J.S.A. 40A:14-78.1 et seq. and specifically at N.J.A.C. 5:31-2.4.
Budgetary control is enhanced when the legally adopted budget is integrated into the district’s formal accounting system.  The accounting system can be maintained on a legal compliance basis, but should include sufficient additional information to permit GAAP based financial reporting.  To this end, GAAP reporting standards should be used pursuant to N.J.A.C. 5:31-7 et seq.

N.J.S.A 40A:14-78.6 and .14 requires the budget provide separate sections for:



a. Operating Appropriations



(1) Current Operating Expenses




(2) Deferred Charges




(3) Cash Deficit from the Preceding Year




(4) Length of Service Award Program (LOSAP)



b. Capital Appropriations (Including Debt Service)

N.J.S.A 40A:14-78.7 provides that the operating appropriations section set forth separate items for the Administration, Operation and Maintenance of the fire district, and that each paid position also be set forth separately along with the compensation to be paid for each position.

Users should complete the Supplemental Schedules prior to completing the individual Budget Pages – most of the totals automatically are brought forward from the supplemental pages to the budget.

SALARY & WAGES
 Supplemental Schedule Page SS-5 to Budget Pages 6 and 7
A paid position is any position for which any compensation is provided a member or employee of the fire district, except for the reimbursement of expenses and losses actually incurred in the performance of duties. Paid positions are to be detailed separately for Administration, Cost of Operations and Maintenance, and Salaries Offset by Revenue. Each must appear in its own section. 
On Supplemental Schedule page SS-5, enter the title of each paid position, number of staff to be paid at the same annual compensation rate, and the annual budgeted compensation to be paid in the proposed budget under the appropriate column heading. The Appendix worksheet for Other Expenses may be used if more line items than provided are needed.  If only one additional line is needed, the Appendix line (Line 5) may be overwritten.

For each of the individual sections; Administration, Operations and Maintenance, and Costs Offset by Revenues, totals on the support page are automatically carried forward to the proposed budget however; the preparer needs to input the corresponding value for the adopted budget on budget pages 6 & 7.
Multiply the number of staff by the annual compensation and enter the result in the 2012 Proposed Budget Column.  An example follows:
EXAMPLE - ADMINISTRATION
	Title
	Number                             of Staff
	Annual Compensation           Amount
	Total Salary

	Commissioner                               
	   5 
	$ 1,500
	$ 7,500

	List Individually
	
	
	

	Treasurer
	1            
	2,000
	    2,000

	Bookkeeper 
	1
	10,000
	  10,000

	Clerk-Typist
	1                  
	8,000
	    8,000

	Clerk-Typist (Part Time)
	1
	4,000
	    4,000

	 Total - Administration S&W                                                           
	
	
	24,000


The Total Salary and Wages for Administration will be totaled on Supplemental Schedule page SS-5, line A-9 and will be transferred to Budget page 6, line A-9.

EXAMPLE - COST OF OPERATIONS AND MAINTENANCE
	Title
	# of Staff
	Compensation
	Annual Salary

	Dispatcher
	3
	$15,000
	$45,000

	Dispatcher
	1
	  12,500
	  12,500

	Total - Cost of Operations and Maintenance S&W
	$57,500


The Total Salary and Wages for Cost of Operations and Maintenance will be totaled on Supplemental Schedule page SS-5, line A-10 and will be transferred to Budget page 6, line A-10.  

The Total Salary and Wages Offset by Revenues will be totaled on Supplemental Schedule page SS-5, line A-15 and  will be transferred to Budget page 6, line A-15.

If additional lines are needed in order to accurately reflect the budget detail for any of the three categories, the budget has an appendix that permits a continuation of this type of detail.  If a district only needs one additional line, the district can overwrite the appropriate Appendix brought forward line.  If the district needs more than one line, it should fill out the appropriate appendix section and the total will automatically carry to the corresponding section of the support page.

FRINGE BENEFITS
Supplemental Page SS-5A to Budget Pages 6 and 7
Fringe benefits must be recorded separately for Administration, Cost of Operations and Maintenance and Revenues Offset by Appropriation.  

2012 Fringe Benefits are shown on a separate Supplemental Schedule (SS-5a) and several fringe benefit costs must be detailed separately to enable calculation of the Levy Cap (LC-1 and 2).  The three sections that must be detailed are:
· Public Employee Retirement System Contribution (PERS)
· Police Fire Retirement System Contribution (PFRS)
· Employee Group Health Insurance Costs (Health Benefits)

Other fringe benefits costs (see below) can be grouped together.

