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1.0
PURPOSE
To provide direction for the formulation, adoption and implementation of the annual operating budget for the District.
2.0
REVISION HISTORY
09/23/09-
Implemented
04/25/11- 
Implementation of the amount maintained in Operational 

Reserve 5.7

3.0
ATTACHMENTS

FORM 4004-7.3.A
4.0
PERSONS AFFECTED
All Personnel.
5.0
POLICY
5.1
Budgeting is an essential element of the financial planning, 
control, and evaluation processes within the District. This 
planning process involves determining the types and level of 
services to be provided and allocating available resources 
among various functions and programs. 
5.2 The District shall develop, establish, and implement an annual operating budget that provides transparency, clear direction, and reporting. The annual budget is a forecast of expected revenues and expenditures needed to achieve program goals and service levels. The budget is authorized by a resolution and provides both the right to spend and limits the amount to be spent. If any part of the appropriation needs additional policy consideration, the item being considered shall be marked in the budget as needing additional approval by the Board of Commissioners prior to being expended.
5.3 Expenditures shall not exceed all available revenue 
during any one year period.
5.4
The Fire Chief shall ensure that enough revenue is maintained at the end of each year in order to provide for expenditures through the first four months of the following year.  This is necessary to provide financing of expenditures until property taxes have been received.

5.5
The budget authorizes and provides control of financial 
operations during the fiscal year. The appropriations identified 
constitute maximum expenditure authorization during the fiscal 
year. 

5.5.1
Line item owners are responsible for managing their 


assigned allocations in accordance with sound 



management and conservative spending principles and 


priorities. Line item owners shall not exceed the amount 


authorized within their assigned line items without 



previous authorization from the Fire Chief. 

5.5.2
The Fire Chief shall normally not exceed main category 


allocations. At no time shall expenditures exceed the total 

appropriation authorized without prior approval of the 


Board of Commissioners.


5.5.3 The District shall maintain revenue as unreserved 



contingency funding within each annual budget to cover 


unanticipated expenses. This budget allocation shall be 


maintained at a minimum of 2% of the total expenditures 


projected for the year. These funds shall be allocated in 


order to meet unanticipated needs or cost overages. 

5.5.4
Expenditures shall be monitored through the accounting 


system to ensure budgetary compliance. 
5.6
Reporting and evaluation shall occur in a manner that keeps 
the Board of Fire Commissioners fully informed with at least a 
bi-annual detailed review and adjustment requested.
5.7
The District will maintain in an operational reserve account and begin each fiscal year with a minimum of the mean average monthly expenditures from the previous year in order to provide a steady stream of revenue during times of economic instability and to cover unanticipated but necessary expenditures.
5.8
The Fire Chief shall be attentive to revenue changes and rapidly inform the Board of Fire Commissioners of any projected declines in order to make appropriate adjustments to the expenditure budget and ensure sustainability and prioritization of critical services.

6.0 DEFINITIONS
6.1
Expendable supplies or services: Items generally of a single or 

short-term use (less than one year) costing less than $200 per 

item.
6.2
Durable supplies or services: Items that generally last over a 
year and cost at least $201 up to $5000.
6.3
Capital supplies: Items that last over one year and cost $5000  

or more per item.
6.4
Spending periods: Time periods in which spending is 
authorized in order to spread expenditures across the fiscal 
year to better match revenues collected.

6.5
Line Item Owner: An individual assigned, authorized and 
accountable to spend within the intent of a line item expenditure 
in order to implement and achieve specific goals, objectives, or 
actions.
7.0 PROCEDURE
7.1.
Budget Organization and Expenditure Authorization

7.1.1
The annual operating budget shall include the following 


organization and information:


7.1.1.1
A main category is a number that organizes 



the budget into six areas: Salaries 
and wages 



5100; Personnel Benefits 5200; Supplies 



5300; Other services and charges 5400; 



Intergovernmental services 5500; and Capital 



5600.

7.1.1.2
An account code number identifies individual 



accounts within a main category. For example 


5101-salaries is an individual account within 



the 5100 main category.


7.1.1.3
A sub account code number categorizes 



the authorization within an account code. For 



example in the main category 5100, an 




account code 5101 has sub account codes to 



delegate authority and responsibility and 



assign the amount to a cost center identified 



in the operational plan.


7.1.1.4
A brief description below the title if needed to 



clarify the intent and itemize authorizations.

