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BUDGETING 101

ASSOCIATION OF TOWN FINANCE COMMITTEES
ANNUAL MEETING
OCTOBER 24, 20609

Tony Torrisi

Getting started: September through December
‘Developing your Departmental Expenditure Budgets
Developing vour Fixed-Costs Expenditure Budgets
Developing your non-town meeting Expenditure Budgets

Developing your short term and long term Capital Budget .

Alan Tosti
Review and passage: January through June

‘Revenue forecasting-one and five years
State aid
Local revenues-

Budget analysis

Fown Meeting and City-Council

Borrowing

Tony Torrisi
Impl‘eméntation

‘Closing the books
Free cash
Audit-
Tracking revenues and expenditures
Setting the tax-rate
Final valuations
Actual vs projected receipts.
Actual new growth



When
Aug-Oct.

Qctober

October
Oct, - Now.
November
November
November
December
January
February
March

March

March
April-May
June

Event

Certify Free Cash (used in coming fiscal year
revenue projections.)

Begin budget process for coming year.
Establish next fiscal year budget guidelines.

Develop and distribute budget guidelines and
forms.

Set tax rate for communities with semi-annual billing.
Review departmental budgets.
Submit budget requests.

Set tax rate set for commmunities with quarterly
billing. (New growth in tax levy calculated.)

Begin capital planning process.

Prepare initial revenue/expenditures projections
for coming year.

Release “House 1"; first indication of state aid for
coming fiscal year.

Begin preparation of budget recommendations.
Meet with department heads.

if Legislature passes a Local Aid Resolution,
Cherry Sheets will be issued.

Prepare final revenue/ expenditure projection  for
coming fiscal year in preparation for town meeting.
Prepare town meefing warrant recommendations.
Town meetings take place.

Make any reserve fund transfers necessary, to com-
plete fiscal year

Transfer funds within and between dept. budgets

Who

town accountant,
Department of Revenue

selectmen, departmentheads,
finance committee, school
commitiee,

assessors, selectmen
town administrator,
department heads, school

“department, selectmen, town

administrator
assessors, selectmen

selectmen, department heads,
finance comm., CIP comaunittee,
selectmen, accountant, finance
committee

Governor

finance committee

* state legislature

Department of Revenue
selectmen, finance committee

finance committee
finance committee

selectmen, finance comumitice




FY2009 BUDGET PLANNING CALENDAR

ACTION STEP

RESPONSIBILITY

DATE

Issue FY2009-FY2013 Capital
Improvement Plan request forms

Town Manager/Finance Director

Monday, July 23"

CIP Requests due to Town Manager ~ Department Heads @
2 Notice inviting public CIP requests Finance Director Thursday, September 6
3. Present Preliminary 3-Year Town Manager/Finance Director Monday, October 1*
Revenue & Expense Projections
4 Internal review of departmental Town Manager, Superintendent Wed., Oct. 10” (afterncon) &
’ CIP requests " & Department Heads Thurs., Oct. 11" (morning)
Issue FY2009 Operating Budget . , . t
5. Request forms & instructions Town Manager/Finance Director Friday, October 15
Town Manager’s Recommended . . . m
6. FY09 CIP released Town Manager/Finance Director Friday, October 26
7. Advertise CIP Public Hearing Town Manager Thursday, November 1%
Town Manager presents CIP; Town Manager
8. 2008 ATM Warrant opened; Board of Selectmen Monday, November 5®
Tax Classification Public Hearing Board of Selectmen
9. Tax Classification vote Board of Selectmen Monday, November 19%
10. CIP Public Hearing Board of Selectmen Monday, November 19*
1 Selectmen CIP work session with Selectmen, School Committee Monday. December 3%
) Finance Comm. & School Comm. & Finance Committee Y
FY09 Operating Requests o
12, due to Town Manager Departments Monday, December 3 ‘
13. Selectmen adopt FY09 CIP Board of Selectmen Monday, December 17
14. Town Meeting Warrant closes Board of Selectmen Friday, January 18"
Town Manager’s Recommended . . . a
15. FY09 Budget released Town Manager/Finance Director Friday, February 1
Joint Selectmen & Finance Commitice Board of Selectmen
16. departmental budget review sessions; ~ Finance Committee February ~ March
and Public Budget Forums Town Mgr. & Dept. Heads
17. Budget and Warrant Article votes B.O ard of Selectmen March
Finance Commiitee
18. Amnual Town Election Town Clerk Tuesday, March 25"
19. Finance C_ommattee Report Finance Committee Friday, April 18"
due to residenis
: th st
20. Annual Town Meeting All April 307 & May |

