Instructors
Jenifer Schaye, CFE
General Counsel

Center

for

Course 204

Practicum for Implementation of Local
Government Budget Act & Overview of
Public Bid Law

Description

The Legal Team of the Louisiana Legislative Auditor (LLA) will define the
legal elements of the Local Government Budget Act. In addition, the
Legal Team will propose questions, which must be addressed, when the
Local Government Budget Act is implemented. Finally, the Legal Team of
LLA will describe the consequences of not implementing the Local
Government Budget Act.

Objectives
After this class participants will be able to:
e Define elements of the Local Government Budget Act

* Practice implementing the Local Government Budget Act

e Determine consequences of non-implementation of the Local
Government Budget Act

Who Will Benefit
e Elected Officials/Appointed Officials
e Local Government Employees/Local Government Auditors

About the Instructors

JENIFER SCHAYE, GENERAL COUNSEL

Jenifer Schaye is General Counsel for the Legislative Auditor of the State
of Louisiana. She is a graduate of the University of Dallas and of St. Louis
University Law School. She has practiced law continuously for the last
forty years in Texas and Louisiana. Jenifer has substantial experience in
the governmental arena. She has worked as a Legislative Aid to a State
Representative in Texas. She was a Louisiana Assistant Attorney General
for eleven years. As an Assistant Attorney General, she focused on tort,
insurance law, and gaming law and all aspects of the Administrative
Procedure Act. In her capacity as general counsel to the Legislative
Auditor, Jenifer advises on public law issues and laws relating to fiscal
matters, ethics issues, and all public laws which impact political
subdivisions and the audits of political subdivisions on the local and state
level. Jenifer also serves as a board member on the Louisiana Survivor’s

Local Government Excellence



Benefit Board as the Legislative Auditor’s designee. In addition, Jenifer
represents the Legislative Auditor and staff in those matters where they
are called to testify and/or to produce records for further inquiry by
state and federal courts. She advises the Louisiana Legislative Audit
Advisory Council on relevant audit law issues.

Because of her governmental background, Jenifer has a broad knowledge
of the processes of government and the relationships between the
various branches of state and local government.

Center for Local Government Excellence
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SAMPLE DOC 2

(AGENCY NAME)

FUND - BUDGET FOR YEAR ENDING (Insert Date)

Current Year Upcoming Year
(A) (B) © (D) (E) () (G) (H)
Original Last Adopted Actual Estimated Projected % Change Proposed % Change
Budget Budget Year-to-Date as Remaining for Actual Result at |Last Adopted Budget vs. Budget Projected Actual Result at
of: (Insert Date) Year Year End Projected Actual Result Year End vs. Proposed
at Year End Budget
[C + D] [E/B-1] [G/E-1]
SUMMARY OF REVENUES - BY SOURCES
Local sources:
(Insert Revenue Source) $ - $ - $ = $ - $ - #DIV/O! $ - #DIV/0!
(Insert Revenue Source) - - - - - #DIV/O! - #DIV/O!
(Insert Revenue Source) - - - - - #DIV/0! - #DIV/O!
Total Revenues from Local Sources - - - - - #DIV/O0! - #DIV/O!
State sources:
(Insert Revenue Source) - - - - - #DIV/0! - #DIV/O!
(Insert Revenue Source) - - - - - #DIV/0! - #DIV/O!
(Insert Revenue Source) - - - - - #DIV/0! - #DIV/O!
Total Revenues from State Sources - - - - - #DIV/O0! - #DIV/O!
Federal sources:
(Insert Revenue Source) - - - - - #DIV/O! - #DIV/O!
(Insert Revenue Source) - - - - - #DIV/0! - #DIV/O!
(Insert Revenue Source) - - - - - #DIV/O! - #DIV/O!
Total Revenues from Federal Sources - - - - - #DIV/O! - #DIV/O!
Total Revenues by Sources - - - - - #DIV/O! - #DIV/O!
Page 1 of 3

This document was prepared for distribution by the Louisiana Legislative Auditor.
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(AGENCY NAME)

FUND - BUDGET FOR YEAR ENDING (Insert Date)

Current Year

Upcoming Year

(A) (B) © (D) (E) () (G) (H)
Original Last Adopted Actual Estimated Projected % Change Proposed % Change
SUMMARY OF EXPENDITURES - BY AGENCY
Agency
(Insert Agency Name) - - - - #DIV/0! - #DIV/O!
Total Expenditures by Agency - - - - #DIV/0! - #DIV/O!
SUMMARY OF EXPENDITURES - BY DEPARTMENTS
Department
Administration - - - - #DIV/O0! - #DIV/O!
(Insert Department Name) - - - - #DIV/0! - #DIV/O!
(Insert Department Name) - - - - #DIV/O! - #DIV/O!
Total Expenditures by Departments - - - - #DIV/O! - #DIV/O!
SUMMARY OF EXPENDITURES - BY FUNCTIONS
Function
General Government - - - - #DIV/0! - #DIV/0!
Public Safety - - - - #DIV/O! - #DIV/O!
(Insert Function Name) - - - - #DIV/0! - #DIV/O!
Total Expenditures by Functions - - - - #DIV/0! - #DIV/O!
SUMMARY OF EXPENDITURES - BY CHARACTERS
Character
Salaries - - - - #DIV/O! - #DIV/O!
(Insert Expenditure Type) - - - - #DIV/O! - #DIV/O!
(Insert Expenditure Type) - - - - #DIV/O! - #DIV/O!
Total Expenditures by Characters - - - - #DIV/O! - #DIV/0!
Page 2 of 3