The form separates the 2012 proposed amounts from the 2011 adopted budget.  This arrangement assists in calculating the Levy Cap elements related to health benefits and pensions.

In addition, the fringe benefit costs must be detailed separately for 2011 adopted budget on the SS-5A.  This will require the preparer to detail the planned spending for 2012 in each category from the original appropriation.  Division examiners will review these allocations carefully to ensure consistency from year to year.  Preparers may be asked to substantiate inconsistencies.
The totals for each section are automatically carried forward to the corresponding appropriation section of the budget for both the proposed budget and the adopted budget.  Also, certain values are automatically entered into levy calculation pages for pension costs and health benefits.

Do not include amounts paid by members or employees through payroll deductions or by other means.

The following list highlights typical fringe benefits costs and how they would be categorized:

Health Insurance Costs include (as a single line item):

· Health and Accident Insurance

· Hospital, Medical and Surgical Insurance

· Major Medical Insurance

· Dental Plans

· Eyeglass Plans

· Other Group Health Related Insurance Plans For Employees
Other Fringe Benefit Expenses Include (as a single line item): 

· Social Security and Medicare Taxes

· Unemployment Compensation Insurance Premiums

· Workers Compensation Insurance Premiums

· Life Insurance

It is not necessary to detail the individual budget line items for Health Insurance and Other Fringe Benefit costs in the budget; however, the District may want to maintain detail for internal accounting purposes.  
OTHER EXPENSES
 Supplemental Schedule Page SS-6 - Budget Page 6 and 7

Other expenses include all operating expenses and costs not provided for elsewhere in the budget.  All items included as other expenses must additionally be detailed as either Administration or Cost of Operations and Maintenance. The Appendix worksheet for Other Expenses may be used if more line items than are provided are needed.  If only one additional line is needed, the Appendix lines may be overwritten.

TOTAL ADMINISTRATION OTHER EXPENSES
Total should be included on Supplemental Schedule page SS-6, line A-11 and Budget page 6, line A-11.

TOTAL COST OF OPERATIONS OTHER EXPENSES
Total should be included on Supplemental Schedule page SS-6, line A-12 and Budget page 6, line A-12.

TOTAL OTHER EXPENSES OFFSET BY REVENUE

Total should be included on Supplemental Schedule page SS-6, line A-17, and Budget page 7, line A-17.

TOTAL ADMINISTRATION
Add Budget page 6, line A-9, A-13, and A-11, and enter the total on line E-1.

TOTAL COST OF OPERATIONS AND MAINTENANCE
Add Budget page 6, amounts on lines A-10, A-14, and A-12 and enter the total on line E-2.

If additional space is needed to accurately reflect the budget line items for any of the three categories, use sheet SS-6 Appendix to show continued detail.  If a district only needs one additional line, the district can overwrite the “Appendix” text on the line and insert the necessary amounts.  If more than one line is needed, the preparer should fill out the appropriate SS-6 Appendix sheet and the total will automatically carry to the corresponding section of the SS-6 page.

OPERATING APPROPRIATIONS OFFSET WITH REVENUES
Supplemental Pages SS-5, SS-5A and SS 6 to Budget Page 7
Budget Page 7 is driven by the corresponding totals on Supplemental Sheets SS-5, SS-5A, and SS-6 and includes revised sections for Salaries and Wages and Fringe Benefits.  It also includes “Other Costs Offset with Revenues”, defined as appropriations supported by specific revenues anticipated in the budget and only used for specific activities or purposes.  Accordingly, all of the listed line items originate from the respective Supplemental Support pages; Salary, Fringe Benefits, and Other Costs where they are detailed separately.  
Total Appropriations OffSet with Revenues
The worksheet automatically adds Appropriations Offset with Revenues from the Supplemental Sheets and enters the total on Budget page 7, line E-3. Line E-3 should agree with Budget Page 5, line R-4, Revenue Off-Set with Appropriations.
APPROPRIATIONS FOR DULY INCORPORATED

FIRST AID/RESCUE SQUAD ASSOCIATIONS

Budget Page 7
Any fire district may appropriate such sums as it may deem necessary for the purchase of first aid, ambulance, rescue or other emergency vehicles, equipment, supplies and materials for use by duly incorporated first aid, emergency or volunteer ambulance or rescue squad associations rendering service generally throughout the fire district.  Accordingly, complete each line listed under this heading on Budget page 7.