(and May 5 & 6 if needed)

As of 10/26/07 - Subject to Revision
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TOWN OF ANDOVER

Town Offices
36 Bartlet Street
Andover, MA 01810
(978) 623-8200
www.andoverma.gov

TO: Department/Division Heads

FROM: Anthony J. Torrisi, Finance Director
SUBI: Level Service Operating Budget Requests — FY2010
DATE: November 5, 2008

Budget submissions are due Friday, November 21st

Budget Guidelines —As you may know from the early budget projections included in the just refeased
Town Manager Capital Improvement Program, FY2010 will be a challenge just to maintain existing
services. We are requesting vour cooperation to expedite the submission of a level-service budget .

e Please submit FY2010 Budget Requests necessary to fund your existing level of services for Other
Expenses, Overtime, Seasonal, and other non-regular wage items.

e Full time and part time Payroll projections for FY2010 using the new contract wage adjustments
have been calculated and are included for your review under “Personnel Detail FY2018 ‘file.

e Many of you would also like to request funds to either improve the services you offer or re-instate
programs or services that have been eliminated because of cost-cutting measures over the years.
You may submit for these types of budget items (whether staffing or expense) as a separately
identified request at a later date. More information will be provided regarding this step.

e Requests for new positions will only be considered if you have identified either a comparable
savings or revenue source to offset the additional cost or a significant new mandate or workload
increase.

It is likely that during the months leading up to the Town Manager’s FY2010 Recommended
Budget release that all of us will be requested to propose and undertake steps to gain cost savings,
reducing expenditures and raising revenues where possible.

Submission Instructions
You will find your files for your department/division on the Bartlet computer network at W:\Budget-
FY2010. For Police, Fire/Rescue, Public Works and Library, budget files will be e-mailed to you.

1. Each department has an EXCEL budget file in the “Excel Budgets FY 2010 folder”. Please use this
file to save and submit your total budget estimates for FY2009 and budget requests and budget
justifications for FY2010.

Because you will already be in the W:\Budget-FY2010 file, after you have completed updating your
information you just need to save it and not be concerned where you are saving to.

2. The “Personnel Detail FY2010” file should be reviewed. Please let me know if you find errors.

3. The “Dept Budget Narratives” files include the department description, mission statements and
objectives from your FY2009 Budget. Please review, update and save.
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5285 MAINT REPAIRS / OTHER

Justification

5287 MAINT/REPAIRS RADIO &

Justification

5291

Justification

5294

Justification

FY2009 Budget

Actual Actual
FY2006 FY2007

82,336 74,817

59,572 55,102

NICE (formerly Dictaphone) 16,000

Port Radios 10 X 3K= 30,000

Rev 911 6,200

Motorola 22,000

NESPIN (Radio) 150
RENTALS EQUIPMENT 30,785 17923

Copiers Faxes (maint etc) 4,800

Pivot File 600

Firing Range 6,000

Accident Recon 2,600

Repeaters 4,000

Arch Wireless 1,728

Nexdel 1,5()6 {Decrease)

Motor Unit Expense 4,000
CLOTHING ALLOWANCE 63,210 64,203

Superiors 14 x 1K = 14,000
Patrol 41 x 1K =41,000
Civiian  6x325= 1950
Civilian 3 x 9060 = 2,700