This document was prepared for distribution by the Louisiana Legislative Auditor.
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(AGENCY NAME)

FUND - BUDGET FOR YEAR ENDING (Insert Date)

Current Year

Upcoming Year

This document was prepared for distribution by the Louisiana Legislative Auditor.

(A) (B) © (D) (E) () (G) (H)
Original Last Adopted Actual Estimated Projected % Change Proposed % Change
SUMMARY OF OTHER FINANCING SOURCES - BY SOURCES
Other Financing Sources
Transfers In - Fund - - - - #DIV/0! - #DIV/0!
(Insert Other Financing Source) - - - - #DIV/O! - #DIV/O!
(Insert Other Financing Source) - - - - #DIV/O! - #DIV/O!
Total Other Financing Sources by Sources - - - - #DIV/O! - #DIV/O!
SUMMARY OF OTHER FINANCING USES - BY USES
Other Financing Uses
Transfers Out - Fund - - - - #DIV/O! - #DIV/O!
(Insert Other Financing Use) - - - - #DIV/O! - #DIV/O!
(Insert Other Financing Use) - - - - #DIV/O! - #DIV/0!
Total Other Financing Uses by Uses - - - - #DIV/O! - #DIV/0!
SUMMARY OF FUND BALANCE
Net change in fund balance - - - - #DIV/O! - #DIV/O!
Estimated Beginning Fund Balance - - - - #DIV/O! - #DIV/O!
Estimated Ending Fund Balance - - $ - - #DIV/O! - #DIV/O!
Page 3 of 3
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SAMPLE DOC 3

Public Hearings On
East Baton Rouge Parish School System’s
PROPOSED 2017-2018
GENERAL FUND BUDGET

Public Hearing Pursuant to the Provisions of La. R.S. 39:1306-1308
and La. R.S. 17:88(A)

Public Hearings will be held before the East Baton Rouge Parish School Board:

Thursday, June 1, 2017, 5:00 P.M.
Public Hearing/Board Workshop
School Board Room
1050 South Foster Drive
Baton Rouge, Louisiana

Thursday, June 15, 2017, 5:00 P.M.
Public Hearing/Board Meeting for Adoption of Budget
School Board Room
1050 South Foster Drive
Baton Rouge, Louisiana

The Budget document is available for public inspection at the
School Board Office Reception area, at 1050 South Foster Drive, Baton Rouge,
Louisiana

15


Pamela
Typewritten Text

Pamela
Typewritten Text
SAMPLE DOC 3

Pamela
Typewritten Text

Pamela
Typewritten Text


SAMPLE DOC 4

Certification — Public Participation

This is to certify that the (Public Entity) has complied with Louisiana Revised Statute 39:1307
relative to public participation in the budget process for the Year Ended (Fiscal Year End Date).

Notice of availability for public inspection and public hearing was held in compliance with
applicable statute. (Public Official/Administrator Name) (Date)

16
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SAMPLE DOC 5

Budget Resolution

The following resolution was offered by Ms. Vereta Lee and seconded by Ms. Connie Bernard.

A resolution adopting, finalizing and implementing the General Fund Budget of the East Baton
Rouge Parish School System for the fiscal year beginning July 1, 2017 and ending June 30, 2018.

WHEREAS, the Superintendent of the East Baton Rouge Parish School System, with the
assistance of the Chief Business and Operations Office, prepared a Proposed General Fund Budget for
the fiscal year beginning July 1, 2017 and ending June 30, 2018, which was accompanied by a budget
adoption resolution; and

WHEREAS, the proposed General Fund Budget adoption resolution has been submitted to this
School Board for review and consideration; and

WHEREAS, notice of a public hearing on the proposed General Fund Budget, and notice of the
availability of the proposed budget for review at such hearing has been timely published in The
Advocate, and

WHEREAS, a public hearing on the proposed General Fund Budget has now been reviewed
and considered; now

THEREFORE BE IT RESOLVED by the School Board that the proposed General Fund
Budget is hereby approved, adopted, and finalized subject to the following changes (if any).

17
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BE IT FURTHER RESOLVED, that the Superintendent, or his/her successor, in his/her
capacity as Superintendent of the School Board, or the Chief Business Operations Officer of the School
Board, or his/her successor, in his/her capacity as Chief Business Operations Officer of the School
Board, is hereby authorized and in his/her sole discretion, to make such changes within the General Fund
Budget line items he/she may deem necessary, (with appropriate notification to the Board), provided
that any reallocation of funds affecting in excess of one percent (1%) of the projected revenue collections
must be approved in advance by action of the School Board at a meeting duly noticed and convened.