TOTAL APPROPRIATIONS FOR DULY INCORPORATED FIRST AID/RESCUE SQUAD ASSOCIATIONS
Add all Appropriations for Duly Incorporated First Aid, Emergency or Volunteer Ambulance or Rescue Squad Associations and enter the total on Budget page 7, line E-4.

DEFERRED CHARGES

Budget Page 8
Deferred charges are those charges or obligations that were incurred in the current and/or prior fiscal year but were not funded when incurred and therefore must be funded in the proposed annual budget. 

Emergency Appropriations
Enter the total of emergency appropriations made for all purposes during the current year per

N.J.S.A. 40A:14-78.14 to be funded in the proposed budget.

Other Deferred Charges
List separately and cite the applicable statutory reference for each amount of other deferred charges to be funded in the proposed budget.

TOTAL DEFERRED CHARGES
The worksheet automatically calculates Deferred Charges and enters the total on Budget page 8, line E-5.  
CASH DEFICIT OF PRECEEDING YEAR

Budget Page 8
Cash Deficit of Preceding Year
Enter the current or prior year's Cash Deficit, which must be funded in the proposed budget on Budget page 8, line E-6.

LENGTH OF SERVICE AWARDS PROGRAM (LOSAP)
Budget Page 8
Enter the amount, if any, to be contributed by a Board of Fire Commissioners, subject to voter referendum, to the Length of Service Award Program on Page 8, Line E-7.

The amounts must correspond to the LOSAP page that is part of the Levy Cap Calculation, LC-5.

CAPITAL APPROPRIATIONS

(Budget Page 9)
Capital Improvements
Capital expenditures made against capital appropriations result in the acquisition or additions to the fire district's general fixed assets.  THE LEGAL VOTERS OF THE DISTRICT MUST FIRST HAVE APPROVED THESE APPROPRIATIONS BEFORE THEY MAY BE INCLUDED IN ANY BUDGET.  
The appropriations may be used for planned acquisitions of land and improvements thereto, firehouses and additions or improvements, fire engines, fire apparatus and appliances in connection therewith, and other bondable items set forth in N.J.S.A. 40A:2-1 et seq. and 40A:14-84 needed for fire prevention and extinguishment purposes.  Each Capital Appropriation line item should be listed separately with the following information:

1. Project Description
2. Date of Voter Approval
3. Asset Type: Click on the word Select to bring up the drop down menu

                           Choose the appropriate descriptive capital asset category




   Scroll down to bottom of list to select Other; 
                           Provide the description for the “Other” asset on the blank line below
4. Percent of voter approval for each item 
As part of the Preparer’s Certification, the Preparer is certifying the following:

1. For each capital improvement or down payment listed on Budget Page 9, there was a successfully passed capital election ballot question presented to the voters of the district listing the purpose and the amount requested to be raised. 
2. The results of such election were duly certified as being held in accordance with all applicable laws, rules and regulations covering such elections
3. The budget accurately reflects the approved capital improvement or down-payment. 

Effective with FY 2012 budgets, the cost of any Capital Improvement approved by at least 50% of the voters voting in the election, regardless of how it is financed, will be treated as an add-on to the property tax levy cap.
TOTAL CAPITAL IMPROVEMENTS AND DOWN PAYMENTS

Each Down Payment line item should be listed separately with the following information:

1. Project Description

2. Date of LFB Approval

3. Date of Voter Approval
4. Asset Type: Click on the word Select to bring up the drop down menu

                           Choose the appropriate descriptive capital asset category




   Scroll down to bottom of list to select Other; 
                           Provide the description for the “Other” asset on the blank line below

5. Percent of voter approval for each item 

Add all Capital Improvements and Down Payments and enter the total on Budget page 9, line C-1

Reserve for Future Capital Outlays
Budget page 9, line C-2 is to be used for funds reserved for future budget anticipation for capital expenditures to be made in future years.  The amounts will become part of the Restricted Fund Balance.  When the Fire District desires to utilize these funds, a Capital Resolution must be passed by the Board of Fire Commissioners prior to any expenditure against a capital appropriation.

