Chapter 14
Additional Appropriation and Transfer Procedures

Additional Appropriations

While the fiscal body of a taxing unit must act on all additional appropriations,
approval by the Department of Local Government Finance (DLGF) is limited to
cash funds that receive revenue from property taxes levied under IC 6-1.1%,
Motor Vehicle Highway account IC 8-14-1-1, or Local Road and Street account
IC 8-14-2-4. Additional appropriations from the Rainy Day Fund also require
approval from the DLGF. Other additional appropriations (including those made
from the proceeds of bonds and loans) must only be reported (Reporting Only
funds) to the Department of Local Government Finance (DLGF). The DLGF will
only acknowledge the receipt of information for funds that are designated as
“Reporting Only”. In this process, there is a heavy reliance upon individual fiscal
officers to provide the DLGF with accurate information.

State grant monies, such as Build Indiana grants, that are not required to be paid
back and that are itemized and earmarked for particular expenditures do not
necessarily need to be appropriated by the taxing unit in order to make such
expenditures. The determination is under the assumption that the taxing unit
receives the money up front and it is receipted into a separate fund and is not a
reimbursement to a previously established fund that requires an appropriation.
Grant monies must be expended in accordance with the grant budget.

Additional Appropriations/Transfer Procedures 2011 -
http://www.in.gov/dlgf/files/100720-Budget Memo- Additional Appropriation.pdf
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STATE OF INDIANA

DEPARTMENT OF LOCAL GOVERNMENT FINANCE INmIANA GOVERNMENT CENTER NORTH

10 NORTH SENATE AVENUE N10S8(E)

INDIANATOLIS, TN d6204
PHONE (317) 232-3777
FAX (317)232-8779
TO: All Taxing Units
FROM: Dan Jones, Assistant Director of Budget%&\
RE: Additional Appropriation and Transfer Procedures (IC 6-1.1-18-5; IC 6-1.1-18-6)
DATE: July 18,2011

IMPORTANT NOTICE

Effective July 1, 2011, in compliance with House Enrolled Act 1004-2011, Section 11, the Department
of Local Government Finance (“Department™) can only process additional appropriation requests for a
political subdivision (“unit™) if that unit has filed with the State Board of Accounts (“SBOA™) its Annual
Financial Report, Anmual Salary Report (100R), and for townships, the TA-7 Report.

ADDITIONAL APPROPRIATIONS

The additional appropriation process is used to appropriate money in excess of the Depariment's
certified appropriations for a unit for the current budget year. Although the fiscal body of 5 unit must act
on all additional appropriations, approval by the Department is only required for finds that receive
revenue from property taxes levied under IC 6-1.1-2 or the Motor Vehicle Highway (“MYH™) Fund (IC
8-14-1-1), Local Road and Street (“LRS™) Fund (IC 8-14-2-4), Rainy Day Fund (IC 36-1-8-5.1), or the
Library Improvement Reserve Fund (“LIRF”) (IC 56-12-3).

Other additional appropriations must only be reported (“reporting-only funds”) to the Department. Since
the Departient must acknowledge reporting-only funds, submission of the unit's finaneial informati on
18 mecessary to ensure that adequate funds are available to support the additional appropriation request.
Therefore, the Department will require a Certified Copy of Additional Appropriation to be completed
for all reporting-only funds. Additional appropriations from the proceeds of bonds and loans are
reporting-only funds and do not require Department approval unless the proceeds are deposited in a fund
receiving property tax or state distributions. Additional appropriations meeting the requirements of [C 8-
16-3-3(c} (Cumulative Bridge Fund) also are reporting-only funds and do not require Department
approval. The Department will acknowledge the receipt of information for reporting-only funds. The
Department relies heavily on individual fiscal officers to provide accurate information, The Department
will approve additional appropriation requests only after tax rates have been certified for the county for
the current vear,

SBOA recommends appropriating all grants. If grant monies are receipted into a previously established
fund requiring appropriation, the unit must follow the addilional appropriation procedures for that fund
as outlined herein, If the grant monies are provided by the state or federal government as a
reimbursement of an expense made by the unit (IC 6-1.1-18-7.5), the grant monies do not need to be
appropriated or reported to the Department by the taxing unit in order to make expenditures, Grant
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monies must be expended in accordance with the grant budget,
FROCEDURES

The following steps must be followed to obtain an additional appropriation that was not included in the
certified annual budget and certified appropriations of the unit as reflected on Line 1 of the final version
of the unit’s Fund Report. These procedures should be followed for all reporting-only funds as well as
funds that that receive revenue from property taxes levied under IC 6-1.1-2 or the MVH Fund, LES
Fund, Rainy Day Fund, or the LIRF. Pursuant to IC 6-1.1-18-6, units with departmentalized budgets
should follow the procedures for transfers of appropriations when an equal amount of appropriations are
reduced in one department and re-appropriated to another department within the same fund.