Bike
K9
Uniform Replace

Badges
Chief

1,200
1,500
3,000
1,000
1,000

Budget Estimate DeptReq
FY2008 FY2008 FY200%

96,545 96,545 09,128

66,700 66,700 68,350
26,010 26,010 24,628
64,350 64,350 67,350



POLICE DEPARTMENT
PUBLIC SAFETY

012101  POLICE DEPT SALARIES

5110 REGULAR WAGES

5111 ILD INJURED ON DUTY

5123 MISC OVERTIME

5125 COURT DUTY

5127 INVESTIGATIONS

5130 PART TIME

5185 REG RETRO C/fY RETIRE

5186 OVERTIME RETRO C/Y NO RET
5187 REGULAR RETRO P/Y RET
5188 OVERTIME RETRO P/Y NO RET
5188 UNCLASSIFIED PAYROLL

TOTAL
POLICE DEPT SALARIES

012102 POLICE BEPT EXPENDITURES

5211 ELEGTRICITY
5213 HEATING OILINATURAL GAS

5220 TELEPHONE

5225 POSTAGE

5285 MAINT REPAIRS / OTHER EQUIP
5287 MAINT/REPAIRS RADIO & COMM
5201 RENTALS EQUIPMENT

5204 CLOTHING ALLOWANCE

5205 OTHER SERVICES / CHGS

5296 MEDICAL EXPENSES

5310 OFFICE SUPPLIES

5350 OPERATING SUPPLIES EQUIPMENT
5355 AUTOMOTIVE FUEL

5395 OTHER COMMODITIES

5410 MACHINERY / EQUIPMENT

5710 TRAVEL/IN-STATE

5720 TRAVEL/OUT-OF-STATE

5730 DUES/SUBSCRIPTIONS

TOTAL
POLICE DEPT EXPENDITURES

012101  POLICE DEPT SALARIES
5811 FROM SALE OF SERVICE

FY2009 TOWN MANAGER'S RECOMMENDED BUDGET

TOWN OF ANDOVER

DEPT  TOWN MGR
ACTUAL ACTUAL BUDGET ESTIMATE REQUEST RECOMM.
FY2006 FY2007 FY2008 FY2008 FY2008 FY2009
3,990,525 4,050,638 4,398,681 4,125,925 4,419,091 4,333,091
63,121 11,429 20,000
692,850 700,864 750,000 758,449 800,000 750,600
94,280 111,954 80,000 85,228 86,000 80,000
11,074 7,751 8,000 8,000 8,000 8,000
41,318 40,359 57,300 57,500 117,500 FO7,500
2,184
3
13,489
362
1,635 2,918
4,896,391 4,939,763 5,294,181 5,035,102 5,430,591 5,278,591
140,982 134,894 150,000 137,866 135,000 135,000
102,695 97,825 110,000 105,000 105,000 105,000
52,346 52,681 35,000 56,546 57,000 37,000
3,774 2,538 4,731 4,731 4,731 4,131
82,336 74,817 96,545 96,545 99,128 96,545
59,572 55,102 66,700 66,700 68,330 66,700
30,785 17,923 26,010 26,010 24,628 24,628
63,210 64,203 64,350 64,350 67,350 64,350
30,483 31,351 41,750 41,750 41,100 41,100
24,040 6,490 8,000 15,000 8,000 8,000
7,165 7,760 8,000 8,000 8,000 8,000
31,773 38,705 67,100 67,100 88,100 67,100
86,558 95,372 93,485 101,623 105,000 105,600
217,576 28,224 32,000 32,000 37,425 32,000
8,572 10,340 15,100 19,898 235,700 15,100
427 1,862 },500 1,500 2,800 1,560
4,515 3,144 8,600 8,600 8,800 8,600
6,295 6,305 8,304 8,304 8,304 8,304
763,104 729,737 857,185 861,523 894,416 848,658
-60,000 ~60,000 -60,000  -60,000 -60,000 60,000



5831 FROM RESERVE FUNDS

TOTAL
POLICE DEPT SALARIES

TOTAL
POLICE DEPARTMENT

-110,000  -110,000 -110,000  -116,000

TOWN OF ANDOVER
FY2009 TOWN MANAGER'S RECOMMENDED BUDGET

DEPT TOWN MGR
ACTUAL ACTUAL BUDGET ESTIMATE REQUEST RECOMN.
FY2006  FYZ007 FY2008 FY2008 FY2009 FY200%

-50,000 -30,000 50,000 -50,000 60,000 -169,000

-120,000 229,000

5,549,495 5,559,500 6,041,366 35,806,625 6,205,007 5,898,249



PERSONNEL DETAIL

Position FTE FTE FTE FINAL FINAL
Classification FY2006 FY2007 FEY2008 FEY2009 FY2009
POLICE DEPARTMENT
M-3 Chief of Police 1 1 1 1 142,552