TOTAL CAPITAL APPROPRIATIONS
The worksheet automatically calculates Budget page 9, line C-1 and line C-2 and enters the total on line E-8.  The Levy Cap Calculation for exclusions automatically uses this amount as an add-on to the levy.
The Levy Cap Calculation on LC3 takes the amount of all capital appropriations from the previous year and nets it against the proposed year’s amount to get the capital expenditure exclusion.  

CAPITAL APPROPRIATIONS OFFSET WITH RESTRICTED FUND 

Enter here the amount of restricted fund that is being utilized in the budget as reflected on Supplemental Schedule page SS-2, Line 13A. This amount will be used in the capital appropriation calculation in the Levy Cap calculation. 
CAPITAL APPROPRIATIONS OFFSET WITH GRANT APPROPRIATIONS 

Enter here the amount of grant appropriations being utilized in the budget for the acquisition of capital items. This amount will be used in the capital appropriation calculation in the Levy Cap calculation. This amount should be noted in the Budget Message.
CAPITAL APPROPRIATIONS OFFSET WITH UNRESTRICTED FUND 

Enter here the amount of unrestricted fund that is being utilized in the budget for capital appropriations. This amount must be noted in the Budget Message in order to be included on Page 9. This amount will be used in the capital appropriation calculation in the Levy Cap calculation. 

 DEBT SERVICE SCHEDULE AND TOTAL BUDGETED APPROPRIATIONS

 Supplemental Schedule Pages SS-7 and SS-8 to Budget Page 10
N.J.A.C. 5:31-2.4(n) 13 requires a schedule of debt service (principal and interest) for the proposed budget year and next succeeding four years, to accompany the budget.  Completion of this schedule is required whenever a fire district appropriates funds for the payment of principal or interest for bonds, bond anticipation notes, capital leases, intergovernmental loans, and other bonds or notes.  
The district must also include the amounts from the adopted budget from the preceding year as it is required for the Levy Cap Calculation.  If additional lines in any section are needed, place the cursor in a row indicating that a row can be entered and insert another row.  This should reflect a change in the formula for that particular section. Please double check the formula now includes all relevant rows and accurately totals the information. 
PRINCIPAL PAYMENTS:
Complete Supplemental Sheet SS-7 and the corresponding sections on Budget Page 10 - Debt Service.  The worksheet is designed to fill these amounts in automatically.
General Obligation Bonds
Enter the Total Principal Payments of General Obligation Bonds paid in the adopted budget and the amount due in the proposed budget year on Supplemental Schedule SS-7, line P-1.

Bond Anticipation Notes
Enter the Total Principal Payments of Bond Anticipation Notes paid in the adopted budget and the amount which will become due in the proposed budget year on Supplemental Schedule SS-7, line P-2.

Capital Leases 
Enter the principal payments of Capital Leases paid in adopted budget and the amount which will become due in the proposed budget year on Supplemental Schedule SS-7, line P-3.  Under the current law, there is only one category of capital lease (the 2007 law had two, qualified and non-qualified).   All capital lease financings must be approved by the Local Finance Board as well as approved by a voter referendum with a vote of 50 percent or more.
Intergovernmental Loans
Enter the Total Principal Payments of Intergovernmental Loans paid in the adopted budget and the amount due in the proposed budget year on Supplemental Schedule SS-7, line P-4.

Other Bonds or Notes
Enter the Total Principal Payments of Other Bonds or Notes paid in adopted budget and the amount due in the proposed budget year on Supplemental Schedule SS-7, line P-5.

TOTAL PRINCIPAL PAYMENTS
Total principal payments will automatically calculate and become the total on Budget page 10, line D1.

INTEREST PAYMENTS:
Complete Supplemental Schedule SS-8 and the following corresponding lines on Budget Page 10; the worksheet will automatically populate the Debt Service section.
General Obligation Bonds
Enter the Total Interest Payments on General Obligation Bonds paid in the adopted budget and the amount due in the proposed budget year on Supplemental Schedule SS-8, line l-1.

Bond Anticipation Notes
Enter the Total Interest Payments on Bond Anticipation Notes paid in the adopted budget and the amount due in the 2012 budget year on Supplemental Schedule SS-8, line l-2.