The proper officers of a unit must give notice of their proposed additional appropriation, The notice
shall state the time and place at which a public hearing will be held on the proposal. The notice shall
include fund name and number, a categorical breakdown of the proposed ad ditiomal appropriation for
each fund, and the total of the proposed additional appropriation for cach fund. The notice shall be
published one time in two newspapers, if available, not less than ten days before the public hearing on
the proposal. in accordance with IC 5-3-1-2(b). (A sample notice is appended to this memorandum.)

STEP2

Thee proper officers of the unit shall hold the public hearing omn the proposal as advertised. At the public
hearing, action shall be taken to approve, modify, or disapprove the proposed additional appropriation as
adwertised, If the unit’s fiscal body tables the request until the following meeting, the additional
appropriation does not have to be re-advertised provided the tabling of the request is stated publicly and
included in the minutes of the correctly advertised meeting, The fiscal body shall not adopt
appropriations exceeding the amount advertised. (Samples of resolutions/ordinances are appended to this
memorandum.)

STEP 3

Afiter the public hearing, the proper officers of the unit must complete and file with the Department a
Certified Copy of Additional Appropriation (“Certified Copy™) and any other relevant information,
including the unit’s financial information, The Tequested amount of additional appropriation shown on
the Certified Copy must not exceed the fiseal body’s final approved amount or the advertised amount,
(A sample of the Certified Copy is appended to this memorandum.) Units must use the format of the
appended Certified Copy sample.

If the miscellaneous revenue amount entered on Ling 4 of the Certified Copy exceads what was
determined on Line 8B of the Fund Report, a revised Form 2 (Estimate of Miscellanesus Revenue) must
be attached to the Certified Copy supporting the documented increase. When a unit is reporting a tax
distribution received in the current year that is for taxes due in the previous year, this amount should be
added 1o the miscellaneous revenue amount on the Certified Copy. The unit must submit a revised
Busdget Form 2 along with the Certified Copy showing the revenue as the previous year's taxes received
in the current year, Entries should be made in whole dollars and cents should not be included. The
revised Form 2 must show the new total amount of Miscellaneous Revenues in Column B—ihe amount
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previously reported —plus any additional amount available to be appropriated. If no revised Form 2 is
received, the unit”s request will be processed using the miscellanecus revenue amount on Line 88 of the
current year's Fund Report.

The unit must, if the information is available, document on the Certified Copy the amount of revenue it
will lose due to circuit breakers. The Department will take this figure imto consideration so as not to
approve appropriations for which the unit will not have adequate funding.

When a unit is requesting an additional appropriation for a Bu acement Fund, debt fund, or Capital
Projects Fund (“CPF™), a brief explanation of the purpose of the request and the accounts affected will
facilitate the processing of the request, In some cases, amendments or emergency amendments to CPF
plans amd bus replacement plans may be required. Units should consult the appropriate CPF
memorandum, the School Transportation and Bus Replacement Fund memorandum, and Indiana Code
for more information,

If any documents fled are incomplete, this may result in the denial of the request or the Department may
return the Certified Copy toe the unit.
STEFP 4

When the Department receives a Certified Copy for a proposed additional appropriation that requires its
approval, the Department will determine whether sufficient funds are awailable during the calendar year
for the proposal and will issue a written determination within 15 days of receipt of the proposal. The
Departrment will limit the amount of the additional appropriation to the amount of funds available or to
be made available and that have not been previously appropriated.

If an appropriation is (o be funded with income in excess of revenue estimates certified by the
Department, then information supporting such additional revemue must be provided at the time of
submission. If revenue is available from carry-over cash that is not encumbered from the previows year
or the current bud get, supportive evidence is not necessary,

STEPS

A unit may request a reconsideration of a determination by filing a written request with the Department
within 135 days of receipt of the determination. The Diepartment must act upon a request for
recemsideration within 15 days of receipt. A request for reconsideration must also specifically state the
reason for the request for reconsideration.