7.1.1.5
The amount authorized.


7.1.1.6
The spending period authorized.


7.1.1.7
Line item owner.

7.1.2 Spending authorization is primarily broken into four spending periods. Items assigned an “A” spending period shall be purchased throughout the year and expected to normally have an equitable withdrawal by month. Items assigned a “B” spending period shall be purchased during the months of May through August.   Items assigned a “C” spending period shall be purchased during the months of November and December. Items assigned a “D” spending period shall be purchased once the policy decision and direction has been made by the Board of Commissioners and they authorize the usage of the funds.
7.1.3 The Fire Chief shall review the revenue available prior to the spending periods and through an administrative memorandum authorize the implementation. 

7.1.4 Line item owners are authorized to approve expenditures from their assigned line item. The Fire Chief and Administrative Services Manager may authorize expenditures from all accounts but must send notice to the line item owner of same.
7.2
Financial projections


7.2.1
Revenue projections for the annual budget shall be based 



upon conservative estimates from credible and historical 


sources.



7.2.1.1
For property taxes, the revenue assumptions 




shall be based on the recommendations 




developed by the Kitsap County Assessor for 




the next budget period. In August of 





each year, the Financial Assistant (FA) will 




contact the Kitsap County Assessor and 




obtain their current revenue forecast for 





property taxes.



7.2.1.2
All other revenue sources will be based upon 




conservative projections forecasted from 




current sources into the next budget cycle.

7.2.2 Expenditure projections shall be based upon the actual cost of supplies, services, or personnel if known. If not known, projections will be based upon the previous year’s expenditures with an inflationary adjustment that ensures accomplishment of the objective.

7.2.3 The District shall maintain a five-year revenue and expenditure model created annually based upon conservative assumptions directed by the Board of Fire Commissioners. This five-year strategic financial model shall be reviewed by the Board annually.
7.2.3.1 This forecast will provide the District with an indication of the long-term fiscal impact of the current economic conditions, policies, and budget decisions.

7.3
Budget development and approval process:

7.3.1
In July of each year, the Fire Chief shall request a study 


session with the Board of Fire Commissioners to discuss 


the strategic goals for the following year, revenue and 


expenditure assumptions, and service levels for the 



next budget cycle. From the goals directed by the Board 


of Commissioners, the Fire Chief shall institute the 



budgeting priorities and process.


7.3.2
In early July of each year, the Fire Chief shall send notice 


via an administrative memorandum describing the 



beginning of the budget process, timelines for budget 


authorization, financial assumptions, projections, 


and specific procedures to be followed.

7.3.3
All budget requests shall be submitted to the FA by 



August 1st of each year.

7.3.4.
All budget requests shall be submitted on a Budget 



Request Form “FORM 4004-7.3.A” attached.


7.3.4.1
This form must be filled out accurately in order 



to process the requests in a consistent 





manner.


7.3.4.2
Terms used to identify the type of request are 




outlined below:




7.3.4.2.1
Baseline increase: An increase of an 





expendable line item that is based upon 





a pro-ration (previous 6 months 






expenditures divided by 6 and then 





multiplied by 12) plus a
 percentage 





defined by the Fire Chief. If a request is 





more than this amount, a detailed 






reason must be provided.




7.3.4.2.2
Durable supply:
Items meeting the 





durable definition above must be 






justified for all amounts and items 






requested.




7.3.4.2.3
Existing services: A request for 






continuation of a service provided for 





the District in order to meet a program 





goal or objective.




7.3.4.2.4
New services: A request for a new






service to be provided the District in 





order for the District to meet a program 





goal or objective.




7.3.4.2.5
New program: A request for funding of a 




new program to enhance the service 





levels of the District.




7.3.4.2.6
Capital request: An expenditure request 





that exceeds $5000.00 and will last for 





more than one year.



7.3.4.3
All salaries and benefits will be calculated and 





submitted by the FA. These will be developed 




based upon actual projected costs from the 




regulating agencies, current collective 





bargaining agreements, and personal services 



contracts.

7.3.4.4 All line item requests shall include the person requesting the allocation; the line item number; title of the line item; cost totals; the spending period in which it would be purchased; a description of the request detailing the product or service; a justification narrative including the reason the request is needed and the benefit the product or service will provide the citizens we serve.
7.3.4.5 All requests shall be processed through the chain of command with a review at each level. Each level of review shall either forward in agreement that the request is necessary by initialing the form in the bottom right hand corner. If the reviewing officer does not agree to or support the request, the officer shall meet with the requester to discuss why they do not support the request and make a final decision regarding the disposition of the request.
7.3.4.5.1 All requests that are initiated by someone other than the line item owner or program/ project manager shall be routed through the above for initial consideration and processing.