Capital Leases
Enter the principal payments of Capital Leases paid in adopted budget and the amount which will become due in the proposed budget year on Supplemental Schedule SS-7, line P-3.  Enter the Total Interest Payments of Capital Leases paid in adopted budget and the amount which will become due in the proposed budget year on Supplemental Schedule SS-8, line I-3. Under the current law, there is only one category of capital lease (the 2007 law had two, qualified and non-qualified).   All capital lease financings must be approved by the Local Finance Board as well as approved by a voter referendum with a vote of 50 percent or more.
Intergovernmental Loans
Enter the Total Interest Payments of Intergovernmental Loans paid in the adopted budget and the amount due in the proposed budget year on Supplemental Schedule SS-8, line l-4.

Other Bonds or Notes
Enter the Total Interest Payments of Other Bonds or Notes paid in the adopted budget and the amount due in the proposed budget year on Supplemental Schedule SS-8, line l-5.

Total Interest Payment
Add all of the interest payments and enter the total on Budget page 10, line D-2.

Total Debt Service Appropriations
Add line D-1 and line D-2 and enter the total on Budget page 10, line E-9.

TOTAL BUDGETED APPROPRIATIONS
(Budget Page 10)

TOTAL BUDGET APPROPRIATIONS
The worksheet will automatically add E-1, E-2, E-3, E-4, E-5, E-6, E-7, E-8 and E-9 and enter the total on Line B-2.

NOTE:  THE TOTAL BUDGETED APPROPRIATIONS MUST EQUAL THE TOTAL REVENUES, ANTICIPATED BUDGET PAGE 5, LINE B-2.
LEVY CAP CALCULATION

LC-1 through LC-4
The Instructions and Data Entry tab of the workbook include several variables for the calculation of the Levy Cap not found on any of the budget sheets.  It also contains the cell that will automatically fill in the name of the fire district throughout the workbook. 
The Levy Cap Calculation requires the fire district separate from the 2011 adopted budget certain budget detail in order to complete the forms (discussed under Fringe Benefits of Step 2).  The following section reviews important aspects of the Levy Cap Calculation.  
The workbook has four tabs associated with the Levy Cap Calculation, incorporating five separate calculations.  
· LC-1 is the Levy Cap Summary worksheet that calculates the maximum amount the district can have as a tax levy
· LC-2 calculates the Health Insurance Exemption
· LC-3 has the debt service exclusion calculation, the pension exclusion calculation, the LOSAP exclusion, and the capital appropriation calculation.  
· LC-4 is the exclusion calculation for increases in certain recipient shared services cost imposed by a provider.
Complete the Instruction and Data Entry Tab and the Supplemental Support pages of the workbook first in order for the calculations to work properly.

The following describes several exceptions and adjustments to the levy cap and how they are calculated on the worksheet.

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

Debt Service and Capital Lease Worksheet (LC-3)
The law treats annual changes in debt service payments (principal and interest) as adjustments to the levy cap.  The calculation for adjustments to the levy cap each year is calculated on a portion of worksheet LC-3 and uses data from the SS-7 and SS-8 worksheets.  Increases in debt service payments from year to year increase the levy cap on a dollar-for-dollar basis. Decreases do not affect the levy cap. 

Health Insurance

The Health Care Calculation worksheet (LC-2) automatically calculates the levy cap exclusion based on data entered on SS-5a.
The law permits a fire district to include any increase above 2 percent but less than the State Health Benefits (SHB) increase (set at 9.0% for 2012) as an addition to the allowable levy cap.   Any amount over the SHB increase must be absorbed in the levy cap base amount unless the district decides to include the amount in a referendum question.
Pension Contribution: The Pension Contribution Calculation worksheet (on LC-3) calculates the impact on the levy cap as a result of pension costs that are offset by revenues.  The worksheet will automatically calculate the exemption allowance after the support schedules for Pension are properly filled in. The amount is equal to the net change.
LOSAP Contribution:  Worksheet LC-3 includes a section for changes in LOSAP.  While not specifically listed in the law, since this expense was originally approved by referendum and serves the same purpose as a pension, any changes in LOSAP appropriations will adjust the levy cap by an equal amount
Shared Services (LC-4): The Division has determined that recipients of shared services may exclude from their levy cap calculation increases passed on by the provider for the general exclusions described above.  In these cases, the provider must certify to their recipients the specific increases in service charges in their budget, the amount passed along to their recipients, who must budget the increases.  Certifications of shared service exclusions will be part of the recipient’s budget submission and reflected in the levy cap calculation workbook on Worksheet LC-4.  The use of this exception is optional; providers and recipients are not obligated to account for the exceptions if they choose not to do so.  This calculation is entered by the District on Page 10B in the budget workbook.
Complete Page 10A: Manually copy all referendum requests shown on a Supplemental Schedule onto Page 10A.  Sheet 10A will automatically total them and then include them on Page LC-1 as part of the levy cap calculation.  On the Supplemental Support pages for the appropriation, the referendum items must total up to the amounts of the referendum request
Complete Page 10B: If necessary, manually enter all provider certified shared costs for Health Care, Pension, Debt Service, Capital Improvement, Declared Emergency, Salary and Other Costs into the worksheet. The total will transfer from Page 10B to the LC 4 Shared Services.  
Transfers: Transfers to or from referendum line item appropriations are not permitted at any time.
In the completed budget, the district’s Amount to be Raised by Taxation (Page 5, R-5) must be less than or equal to the Maximum Tax Levy before Referendum found on page LC-1.  Therefore, those preparing the budget will likely be reviewing the budget several times in order to make appropriate decisions to avoid exceeding the maximum tax levy amount.