SUBMITTAL

Submit the Certified Copy, financial information, revised Form 2s, if applicable, and any other relevant
information to:

DEPARTMENT OF LOCAL GOVEENMENT FINANCE
ATTN: BUDGET DIVISION—ADDITIONAL APPROPRIATIONS
[GCN ROOM N1058 £ 100 W, SENATE AVE.
INIMANAPOLIS, IN 46204
or FAX TO: (317) 232-B779
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TRANSFER OF APPROPRIATIONS

IC 61,1186 reads:
a} The proper officers of a political subdivision may transfer money from one major budget
classification to another within a department or office ift

(1} they determine that the transfer is necessary;

(2} the transfer does not require expenditure of more money than the total amount set out in
the budget as finally determined under this article;

(3} the transfer is made at a regular public meeting and by proper ordinance/resolution; and

b) A transfer may be made under this section without notice and without the approval of the
Department of Local Government Finance,

{Note: It is not necessary to file documentation with the Department on transfers from one major
budget classification to another within a department.)

TRANSFER OF FUNDS TO AND FROM THE RAINY DAY FUND

House Enrolled Act 10042011 amended 1C 6-1.1-20.6- 10 to allow a politizal subdivision to transfer
funds from the Rainy Day Fund or other funds to a debt service fund when tax collections are reduced
due to circuit breaker credits below the amount needed for debt service obligations. This is the only
situation when funds may be transferred from a rainy day fund.

House Enrolled Act 1275-2011 added IC 6-3.5-7-12.7 and amended 1C 36-1-8-5.1, which provide that a
eity, town, or county may transfer by ordinance or resolution money from the County Economic
Development Income Tax (“CEDIT*) or Rainy Day Fund to the General Fund or any other appropriated
fund at any time. Any amount transferred to the Rainy Day Fund in a fiscal year may not exceed 10% of
the unit’s total operating budget for the fiscal year.

Transfers to the Rainy Day Fund are limited by IC 36-1-8-5.1(d) not to exceed 10% of the unit’s’ annual
budget. This limitation does not apply to any amounts units are instructed to deposit into the Rainy Day
Fund, such as an excess incoms tax distribution.

The Rainy Day Fund iis subject to the same appropriation provess as other funds that receive tax money.
Before making an appropriation from the Rainy Day Fund, the fiscal body shall make a finding that the
proposed use of the Rainy Day Fund iz consistent with the intent of the origingl fund.

The Department may not reduce the actual or maximum permissible lewy of a unit as a result of a
balance: in the Rainy Day Fund of the unit.

Transfers to the Rainy Day Fund must be reported to the Department. Units must subimit to the
Department the resolution/ordinance from the fiscal body approving the transfer. The

resoluti on/ordinance must include the name of each fund and the amount being transferred out of each
funid to the Rainy Day Fund. Resolutions/ordinances establishing the Rainy Day Fund must also be
submitted to the Department.
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CONTACT INFORMATION

Cuestions should be directed to Dan Jones, Assistant Budget Director, at (317) 232.0651 or
djones@dlgfin.gov.
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Guide to Completing the Certified Copy of Additional Appropriation Form

**AMPORTANT NOTE *#*
Additional Appropriations needing Department approval will mot be accepted after December 15 of
any year. Units may submit reporting-only fund appropriations ustil Decémber 31 of any year.

Fund mumber: This should come from your Fund Report (e.g., 0101 General, 0150 Debt Service, 1312
Park and Recreation, 0706 MVH, 0708 Local Road and Street and 2391 Cumulative Capital
Development.)

Fund mame: Refer to the summary section on vour Fund Report for the appropriate fund names, Many
reporting-only funds will not be listed on vour Fund Report,

Appropriation request: This amount should be less than or equal to what was advertised and adopted
by the [scal body in whole numbers. (Do not include cents,)

Amount by reduetion: If the taxing unil is reducing a line item within a particular fund, it is considered
a reduction. The amount reduced should be less than or equal to what was advertised and adopted by the
fiscal body in whole numbers. (Do not include cents.)

Net amount of imerease: This is the appropriation request minus the amount by reduction,

Property tax levy: This reflects line 16 from the Fund Report provided by the Department with the
1782 Notice (or the certified levy amount reflected on the Budget Order).

Levy excess applied: This reflects line 15 of the Fund Report provided by the Department with the
1782 Notice.

PTRC from CAGIT: This reflects line 134 of the Fund Report provided by the Department with the
1782 Motice, If you are a CAGIT county, this line may have an amount placed on it.

LOIT freeze amount: This reflects line 1 3B of the Fund Report provided by the Department with the
1782 Notice. If you are a LOIT freeze county, this line may have an amount placed on it.

Miscellaneons revenue estimate: This is line 8B on the Fund Report provided by the Department with
the 1782 Notice. [f miscellaneous revenue on the Certified Copy exceeds what was determined on Line
8B of the Fund Report, a revised Form 2 (Estimate of Miscellaneous Revenue) must be attached to the
Certified Copy supporting the documented increase. The revised Form 2 must show the new total
amount of Miscellaneous Revermes in Column B—the amount previously reported—plus any additional
amount avail 0 be a riated. If no revised Form 2 is received, your request will be processed
using the miscellaneous revenue amount on Line 8B of the Fund Report.