BE IT FURTHER RESOLVED that the Superintendent of the School Board, or his/her
successor, in his/her capacity as Superintendent of the School Board, is hereby directed to advise the
School Board in writing when:

1. Revenue collections plus projected revenue collections for the remainder of the year, within
the General Fund or a Special Revenue Fund that is not expenditure driven, is failing to meet
estimated annual budgeted revenues by five percent (5%) or more.

2. Actual expenditures plus projected expenditures for the remainder of the year, within the
General Fund or a Special Revenue Fund, is exceeding the estimated budgeted expenditures
by five percent (5%) or more, or

3. The actual beginning fund balance, within the General Fund or a Special Revenue Fund that
is not expenditure driven, fails to meet the estimated beginning fund balance by five percent
(5%) or more, and the fund balance is being used to fund current year expenditures.

18



BE IT FURTHER RESOLVED that the Superintendent (Secretary-Treasury of the School
Board), or his/her successor, shall certify completion of all actions required by Louisiana R.S. 39:1306
by publishing a notice of the minutes of the meeting in The Advocate.

This Resolution having been submitted to a vote, the vote thereon was as follows:

YEAS: (-) Evelyn Ware-Jackson, Mark Bellue, Dr. Dawn Chanet Collins,
Jill C. Dyason, Connie Bernard, David Tatman, Kenyetta Nelson-Smith,
Vereta Lee

NAYS: (0) None

ABSTAINING:(0) None
ABSENT:(0) Michael Gaudet
DID NOT VOTE:(0) None

And this Resolution was declared adopted on this the 15 day of June, 2017.

EAST BATON ROUGE PARISH
SCHOOL BOARD

19



SAMPLE DOC 5a

THE FOLLOWING ORDINANCE WAS MOVED FOR INTRODUCTION BY COUNCIL
MEMBER ; SECONDED FOR INTRODUCTION BY COUNCIL MEMBER
ORDINANCE NO. 17-25

AN ORDINANCE TO APPROPRIATE FUNDS RELATIVE TO AND FOR ADOPTION OF
THE OPERATING BUDGET FOR THE CITY OF MANDEVILLE; AND TO ESTABLISH
THE ADMINISTRATION OF EXPENDITURES THEREOF AND TO PROVIDE FOR
RELATED MATTERS.

BE IT ORDAINED that the Operating Budget as set out herein as Exhibit “D” attached
hereto is adopted by the City Council of the City of Mandeville and that the appropriations called

for therein are made; and

BE IT FURTHER ORDAINED, that the Operating Budget shall be administered under the
following rules:

1.) No transfer of funds, as shown on exhibit “B”, in the amount greater than $5,000 of a
fund appropriation may be made between line items within that fund. If there is a need to transfer more

than $5,000 within a line item, it must come to the council for council approval.
2)) A budget amendment shall be required should the total of all budget adjustments made

within a fiscal year exceed 5% of a department appropriations;
3) Any inter departmental appropriations change shall only be by amendment to the budget;
4) As provided for in Louisiana R.S. 39:1311 the budget adopted herein shall constitute the
authority of the Mayor to incur liabilities and authorize expenditures from the respective budgeted funds

during the fiscal year.
5.) In the event that surplus funds are needed to fund budget items, the Administration shall

provide an explanation and justification during the budget process.
6.) Directors’ and the Mayor’s Salaries and Supplements are listed as listed on Exhibit “B”

by position
7.) Council Budget Exhibit “C” expenditures are included in Exhibit “D”.

8.) Professional Services Contracts as it pertains to funds appropriated by the budget and as
covered by Section 5-08 of the Mandeville City Charter shall be those contracts in which the primary
service is performed by those holding the designation or certification as a medical doctor, attorney,

architect, landscape architect or engineer.”

The ordinance being submitted to a vote, the vote thereon was as follows:

AYES:

NAY:
ABSTENTIONS:
ABSENT:

OO o O

and the ordinance was declared adopted this __th day of August, 2017

20
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Kristine Scherer Lauré Sica
Clerk of Council Council Chairman

SUBMITTAL TO MAYOR
The foregoing Ordinance was SUBMITTED by me to the Mayor of the City of
Mandeville this ___ day of August 2017 at o’clock p.m.

CLERK OF COUNCIL

APPROVAL OF ORDINANCE
The foregoing Ordinance is by me hereby APPROVED, this ___th day of August, 2017
at o’clock p.m.

DONALD J. VILLERE, MAYOR

RECEIPT FROM MAYOR
The foregoing Ordinance was RECEIVED by me from the Mayor of the City of Mandeville this
___th day of August, 2017 at o’clock p.m.
CLERK OF COUNCIL

21



SAMPLE DOC 6

NEWELL NORMAND SHERIFF HARVEY, LOUISIANA

NEWELL NORMAND, SHERIFF, TAX COLLECTOR

AND CHIEF EXECUTIVE DIRECTOR OF THE
LAW ENFORCEMENT DISTRICT IN THE
PARISH OF JEFFERSON, LOUISIANA

ADOPTING RESOLUTION

GENERAL FUND
AND
SPECIAL REVENUE FUNDS
16-17 AMENDED BUDGETS
AND 17-18 PROPOSED BUDGETS

The attached Amended 16-17 and Proposed 17-18 Summary Budgets representing estimated
revenues, expenditures and changes in fund balances are hereby adopted to serve as the
Operating Budget of the Jefferson Parish Sheriff’s Office for the General Fund and Special
Revenue Funds. Accordingly, implementation is hereby authorized.