If at any point during budget development the amount to be raised by taxation exceeds this amount, budget preparers can consider several options:
1. Reduce spending, increase other revenues, or anticipate additional fund balance; or,
2. Include a levy cap referendum question as part of the budget approval process.  The law requires that such referendum questions, which will be held as part of annual fire district election, be approved by 50 percent of those voting in the election.   See the separate instructions on how to authorize and conduct the referendum.
Any budget line item and amount that will be part of a referendum question (levy cap or release of restricted fund balance)  must be identified in the budget document’s support pages.  The district must separate out these line item(s) as a separate line item on the appropriate Supplemental Support pages and identify in parenthesis the item as a referendum (R), and the amount.   Referendum questions must also be highlighted in the Budget Message.
Each of these items must be manually entered on Sheet 10A of the budget.  Sheet 10A will automatically total them and then include them on Page LC-1 as part of the levy cap calculation.  On the Supplemental Support pages for the appropriation the   referendum items must total up to the amounts of the referendum request.  An example is shown below:
EXAMPLE – ADMINISTRATION (Page SS-5)
	Title
	Number                             of Staff
	Annual Compensation           Amount
	Total Salary

	Commissioner                               
	5
	$ 1,500
	$ 7,500

	List Individually
	
	
	

	Treasurer
	1
	2,000
	    2,000

	Bookkeeper (R)             
	1
	10,000
	  10,000

	Clerk-Typist
	1
	8,000
	    8,000

	Clerk-Typist (Part Time)    
	1
	4,000
	    4,000

	Clerk Typist (PT) (R)
	1
	4,000
	    4,000

	 Total - Administration S & W                                                           
	
	
	$35,500


Notice this is the same budgeted amount in the earlier example for Administrative Salaries with two of the salaries broken out for the Levy Cap Referendum in the amount of $12,000.  Another example is below for Fringe Benefits:



Proposed Budget
	
	2012 Admin
	2012 O&M
	2012 Revenue Offset
	2012
Total

	PERS Total
	       10,000
	0
	0
	10,000

	PFRS Total
	0         
	20,000
	0
	20,000

	Health Benefits
	       10,000
	0
	0
	10,000

	Health Benefits (R)
	        2,000
	0
	0
	 2000

	Health Benefits Total
	12,000
	0
	0
	12,000

	Other Fringe Costs Total
	         5,000
	0
	0
	  5,000

	*Total Fringe Costs
	27,000
	20,000
	0
	47,000


Adopted Budget
	
	2011 Admin
	2011 O&M
	2011 Revenue Offset
	2011 Total

	PERS Total
	9,000
	0
	0
	9,000

	PFRS Total
	0
	16,000
	0
	16,000

	Health Benefits
	10,000
	0
	0
	10,000

	Health Benefits (R)
	0
	0
	0
	 0

	Health Benefits Total
	10,000
	0
	0
	10,000

	Other Fringe Costs
	5,000
	0
	0
	  5,000

	*Total Fringe Costs
	24,000
	16,000
	0
	40,000


* Only sums the total lines for the categories.  It is very important that if a district requests a referendum for these categories that it uses the blank line provided in each category.  This will calculate through to the Levy Calculation Pages.
The amount for Health Benefits includes the full amount, less any amount being requested as a referendum pursuant to the Levy Cap Calculation for Health Benefits.  The referendum line item must appear directly below the category in order to be captured in the subtotal and in the Levy Cap Calculation.  The calculation will then be captured throughout the workbook, both on the appropriate budget pages as well as the levy calculation pages.