January 1 eash balanee: This is the cash and investment balance in the appropriate fund as of January
1 of the curent year, This figure is taken from the fiscal officer’s ledger book. Do not include
investments attributed to other funds.

Subtetal of Munds available: Simply add lines 1 through & on the worksheet. This represents total funds
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available before any appropriations are deducted for this fund.

Liess circuit breaker: This figure represents the amount of revenue the unit will lose due to property tax
caps. The Department will take this figure into account so as not to approve an additional appropriation
fior which the unit will not have adequate funding,

Total funds available: Simply subiract line & from line 7.

Original budget: This is line 1 of the Fund Report provided by the Drepartment with the 1782 Notice.
This is also the certified budget amount on the final budget order.

Encumbered appropriations: This amount would be any prior year carryovers for a particular fund.
An example: $5,000 in capital outlays are obligated through a purchase order or contract for office
equipment but the check will not be written until after January 1. The original appropriation was in place
the prior vear but the funds were not spent.

Temporary leans outstanding as of Januvary 1: Outstanding temporary loans and prior year levy
excess amounts (amounts that need 1o be transferred to a levy excess fund) need to be reflected in the
surplus funds. Any temporary foans added after January 1 should NOT be added to this total.

Beginning obligations: Simply add lines 10, 11, and 12. This represents the amount of funds already
committed for this fund.

Surplus funds: This represents line 9 of this work sheet minus line 13. These are the funds available
before the approval of any additional appropriations during the current calendar year.

Previous additional appropriation(s) approved since January 1: This represents any previous
additional appropriations made in excess of the budget during the current calendar year. It does not
include the current year budget or this additional appropriation request,

Amount transferred to the Rainy Day Fund: This represents the amount of funds transferred to the
Rainy Day Fund in the corrent budget vear

Surplus funds remaining: This represents the total amount of uncommitted funds available for
appropriation. If the amount on this line exceeds the amount requested, it is likely the additional
appropriation will be approved if proper procedure has been followed. The appropriation approved will
be limited to the amount on this line. Requests for amounts exceeding this line will be denied.

WHO CERTIFIES AS THE FISCAL OFFICER:

COUNTIES: County Auditor
TOWNSHIPS: Trustee
CITIES: Controller, Clerk-Treasurer
TOWNS: Clerk-Treasurer
LIERARIES: Director, Treasurer
SCHOOLS: Superintendent, Business Manaper, Treasurer
SPECIAL MSTRICTS:  Treasurer to the Board
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SAMPLE
ADDITIONAL APPROPRIATION RESOLUTION/ORDINANCE

Whereas, it has been determined that it is now necessary to appropriate more money than was originally
appropriated in the annual budget: now, therefore:

Sec.l. Be it ordained (resolved) by the
{Goweming Body)

of . County, that [or the expenses of the
(Tuxang Unix)h (Cosanty)
taxing unit the following additional sums of money are hereby appropriated out of the funds

named and for the purposes specified, subject to laws governing the same;

Fund Name: AMOUNT AMOUNT AFPROVED
REQUESTEL BY FISCAL BODY

Major Budget Classification:

10000 Personal Services 5 b .
20000 Supplies § $
30000 Other Services & Charges 5 b
40000 Capital Outlays b b
TOTAL for _ Fund: 5 b3

(Rizpent for any ogher fiesds.)

b et St L L L L R L LR e e e L L T

Adopted this day of 20

NATY AYE

ATTEST:

Secretary of f‘meming Body
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Note: This resolution is only to be wsed when ﬂpprﬂp;rfﬂﬂfﬂﬂ.!‘ are beirng reduced and you are showing
an amount on line D of the Certified Copy.

SAMPLE
APPROFPRIATION REDUCTION RESOLUTION/ORDINANCE

Whereas, it has been shown that certain existing appropriations now have unobligated balances that will not be
needed for the purposes For which appropriated, it is further ordained (resolved) that the following existing
appropriations be reduced in the following amounts:

AMOUNT OF AMOUNT OF REDUCTION
REDUCTION APPROVED BY FISCAL
REQUESTED BoRY

Major Budget Classification:

10000 Persomal Services b3 i
20000 Supplies 5 £
30000 Other Services & Charges $ £ .
40000 Capital Outlays $ s
TOTAL for _ Fund: $ 5