Adopted this 23 day of June 2017, in Harvey, Louisiana.

S [ 2

Newell Normand, Sheriff, Tax Collector and
Chief Executive Director of the Law
Enforcement District in the Parish of
Jefferson, Louisiana

22
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SAMPLE DOC 7

THE FOLLOWING ORDINANCE WAS MOVED FOR INTRODUCTION BY COUNCIL
MEMBER ; SECONDED FOR INTRODUCTION BY COUNCIL
MEMBER i

ORDINANCE NO. 18-17

AN ORDINANCE OF THE CITY COUNCIL OF THE CITY OF MANDEVILLE TO
AMEND ORDINANCE NUMBER 17-25, THE OPERATING BUDGET OF THE
CITY OF MANDEVILLE AND FOR OTHER MATTERS IN CONNECTION
THEREWITH

WHEREAS, Atrticle V. Financial Procedures of the Home Rule Charter provides
that amendments to the adopted budget be made by ordinance; and,

WHEREAS, an amendment to the operating budget adopted for fiscal year
2017-2018, Ordinance Number 17-25, is required due to expenditures in Capital Outlay
and Vehicle Maintenance will exceed the current authorized appropriated funds budgeted
for 2017-2018 City of Mandeville Operating Budget; and,

NOW THEREFORE, BE IT ORDAINED by the City Council of the City of
Mandeville that the operating budget ordinance for fiscal year 2017-2018, Ordinance
Number 17-25, is hereby amended in that budget amendments regarding the Capital
Outlay and Vehicle Maintenance, as set forth on the attached Exhibit “A”, incorporated
as a part hereof, be adopted for the 2017-2018 Fiscal Year Operating Budget.

BE IT FURTHER ORDAINED, that in all other respects the 2017-2018
operating budget adopted shall remain in full force and effect.

The Ordinance being submitted to a vote, the vote thereon was as follows:
AYES:

NAY:

ABSTENTIONS:

ABSENT:

and the Ordinance was declared adopted the 24th day of May, 2018.

Kristine Scherer Lauré Sica
Council Clerk Council Chairman
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74
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77
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82
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86
87
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90
91
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SUBMITTAL TO MAYOR
The foregoing Ordinance was SUBMITTED by me to the Mayor of the City of Mandeville this
day of , 2018, at o’clock a.m.
CLERK OF COUNCIL
APPROVAL OF ORDINANCE
The foregoing Ordinance is by me hereby APPROVED this ___ day of ,2018, at
o’clock a.m.
DONALD J. VILLERE, MAYOR
VETO OF ORDINANCE
The foregoing Ordinance is by me hereby VETOED, this day of ,2018, at
o’clock .m.

DONALD J. VILLERE, MAYOR
RECEIPT FROM MAYOR

The foregoing Ordinance was RECEIVED by me from the Mayor of the City of Mandeville, this
day of , 2018, at o’clock a.m.

CLERK OF COUNCIL

CERTIFICATE
I, THE UNDERSIGNED Clerk of the City Council of the City of Mandeville do hereby certify
that the foregoing is a true and correct copy of an ordinance adopted by the City Council of the City of
Mandeville at a duly noticed, called and convened meeting of said City Council held on the 24th day of
May, 2018 at which a quorum was present and voting. [ do further certify that said Ordinance has not
thereafter been altered, amended, rescinded, or repealed.

WITNESS MY HAND and the seal of the City of Mandeville this day of ,2018.

CLERK OF COUNCIL
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108

51

109

Line

Exhibit A

Capital Budget
117 Operating
Capital Budget
Jackson St/LAKEFRONT--
14 Bathroom

149 Operating

PROJECT ACCOUNT
010 -100-000-88000
Current Budget
S 200,000.00

010 -110-000-47000

City of Mandeville
Budget Amendment 5

Budget Request

Budget Amendment
ACCOUNT DESCRIPTION 3/31/2018 5 ) Budget
CAPITAL OUTLAY 4,700,250 118,000 4,818,250
Revised Capital Budget
S 318,000.00
VEHICLE MAINTENANCE 58,553 22,000/ 80,553
Increase to General Fund
Expenditure Budget 4,758,803 140,000 4,898,803
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SAMPLE DOC 8

Dear Members:

This letter is to formally provide written notice to you pursuant to the Local Government
Budget Act, R.S. 39:1311(A), that the actual expenditures for this fiscal year to date for the City
are currently exceeding budgeted expenditures by more than 5%.

As you may recall, the City incurred additional expenses in addressing the water main
breakage on Main Street. This breakage resulted in damage to City Hall and the jail as well as
loss of equipment and supplies.