The referendum line items must be manually entered on budget page 10A and must tie into the support pages (SS-5A) and the budget message.  Budget Page 10A’s totals for the Referendum are tied into the calculation for the Levy Cap Calculation and permit adjustment of referendum amounts.  A budget cannot be submitted requiring a referendum without properly completing Page 10A, identifying the line items and amounts earmarked for a referendum.
Budget Page 5 includes a line at the bottom which ties in the levy cap ceiling to the levy requested.  If the number appears in red, the levy request is above the levy cap.  Until the fire district has complied with the levy cap law either by reducing the appropriation, or requesting a referendum, this number will appear in red. 
Approved Referendum amounts from the previous year are already incorporated in the Adopted Budget amount to be raised by taxation.  No adjustment needs to be made and the levy cap will automatically be set using the correct base amount.

All referendum requests that will be decided at the annual election must be presented by the statutory deadline for public hearing for the presentation of the budget by the Fire Commissioners.  Since all matters subject to voter approval have to be approved prior to the election date, the last date for this in this budget cycle is January 24, 2012.  
Levy Cap Bank: the Levy Cap calculation worksheet (LC-1) now includes a levy cap bank calculation. Starting with the FY 2012 budget the Division will calculate the difference between the Maximum Allowable Amount to be Raised by Taxation and the Amount to be Raised by Taxation 

(Page 5 R-5) to start the tracking of a Levy Cap Bank.  In the FY 2012 budget year the Districts will be able to use accumulated (up to three years) bank to help offset cap issues. If the District is holding a Levy Cap Referendum no cap bank will be generated for that year.     
COMPLETING THE BUDGET

 BUDGET MESSAGE
(Budget Page 3 & 3a)

Every fire district budget must be prefaced by a narrative explanation of its contents.  Each such explanation is known as a budget message.  The contents of the message will be considered to be approved by every fire commissioner approving the introduction and adoption of the budget.

The budget message should comment on or discuss any or all of the following, when applicable:

1. A comparison in brief with the current year
2. The effect of the budget on the tax rate
3. Impact of the Property Tax Levy Cap on the budget.  The budget message must:

a. Provide a general explanation of the Property Tax Levy Cap

b. The maximum allowable levy for the district and its relation to the proposed tax levy
c. Any Levy Cap referendum that is being sought by the District.  It must outline the reasons for exceeding the cap and identify the appropriations that caused the district to act to exceed the maximum allowable levy.
d. Reflect if previously approved referendum funds were fully expended for the approved purpose.
4. Any planned capital improvements for the current year and the capital improvement program, if applicable
5. Explanation of cause of Cash Deficit

6. Detail appropriations for Emergency Vehicles

7. Insert the current information for total assessed valuation of the district and the proposed tax rate
8. As appropriate, information concerning first year funding of LOSAP appropriation or the ongoing LOSAP appropriation
9. If the district is requesting a levy cap referendum, they must include the reasons exceeding the levy cap as well as identifying the specific line items that the request for referendum is asking to be included as well as the impact upon the district if the referendum is not granted
10. If the district is utilizing Unrestricted Net Assets (Surplus) or Grant Revenue to fund Capital appropriations on Page 9
11. If the district is passing a Restricted Fund Balance Referendum Resolution and the purpose for which the funds will be used. 

Note: All certifying signatures must be hand written signatures.

COMPLETING THE RESOLUTION APPROVING THE 2012 BUDGET
(Budget Page 2)

Paragraphs two, five and seven of the approving resolution should be completed prior to the introduction of the budget, in consultation with the preparer and secretary of the fire district.

The recorded vote should be completed by the secretary, and the secretary's certification should be completed within 7 days after the approval of the budget.

COMPLETING THE PREPARER'S CERTIFICATION
(Budget Page 1a)

1. Enter the proper name of the fire district.

2. Enter the preparer's name, title, address and contact information (phone/fax/e-mail) where the preparer can be reached to answer any questions, if necessary.
COMPLETING THE PREPARER'S CERTIFICATION OF OTHER ASSETS
(Budget Page 1b)

1. Enter the proper name of the fire district.

2. Enter the preparer's name, title, address and contact information (phone/fax/e-mail) where the preparer can be reached to answer any questions, if necessary.

