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Policy

The County adopts an annual budget.  The detailed budget document is adopted at the department level but monitored at the cost center level.  A cost center can be a department or an activity within a department.  Management can make transfers within a department or an activity within a department without approval of the Finance Committee or County Board.

To supplement the appropriation for a department, the Finance Committee can approve transfers from contingency.  Transfers may not exceed in aggregate the amount set up in the contingency fund and may not for any one department exceed 10% of the funds originally appropriated for that department.  Transfers in excess of 10% must follow the budget amendment process and be approved by the County Board.

The County is required to publish budget amendments as a class 1 notice within 10 days after a change is made.  

Proposed amendments to the budget are prepared by the requesting department, reviewed by the County Administrator to approve or disapprove and forwarded to the County Board based on the level of adjustment (see below).

County Board approval requires a two-thirds vote of the entire membership (20 votes of the 30 member County Board).

It shall be policy that budget adjustments/amendments shall require approval at the following levels:

a) Level 1 adjustments may be made at the discretion of the Department Head.

b) Level 2 (a) and (b) adjustments shall require approval of the County Administrator.

c) Level 3 amendments shall require approval of the Finance Committee subsequent to review and approval of the County Administrator.

d) Level 4 (a), (b), (c) and (d) amendments shall require approval of the County Administrator, respective standing committee if required and a two-thirds vote of the County Board.
Procedure

a. Level 1 adjustments shall be made at the discretion of the Department Head to assist with budget monitoring.  At this level it is also at the discretion of the department head to forward a copy of a Budget Amendment Request form to the Finance Department for monitoring of budgets and assist in the development of future budgets.

b. Level 2 adjustment requests shall be requested by the Department Head to the County Administrator for approval or denial.  The County Administrator will notify the department of the decision and forward the Budget Amendment Request form to the Finance Department.

c. Level 3 amendment requests shall be requested by the Department Head to the County Administrator for approval or denial.  The County Administrator will notify the department of the decision and forward the Budget Amendment Request form to the Finance Department.  If the request is approved by the County Administrator the Finance Department will add it to an agenda item for review by the Finance Committee.  The department requesting the amendment shall have a representative there that can answer questions at the Finance Committee meeting.

d. Level 4 amendment requests shall be requested by the Department Head to the County Administrator for approval or denial.  The County Administrator will notify the department of the decision and forward the Budget Amendment Request to the Finance Department and will add it to an agenda item for review by the County Board.  The department requesting the amendment shall have a representative there that can answer questions at the County Board meeting.

Administration

This policy is for use in guiding financing decisions of the County, and can be interpreted by the County Board as part of overall discussions related to budget amendments.  It is administered in conjunction with the County’s other fiscal policies.  It may be amended or revised from time to time as determined by the County Board.

Note: All purchases are still subject to Ordinance No. 2005-01 “Jefferson County Purchasing Ordinance”.

Adopted May 13, 2014 – Resolution No. 2014-15

[image: image1.emf]Adjustment Approval Level

Level 1 Adjustments of operating appropriations up to $4,999 from Department Head

one account to another within the department's budget

Level 2 a. Adjustments of operating appropriations over $5,000 and up  Administrator

from one account to another within the department's budget.

b. Substitution of capital items or adjustment of operating to Administrator

capital appropriations up to $24,999 from one account to

another within the department's budget.

Level 3 Amendments of operating or capital appropriations needing Finance Committee

additional funding from contingency funds from that are under 10%

of the funds originally appropriated for an individual department.

Level 4 a. Amendments of operating or capital appropriations needing County Board

additional funding from contingency funds from that are over 10%

of the funds originally appropriated for an individual department.

b. New programs in a department that were not originally budgeted County Board

through increase in expenses with offsetting increase in revenue

for that program. (i.e. grant funding or donations) 

c. Substitution of capital items or adjustment of operating to County Board

capital appropriations over  $25,000 from one account to

another within the department's budget.

d. Amendments of operating or capital appropriations needing County Board

funding from general fund balance.

Increase Decrease Account # Account Title Amount

Description of Adjustment:

Department Head Signature Date

County Administrator Signature Date

1) Salaries and Fringes are not included as operating above, any changes to salaries and fringes must be discussed

with the County Administrator.

2) The County Administrator shall make the determination if the budget adjustment needs to go to the County Board.

3) Any items $5,000 and above must be capitalized.

Description

JEFFERSON COUNTY

BUDGET ADJUSTMENT OR AMENDMENT REQUEST



_1488976028.xls
Sheet1

		JEFFERSON COUNTY

		BUDGET ADJUSTMENT OR AMENDMENT REQUEST

		Adjustment												Description												Approval Level

				Level 1										Adjustments of operating appropriations up to $4,999 from												Department Head

														one account to another within the department's budget

				Level 2						a.				Adjustments of operating appropriations over $5,000 and up												Administrator

														from one account to another within the department's budget.

										b.				Substitution of capital items or adjustment of operating to												Administrator

														capital appropriations up to $24,999 from one account to

														another within the department's budget.

				Level 3										Amendments of operating or capital appropriations needing												Finance Committee

														additional funding from contingency funds from that are under 10%

														of the funds originally appropriated for an individual department.

				Level 4						a.				Amendments of operating or capital appropriations needing												County Board

														additional funding from contingency funds from that are over 10%

														of the funds originally appropriated for an individual department.

										b.				New programs in a department that were not originally budgeted												County Board

														through increase in expenses with offsetting increase in revenue

														for that program. (i.e. grant funding or donations)

										c.				Substitution of capital items or adjustment of operating to												County Board

														capital appropriations over  $25,000 from one account to

														another within the department's budget.

										d.				Amendments of operating or capital appropriations needing												County Board

														funding from general fund balance.

		Increase						Decrease								Account #						Account Title						Amount

		Description of Adjustment:

		Department Head Signature																								Date

		County Administrator Signature																								Date

		1) Salaries and Fringes are not included as operating above, any changes to salaries and fringes must be discussed

				with the County Administrator.

		2) The County Administrator shall make the determination if the budget adjustment needs to go to the County Board.

		3) Any items $5,000 and above must be capitalized.
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