[Repest for any other funds )
e e L L L T

Adegted this day of , 20
NAY AYE
ATTEST:
Secretary ui;-Gﬂvf-Ening Body
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SAMPLE
ADDITIONAL APPROPRIATION & REDUCTION RESOLUTION/ORDIN ANCE

Whereas, it has been determined that it is now necessary to appropriate more money than was originally
appropriated in the annual budget; now, therefore:

Sec.l. Beitordained (reselved) by the ) {unit) of County
that for the expenses of the taxing unit the following additional sums of money are hereby appropriated
out of the funds named and for the purposes specified, subject to laws governing the same:

Fund Name: AMOUNT AMOUNT APPROVED
REQUESTED BY FISCAL BODY
Major Budget Classification:

10000 Personal Services § § _
20000 Supplies 5 5 -
30000 Other Services & Charges g 5
40000 Capital Outlays 5 ) b3
TOTAL for Fund: b £

Sec. 2. Wheraas, it has been shown that certain existing appropriations now have unchligated balances that will
not be needed for the purposes for which appropriated, it is further ordained (resolved) that the following existing
appropriations be reduced in the following amounts:

AMOUNT OF AMOUNT OF REDUCTION
- (1 REDUCTION APPROVED BY FISCAL

REQUESTED BODY

Major Budget Classification:

10000 Personal Services b b3

20000 Supplies 5 £

30000 Other Services & Charpes $ g

40000 Capital Outlays £ b3

TOTAL for Fund: g 5

et L L L P L L L L R R s s L T T e eI

Adopted this daw of , 20

MNAY AYE
ATTEST:
Secretary of Governing Body
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SAMPLE
NOTICE TO TAXPAYERS OF ADDITIONAL APPROPRIATIONS

Motice is hereby given the taxpayers of ] . County,
[Kame of Taxing Linic) (County)

Indiama, that the propet legal officers will consider the following additional appropriations in

excess of the budget for the current vear at their regular meeting place at

L at o'clock __.m., on the day of

[Laation)

20

Fund Mame: Amount

Major Budget Classification:
10000 Personal Services

20000 Supplies

30000 Other Services & Charges
40000 Capital Cutlazys

ey

%

TOTAL for _Fund: £

(Repeat for any other funds. )

Taxpayers appearing at the meeting shall have a right to be heard. The additional appropriations as
[inally made will be referred to the Department of Local Government Finance (Department). The
Drepartment will make a written determination as to the sufficiency of funds to support the
appropriations made within fifteen (15) days of receipt of a Certified Copy of the action taken.

Drated

{Fiscal Dfficer)

Do mor pueddish rie folfowing Instrmesional Nose,

Appropriations to be reduced should be named in the pulblished netice, set aut separately, and not co-ringled with the additional
approprintions being requested. The resolution/ordinance adopited by the geverning body must separately list each nppropriation

by fund and classification.

Page 11 0f 12

Revised 7/27/2011 14-13



CERTIFIED COPY OF ADDITIONAL APPROPRIATION

UNIT NAME:

County #
Unit #

COUNTY WAME:

Daze Received:

Date of Publication _ Mewspaper
Date of PubBication MNewspaper
Date of Puhliz Hearing
Date of Resolution/Ordinance

Order Murmber:

Complete for each fund from which the additional appropriations are made. Use a separate column for each find. Lines

refe W

¢ Find Report from ;hc

(A Department Fund Number

B. Fund Name

C. Appropriation Amount Beguested

0. Amount by Reduction

E. Met Amount of Increase (O minus IJ}

1. Property Tax Levy {Line 16)

2. Levy Excess (Line 15)

3. PTRC from CAGIT (Line 1347

4, LOIT Freeze Amount (Line 1318)

5. Misc. Revewue (Line BB
(If higher than 3B amount, a revised Budget
Form 2 must be attached.)

6. January | Cash Balance {include
imwestments)

7. Subtotal of Funds (Add Tthm &)

%, Less Circuit Breaker

4, Todnl Funds 7 minus &)

1. Department Approved Budget (Line 1}

11. Encambered Appropriations

12. Temporary Loans Outstanding as of
Jamuary 1

13. Beginning Obligations (Add 10 thru 12) |

14, Surplus Funds (9 minus 13}

15. Previous additional appropriation(s)
approved since January 1, less any
reductions in appropriations.

6. Amount tramsferred 1o the Rainy Day
Furd

17. Burplus Funeds Bemaining (14 minus 15
mirus 167

1, » fizcal officer of
information is true and correct,
Doted this ___dayof 20

, o hereby certify that the above

(Fignature)

{Title)

(Linit Address)

{ Telephone Mumber)

{City Town/Zip Code)

(il Address Optionsal)
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