I hereby propose that the Council amend the current budget to appropriate additional
funds for Capital Projects and Supplies. Due to increased actual revenues, there are sufficient
funds available for this proposed increased appropriation.

Sincerely,

Mayor
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Budget Planning

A. When should the entity start budget planning?

B. What documents does the entity need?

1)  Last two or three year’s budgets

2) Insurance documents

3) Bank Statements

4)  Proces verbals (millages).

C. What are the entity’s projected expenses? The amount of money the entity
expects to spend in the coming fiscal year, broken down into the categories

the entity expects to spend it in - payroll, operating costs, capital expenses,
debt services, etc.

1) Some of these are fixed expenses

2) Should develop ways of estimating all expenses, especially those that are not
fixed.

3) Plan for fixed expenses, fluctuating expenses and emergencies.

28



Budget Planning

. What is the entity’s projected income? The amount of money the entity
expects to take in for the coming fiscal year, broken down by sources. (i.e., the
amount it expects from each funding source)

1) Last year’s figures are usually a baseline

. What is the interaction of expenses and income? What gets funded from
which sources? If income such as millages or grant funds comes with
restrictions, it's important to build those restrictions into the budget, so that
the entity can make sure to spend the money as required.

. What are the entity’s goals? Short term & long term

. What about unexpected expenses? How will the entity plan for that?

. What are the entity’s long-term projections (inclusive of revenues &
expenses)?

29



Preparing the Budget

A. Who has responsibility for preparing the budget?

1. What s the role of the mayor?
2. Whatis the role of the finance committee?

3. What is the role of the police jury/board of alderman/city council/parish council?

B. Are there any steps to take before preparing the budget document?

1. Lay out figures in a useful format (spreadsheet) to see how much the entity has
available to spend in each expense category

2. Vertical column = funding source Horizontal row = expense category (funding
sources along top edge & list of expense categories down left edge) Compare
total expenses to total income

* 3. Revenues must equal expenditures

4. Use of Fund balances

30



Preparing the Budget

C. What must the budget include?

1. A budget message that is signed by the budget preparer and that contains:
a. asummary description of the proposed financial plan, policies, and
objectives, assumptions, budgetary basis, and

b. adiscussion of the most important features.

2. Astatement for the general fund and each special revenue fund* showing the:

a. estimated fund balances at the beginning of the year;

b. estimates of all receipts and revenues to be received;

c. revenues itemized by source;

d. recommended expenditures itemized by agency, department, function,
and character;

e. other financing sources and uses by source and use; and

f. the estimated fund balance at the end of the fiscal year.

* A special revenue fund is a fund used within a government entity to record the proceeds from
certain revenue sources for which fund usage is restricted, i.e. dedicated taxes for recreation,
roads, maintenance, etc.

31



Preparing the Budget

3. In addition to the estimates previously required by R.S. 39:1305(C)(2)(a),
estimates after January 1, 2011, shall also include:

A clearly presented side-by-side detailed comparison of such information for the current
year, including the fund balances at the beginning of the year, year-to-date actual
receipts and revenues received and estimates of all receipts and revenues to be
received the remainder of the year; estimated and actual revenues itemized by source;
year-to-date actual expenditures and estimates of all expenditures to be made the
remainder of the year itemized by agency, department, function, and character; other
financing sources and uses by source and use, both year-to-date actual and estimates
for the remainder of the year; the year-to-date actual and estimated fund balances as of
the end of the fiscal year; and the percentage change for each item of information.

D. What if the entity has a surplus?

E. What if the entity has a deficit?

F. What should be done concerning the Capital Outlay Budget?

32



Public Participation in Budget Process

A. Does the entity’s proposed budget need to be published?

B. What amount of expenditures triggers additional public participation?

C. Is the entity required to have a public hearing?

D. Are committee hearings public?

E. Are public hearings and public meetings the same?

F. Can the entity have public hearing within a public meeting?
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Adoption of the Budget

A. Does the budget have to be adopted as initially proposed and published?

B. Does adoption require a public hearing?

C. Does adoption require a public meeting?

D. Can the entity adopt its budget by resolution?
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Monitoring/Implementation of
Budget

. Are reports on expenditure and revenues being reconciled to the budget
at least monthly?

. Are revenues lower or higher than expected?

. Are expenditures higher or lower than expected?

. Are revenues lower or expenditures higher by 5% or more of budgeted

amounts for the fund?

. Are expenditures matched to appropriations?

. How do payroll and personnel changes affect the budget?
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Monitoring/Implementation of
Budget

G. How does a beginning fund balance that is 5% lower than budgeted affect
the budget?

H. Are there any ordinances or charter provisions which require additional
procedures?
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Amending the Budget

. Are revenues lower or expenditures higher by 5% or more of budgeted
amounts for the fund?

. If yes, has written notification to the governing authority been
transmitted?

. Do additional funds need to be appropriated?

. Have any situations arisen which require expenditures that were not
budgeted?

. What type of instrument is required to adopt amendments for the
budget?

37



Amending the Budget

. Are amendments adopted at an open meeting?