COMPLETING THE APPROVAL CERTIFICATION
(Budget Page 1c)

1. Enter the proper name of the fire district.

2. Enter the secretary's name, title, address and contact information (phone/fax/e-mail) where the secretary can be reached to answer any questions, if necessary.

 COMPLETING THE FIRE DISTRICT INFORMATION FORM

(Budget Page 1(d))

Enter the requested information by filling out the form on Page 1d.  In order to navigate from one field to another use the arrow keys on the keyboard.  Do not use the “Enter” Key.  

COMPLETING THE ADOPTION CERTIFICATION
(Budget Page 11)

1. Enter the proper name of the fire district.

2. Enter the secretary's name, title, address and contact information (phone/fax/email) where the secretary can be reached to answer any questions, if necessary.

COMPLETING THE RESOLUTION ADOPTING THE 2012 BUDGET
(Budget Page 12)

Amounts shown in paragraphs 3 and 5 must agree with the approved introduced budget or otherwise an approved or adopted amendment shall have been certified by the Director, pursuant to N.J.A.C. 5:31 - 2.4.

The recorded vote should be completed by the secretary, and the secretary's certification should be completed within 7 days after the adoption of the budget.  

If a levy cap referendum was sought it must have an approval vote of at least 50%.  If it did not, the district must amend its budget in order to adopt it within the maximum levy cap amount.  The District needs to submit the new adopted budget to the Director of the Division.  It is recommended that proposed amendments and a revised budget document be submitted to the Division for review prior to adoption.  
If the District has a referendum question on the ballot, the district must also submit an approved referendum resolution.  This is incorporated as an additional page to the budget submission. A sample resolution is included in the Local Finance Notice concerning the Levy Cap and Fire Districts and on the Division website at www.nj.gov/dca/lgs/authreg/authmenu.shtml#firebud. 
IMPORTANT:  Pursuant to N.J.S.A. 40A:5A-11 - No district budget shall be finally adopted until the Director approves it.

COMPLETING THE CERTIFICATION OF RESULTS OF ANNUAL FIRE DISTRICT ELECTION
1. Enter the proper name of the fire district and county. 

2. Enter the amount to be raised by taxation and tax rate per hundred, the amount of any capital project and the amount of any appropriation for LOSAP. 

3. Enter the results for all referendum elections including levy cap referendum.

4. Record the “yes” or “no” votes for all ballots.

5. Certify, date and mail form to the Division.

6. Include a sample ballot.

Reminder:  If the levy cap referendum fails to pass referendum you must submit a budget that is at or under the levy cap!  See Step 9 above.
Printing Budget Pages Using Excel

To print entire budget sections: After completion of all pages in the workbook, select File, print and when the dialog box appears, select Entire Workbook from the “Print What” section of the Print Dialog Box. 
To Print an Individual Page:  If you need to print an individual page, click on the tab of the worksheet that needs to be printed, select the print command (File Print), when the dialog box appears, choose Active Sheet and then indicate OK by clicking on the OK button.  

The sheet references and worksheet names follow:  
	Budget Reference
	Worksheet Name

	Instructions and Data Entry
	

	Supplemental Schedule Page 2
	SS-2

	Supplemental Schedule Page 3
	SS-3

	Supplemental Schedule Page 4
	SS-4

	Supplemental Schedule Page 5
	SS-5

	Supplemental Schedule Page 5 Appendix
	SS-5 Appendix

	Supplemental Schedule Page 5a
	SS-5a

	Supplemental Schedule Page 6
	SS-6

	Supplemental Schedule Page 6 Appendix
	SS-6 Appendix

	Supplemental Schedule Page 7
	SS-7

	Supplemental Schedule Page 8
	SS-8

	Levy Cap Summary Sheet
	LC-1

	Healthcare costs exclusion Sheet
	LC-2

	Debt Exclusion Costs worksheet
	LC-3

	Pension Costs Worksheet
	LC-3

	LOSAP Worksheet
	LC-3

	Recipient Shared Service exclusions
	LC-4

	Budget Page 4
	Page 4

	Budget Page 5
	Page 5

	Budget Page 6
	Page 6

	Budget Page 7
	Page 7

	Budget Page 8
	Page 8

	Budget Page 9
	Page 9

	Budget Page 10
	Page 10

	Budget Page 10A
	Page 10A

	Budget Page 10B
	Page 10B
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