7.3.4.5.2 Reviews of requests shall occur up to the level of personnel who function as direct reports to the Fire Chief. Once they agree to the request, they shall forward them to the FA.

7.3.4.5.3 The purpose of this process is to assure proper justification and qualification of a request prior to it entering into the budget process to preclude additional administrative workload.
7.3.5 The FA  shall receive all requests and create a document that shows the following details:

7.3.5.1 All line items number and descriptions.
7.3.5.2 A brief accounting and description of the request below the line item.

7.3.5.3 Amount authorized in the previous year.
7.3.5.4 The total of the previous 6 months of expenditures from the line items.

7.3.5.5 Percentage of use for the current authorized amount for the previous 6 months.

7.3.5.6 Amount requested for the next budget cycle.
7.3.5.7 The type of request as outlined above.
7.3.6 In August of each year, the leadership team will review all requests and make adjustments to develop a staff recommended budget that meets the 
goals of the District and assures expenditures do not exceed revenue.
7.3.7 In September, the staff recommended budget will be submitted to the Fire Commissioners in a study session as a first review. The Board of Fire Commissioners will direct the Fire Chief regarding any changes that need to be implemented to proceed forward to the next step.

7.3.8 In October and early November of each year, the Fire Chief shall assemble of group of citizens to form a Community Budget Review Committee (CBRC). This group will review the budget and create a written report with strategic recommendations. These written recommendations shall be reviewed by the Board of Fire Commissioners and Fire Chief for consideration and strategic direction.
7.3.9 In early November, a final study session may occur if needed to review any final changes to the staff approved budget. 

7.3.10 At the first Board of Fire Commissioners meeting in November, the budget will be reviewed and a public hearing conducted as required by law.


7.3.11.1
The Board of Fire Commissioners shall adjust 



as necessary and authorize the annual 




budget, levy amounts, and wage scale by 



resolutions. 
7.4
Budget reporting


7.4.1
Reporting shall be provided in order to create necessary 


oversight and transparency.


7.4.1.1
A monthly summary report shall be developed 



and provided by the FA to the Board of Fire 




Commissioners detailing the major categories 




of revenue and expenditures by month and 




totals.



7.4.1.2
A monthly line item detail report shall be 




provided to the Fire Chief and Financial 





Officer for a monthly review of current 





expenditures. This report shall be placed on 




the “business” folder of the server for review 




and monitoring by line item owners.



7.4.1.3
Bi-annually, a detailed line item review of 




expenditures and revenue shall be provided to 



the Board of Fire Commissioners. This review 




will occur at the mid and end of year time 




periods.
7.5 Budget adjustments

7.5.1The budget may be adjusted in three ways:


7.5.1.1
Budget Adjustment: An adjustment is made 




when a surplus of funds is observed in one 




area and a deficit in another. In this 





circumstance, the Fire Chief will inquire with 




the line item managers as to why the condition 



exists and adjust the budget by taking the 




surplus in one line item to cover a deficit of 




another. The Fire Chief shall report all 





adjustments to the Board of Fire 






Commissioners.

7.5.1.2 Unreserved Contingency Funds: In circumstances where no line items are identified with excess, the next option will be to fill in the deficit areas with the unreserved contingency appropriation.



7.5.1.3
An amendment to the District budget: This 




occurs whenever changes are requested that 




increase the overall appropriation of funds. 




This is done by a Resolution of the Board of 




Fire Commissioners that amends the original 




budget.


7.5.2
Budget adjustments may occur at any time, but normally 



are reported and requested during the mid and end of 


year detailed line item review with the Board of Fire 



Commissioners.
	FORM 4004-7.3.A Budget Request Form

Submit Completed Form Through the Chain of Command

	Date:     _____________________________________________

	From:     _____________________________________________

	Amount requested:_____________________________________

	Type of request:________________________________________

	Budget Line  #:_________________________________________

	                                                                                                          (to be filled in by Finance Assistant if unsure)

	Spending Time Period Requested:  A   B   C

	

	

	

	

	

	DESCRIPTION

	

	                                                                                                                                              

	                                                                                                                                               

	                                                                                                                                               

	 

	JUSTIFICATION NARRATIVE
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