. Will budget be balanced with adopted amendments?

. Is an amendment required or has the chief executive/administrative
officers been authorized to make changes within a budget without
governing authority approval?
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Miscellaneous Budget Issues

. What should the entity do if a budget is not adopted before the end of its
fiscal year?

. What should the entity do if a budget is still not adopted after 50% of the
prior adopted budget has been expended?

. How should the entity handle fund deficits in subsequent fiscal years?

. Does the entity need to amend its budget after the fiscal year is over to
correct errors?
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FLOWCHART OF STATUTORY MANDATES
CONCERNING THE LOCAL GOVERNMENT BUDGET ACT

CITES

POLITICAL SUBDIVISIONS

SCHOOL BOARDS

Complete Budget

R.S. 39:1305(A)

v

ELECTED OFFICIALS
v

v

Budget Preparer

R.S. 39:1305(B)

Chief Executive or
Administrative Officer

Elected Official

Local Superintendent

Budget Message
Prepared by:

R.S. 39:1305 (C)(1)

Chief Executive or
Administrative Officer

Elected Official

Local Superintendent

Budget Instrument
for Adoption

R.S. 39:1305(D)
(R.S. 33:406(A)(3))

Ordinance or Resolution
(Lawrason Act Municipalities - Ordinance only)

Letter authorizing implementation
signed by elected official

Resolution

Completed & Submitted
for Public Inspection

R.S. 39:1306

Political Subdivision - 15 days prior to
beginning of fiscal year

Parish - Prior to 15" day of fiscal year

15 days prior to beginning
of fiscal year

15 days prior to
date of adoption

Publication

R.S. 39:1307(B)

Official Journal

Official Journal

Official Journal

Public Hearing (Public
participation is required if the
total proposed expenditures
are $500,000 or more.)

R.S. 39:1307(A)(C)

No sooner than 10 days after publication

No sooner than 10 days after publication
(A.G. Opinion #85-938A)

v
Prior to September 15" of fiscal year

Certify Completion of
Public Process

R.S. 39:1307(D)

Notice in Official Journal

Notice in Official Journal

Notice in Official Journal

Adoption

R.S. 39:1309

Political Subdivision - At open meeting
before end of prior fiscal year.

Parish - At open meeting prior to 30" day of
new fiscal year.

No public meeting required

At open meeting — by September 15 of
fiscal year R.S. 17:88(A)

Send to State Superintendent by
September 30" for approval R.S.17:88(C)

Retain Certified Copies

R.S.39:1309(D) &
R.S.39:1313

Chief Executive or Administrative Officer

Elected Official

Local Superintendent

Amendments to Adopted
Budget

R.S. 39:1310* & 1311
*Not applicable to
amendments to proposed
budget prior to final
adoption

Adopted at public meeting™ after
publication on the agenda.
*No additional separate public hearing required
(Must amend if there is a 5% variance in revenues or
expenditures or beginning fund balance.)

Publication in the Official Journal*

*No additional separate public hearing required
(Must amend if there is a 5% variance in revenues
or expenditures.)

Adopted at public meeting* after
publication on the agenda.
*No additional separate public hearing required
(Must amend if there is a 5% variance in
revenues or expenditures)

Rev. 02/26/2019

Click here for Additional information on the LGBA.



https://app.lla.state.la.us/llala.nsf/5F8831F042DF874186257AB8006E7A0B/$FILE/LGBA%20FAQ.pdf

POLITICAL SUBDIVISIONS
REVISED 07/2018

Steps Necessary for Adoption and
Implementation of an Annual Budget and
for Amendment of the Budget for
Political Subdivisions

Overview

1) Each political subdivision shall cause to be prepared a comprehensive budget
presenting a complete financial plan for each fiscal year for the general fund and
each special revenue fund.

e The chief executive or administrative officer of the political subdivision
shall prepare the proposed budget.

¢ A budget message signed by the budget preparer for the general fund
and each special revenue fund shall include a summary description of the
proposed financial plan, policies and objectives, assumptions, budgetary
basis, and a discussion of the most important features. R.S. 39:1305.

2) The budget document shall include a statement for the general fund and each
special revenue fund showing:

o Estimated fund balances at beginning of year;

o Estimate of all receipts and revenues to be received,;

o The revenue itemized by source;

e The recommended expenditures itemized by department, function and
character*;

e The other funding sources and uses;

¢ The estimated fund balance at the end of the fiscal year;
R.S. 39:1305(C)(2)(a)

*The proposed/amended expenditures must be for the entire fiscal year.
AG Op. No. 12-0244

Page 1 of 4
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POLITICAL SUBDIVISIONS
REVISED 07/2018

The budget document shall also include:

3)

4)

o A clearly presented side-by-side detailed comparison of information for
the current year, including the fund balances at the beginning of the year,
year-to-date actual receipts and revenues received and estimates of all
receipts and revenues to be received the remainder of the year;

e Estimated and actual revenues itemized by source;

e Year-to-date actual expenditures and estimates of all expenditures to be
made the remainder of the year itemized by agency, department,
function, and character;

e Other financing sources and uses by source and use, both year-to-date
actual and estimates for the remainder of the year;

e The year-to-date actual and estimated fund balances as of the end of the
fiscal year; and

e The percentage change for each item of information.
R.S. 39:1305(C)(2)(a).

e R.S. 39:1305(C)(2)(b) School boards shall itemize revenues and
expenditures in accordance with guidance provided by the state
Department of Education.

»  School boards must comply with the requirements of both
R.S. 39:1305(C)(2)(a) and (b). AG Op. No. 12-0048

A budget proposed for consideration by the governing authority shall be
accompanied by a proposed budget adoption instrument. The budget adoption
instrument for independently elected parish offices shall consist of a letter from
the independently elected official authorizing the implementation of the adopted
budget. The budget adoption instrument for any municipality, parish, school
board, or special district shall be an appropriation ordinance, adoption resolution,
or other legal instrument necessary to adopt and implement the budget
document. The Lawrason Act requires that the adoption of the budget must
be accomplished by ordinance R.S._33:406(A)(3). The adoption instrument
shall define the authority of the chief executive and administrative officers of the
political subdivision to make changes within various budget classifications
without approval by the governing authority, as well as those powers reserved
solely to the governing authority. R.S. 39:1305(D)

The budget of a political subdivision (except for parishes) shall be completed and
submitted to the governing authority of that political subdivision and made
available for public inspection no later than 15 days prior to the beginning of each
fiscal year. Parish budgets shall be made available for public inspection prior to
the 15" day of the fiscal year for which the budget is applicable.

R.S. 39:1306(A)(2)

Page 2 of 4
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POLITICAL SUBDIVISIONS
REVISED 07/2018

5)

The special public participation rules for political subdivisions that propose to
spend $500,000 or more from the general fund and any special revenue fund.
R.S. 39:1307:

» Give Notice via Publication that the budget is available for inspection;

* Give Notice via Publication of Public Hearing — Notice should be given at
least 10 days prior to the hearing;

» Give Notice via Publication in the Official Journal;

* Convene at least one Public Hearing; and

» After Public Hearing, certify completion by Publication.

The budget procedures for political subdivisions that propose to spend less than

6)

7

8)

9)

$500,000. R.S._39:1307:

All of the initial budget procedures required under the LGBA apply to political
subdivisions that propose to spend less than $500,000. Entities that do not meet
the threshold are not required to advertise as otherwise required under
R.S. 39:1307 or hold a public hearing. All other public participation rules apply,
including the adoption of the budget and amendments in an open meeting and
the opportunity for public inspection. See AG Op. Nos. 87-0190, 89-0512 and 08-
0254 for comment.

The political subdivision shall cause to be published a notice stating that the
proposed budget is available for public inspection at the office of the individual
political subdivision. The notice shall state that a public hearing on the budget
shall be held, with a date, time, and place of hearing specified in the notice. The
notice shall be published at least ten days prior to the public hearing.

R.S. 39:1307(B)

At least one public hearing must be conducted on the budget proposal if the
budget proposes to expend $500,000 or more from the general fund or any
special revenue fund. R.S. 39:1307(C)

The political subdivision shall certify completion of public participation by
publishing a notice in the official journal. R.S. 39:1307(D) See Q.33 of the LGBA
FAQ for sample language for this notice.)

The proposed budget and the accompanying budget adoption instrument may be
amended by the political subdivision, other than a Lawrason Act municipality, at
any point prior to final adoption, unless otherwise provided in an ordinance or
home rule charter.

R.S. 39:1305(F)* exempts Lawrason Act municipalities from the provisions
of R.S. 39:1305(F).

Page 3 of 4
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POLITICAL SUBDIVISIONS
REVISED 07/2018

10)

11)

12)

13)

The political subdivision (except for a parish) shall adopt a budget, including the
adoption of any amendments to the proposed budget, if applicable, in open
meeting before the end of the prior fiscal year. A parish shall adopt a budget,
including the adoption of any amendments, in an open meeting prior to the 30"
day of the fiscal year for which the budget is applicable. R.S. 39:1309(A)

The adopted budget shall be balanced with approved expenditures not
exceeding the total of estimated funds available. R.S. 39:1309(B)

The adopted budget shall contain the same information as that specified for the
proposed budget, plus any amendments adopted prior to final adoption by the
governing authority. R.S. 39:1309(C)

Upon adoption, certified copies of the budget and adoption instrument shall be
transmitted to and retained by the chief executive or administrative officer.

R.S. 39:1309(D)

AMENDING A FINALIZED BUDGET

Amendment to the adopted budget is required if:

¢ Total revenues fail to meet total budgeted revenue by 5% or more, and/or

¢ Total actual expenditures exceed total budgeted expenditures by 5% or more,
or

e There has been a change in operation upon which the original adopted
budget was developed.

»  Any increase, decrease, addition, or deletion of allocations should be
made through amendment to the adopted budget.

The political subdivision shall adopt a budget amendment in an open meeting to reflect
the change.

In no event shall a budget amendment be adopted proposing expenditures that exceed
the total of estimated funds available for the fiscal year. R.S. 39:1310

The provisions of R.S. 39:1310 do not apply to amendments of the proposed budget
prior to final adoption.

See AG Op. No. 09-0152 for a discussion of amending the budget.

Page 4 of 4
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(AGENCY NAME)

FUND - BUDGET FOR YEAR ENDING (Insert Date)

Current Year

Upcoming Year

(A) (B) © (D) (E) (F) ©) (H)
Original Last Adopted Actual Estimated Projected % Change Proposed % Change
Budget Budget Year-to-Date as Remaining for Actual Result at |Last Adopted Budget vs. Budget Projected Actual Result at
of: (Insert Date) Year Year End Projected Actual Result Year End vs. Proposed
at Year End Budget
[C+D] [E/B-1] [G/E-1]
SUMMARY OF REVENUES - BY SOURCES
Local sources:
(Insert Revenue Source) - - $ - $ - $ - #DIV/O! - #DIV/0!
(Insert Revenue Source) - - - - - #DIV/O! - #DIV/O!
(Insert Revenue Source) - - - - - #DIV/O! - #DIV/O!
Total Revenues from Local Sources - - - - - #DIV/O! - #DIV/O!
State sources:
(Insert Revenue Source) - - - - - #DIV/O! - #DIV/O!
(Insert Revenue Source) - - - - - #DIV/O! - #DIV/O!
(Insert Revenue Source) - - - - - #DIV/0! - #DIV/O!
Total Revenues from State Sources - - - - - #DIV/0! - #DIV/O!
Federal sources:
(Insert Revenue Source) - - - - - #DIV/0! - #DIV/O!
(Insert Revenue Source) - - - - - #DIV/0! - #DIV/O!
(Insert Revenue Source) - - - - - #DIV/0! - #DIV/O!
Total Revenues from Federal Sources - - - - - #DIV/0! - #DIV/0!
Total Revenues by Sources - - - - - #DIV/0! - #DIV/O!
Page 1 of 3

This document was prepared for distribution by the Louisiana Legislative Auditor.

(0

45




(AGENCY NAME)

FUND - BUDGET FOR YEAR ENDING (Insert Date)

Current Year

Upcoming Year

(A) (B) © (D) (E) (F) ©) (H)
Original Last Adopted Actual Estimated Projected % Change Proposed % Change
SUMMARY OF EXPENDITURES - BY AGENCY
Agency
(Insert Agency Name) - - - - - #DIV/0! - #DIV/O!
Total Expenditures by Agency - - - - - #DIV/O! - #DIV/O!
SUMMARY OF EXPENDITURES - BY DEPARTMENTS
Department
Administration - - - - - #DIV/O! - #DIV/O!
(Insert Department Name) - - - - - #DIV/O! - #DIV/O!
(Insert Department Name) - - - - - #DIV/O! - #DIV/O!
Total Expenditures by Departments - - - - - #DIV/0! - #DIV/O!
SUMMARY OF EXPENDITURES - BY FUNCTIONS
Function
General Government - - - - - #DIV/0! - #DIV/O!
Public Safety - - - - - #DIV/O! - #DIV/O!
(Insert Function Name) - - - - - #DIV/O! - #DIV/O!
Total Expenditures by Functions - - - - - #DIV/O! - #DIV/O!
SUMMARY OF EXPENDITURES - BY CHARACTERS
Character
Salaries - - - - - #DIV/O! - #DIV/O!
(Insert Expenditure Type) - - - - - #DIV/O! - #DIV/O!
(Insert Expenditure Type) - - - - - #DIV/O! - #DIV/O!
Total Expenditures by Characters - - - - - #DIV/O! - #DIV/O!
Page 2 of 3
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(AGENCY NAME)

FUND - BUDGET FOR YEAR ENDING (Insert Date)

Current Year

Upcoming Year

® ®) © © © ® © [G)
Original Last Adopted Actual Estimated Projected % Change Proposed % Change
SUMMARY OF OTHER FINANCING SOURCES - BY SOURCES
Other Financing Sources
Transfers In - Fund - - - - - #DIV/0! - #DIV/O!
(Insert Other Financing Source) - - - - - #DIV/O! - #DIV/O!
(Insert Other Financing Source) - - - - - #DIV/O! - #DIV/O!
Total Other Financing Sources by Sources - - - - - #DIV/O! - #DIV/O!
SUMMARY OF OTHER FINANCING USES - BY USES
Other Financing Uses
Transfers Out - Fund - - - - - #DIV/O! - #DIV/O!
(Insert Other Financing Use) - - - - - #DIV/O! - #DIV/O!
(Insert Other Financing Use) - - - - - #DIV/0! - #DIV/O!
Total Other Financing Uses by Uses - - - - - #DIV/O! - #DIV/O!
SUMMARY OF FUND BALANCE
Net change in fund balance - - - - - #DIV/O! - #DIV/O!
Estimated Beginning Fund Balance - - - - - #DIV/O! - #DIV/O!
Estimated Ending Fund Balance - - $ - $ - - #DIV/O! - #DIV/0!
Page 3 of 3
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