R Lieutenant 6 8 8 6 646,394

Q Sergeant 8 8 8 8 687,759

P Patrol Officers” 37 37 37 37 2,395,313

P Patrol Officers (New) - - -

P  School Patrol Officer ™ 1 1 -
-24  Public Safety Network Administrator 1 1 1 1 74,931
I-16 PC Support Specialist 1 1 1 1 47 681
16  Office Assistant i 1 1 1 1 53,470
-18 Executive Assistant 1 1 1 1 57,184
i-12  Records Clerk 2 2 2 2 91,905

Unclassified 107,002
Training Pay 28,800
58 58 59 59 4,333,091
Part-Time
Alternative Sentencing Program 8,000
New Horizons after school program i 1 1 1 42,000
Reserve Officers (New) ‘ - - 50,000
Car Washer/Cleaner 3,500
Matrons 4,000
1 1 1 1 107,500
CENTRAL DISPATCHING
D  Dispatch Supervisor 1 1
D  Dispatcher 10 10 11 11 601,058
11 11 11 (N 601,058
ANIMAL CONTROL
I-14  Animal Control Officer 1 1 1 1 51,968
1 1 1 51,968
PARKING CONTROL
-12  Parking Control Supervisor 1 1 1 1 48,651
-10  Parking Control Assistant 0.5 0.5 0.5 05 23177
1.5 1.5 1.5 1.5 71,828
TOTAL PQSITIONS 72.5 72.5 73.5 73.5 5,165,445

Notes: *39 positions authorized, 37 funded
** funded by Greater Lawrence Technical High School, Lawrence and Methuen



POLICE

Department Description

The Andover Police Department is committed to providing the highest level of Public Safety to the Town of Andover
community through the use of effective and efficient management practices while adhering to clearly defined legal and
constitutional guidelines. We work with all other Town Departments as well as other State, Local and Federal Agencies
to ensure that our mission can be accomplished and the Department can provide the maximum service to the community
within the allocated budget. The Department is authorized at 54 sworn personnel and currently funded at 52 sworn
personnel. According to Department of Justice Guidelines a department serving a community with demographics such as
Andover should have a sworn staff of 2-2.5 officers per 1000 population. Using this formula the Andover Police
Department Should be staffed at minimum of 64 officers. The Department utilizes civilian staff to supplement the sworn
complement, however; it is imperative that the Town make a commitment to increase the sworn complement to
adequately provide police services to the Andover community in the future.

The Department employs 20 civilian employees. There are 11 civilian communicators that dispatch Fire, Police,
Emergency Medical Services as well as field all 9-1-1 emergency calls for service. There is | Computer Specialist, and
1 Computer Assistant that manages both Police, Fire, and Dispatch computer systems. An Executive Assistant handies
daily activities within the Chief’s administrative unit. (The remainder of the civilian staff is dispersed in Records,
Payroll, Detectives and Diversion.) The Chief of Police also acts as the Town of Andover Emergency Management
Director and the Operations Commander serves as the Deputy Emergency Management Director. Additionally the
Department handles all Animal Control issues with 1 (one) Animal Control officer and all Parking enforcement with 1.5
Parking Enforcement Officers.

The Department is structured in two Divisions, Operations Division and Special Services Division. Each Division hasa
distinct chain of command based on a para -military hierarchy that allows for effective communications and deployment
of persotmnel.

OPERATIONS DIVISION: .
Uniformed Patrol - The patrol force is assigned to six different geographic areas of town. These assignments enable the
department to provide maximum coverage and enforcement through the use of proactive and reactive patrols.

Specialized Patrol Units

Mountain Bike Patrol— Specially trained officers patrol Main Street, housing developments, recreation trails and other
congested areas of town on mountain bikes. These types of patrols give the officers the ability fo interact with the
community far better than patrolling in a motor vehicle and deployment into area cruisers are unable to patrol.

Motorcycle Patrol — Specially trained officers assigned to the Traffic Unit operate the department’s motorcycles. They
are used for traffic enforcement as well as parade and escort details. :

K-9 Officer — The Department has one specially trained canine and handier. This K-9 team is utilized for searches of
missing or wanted persons in either buildings or open terrain. They are also certified in drug and narcotic detection and
crowd control.

Tactical Officers - The Department is a member community of Northeast Massachusetts Law Enforcement Council and
is able to utilize the N.E.M.L.E.C. officers and resources during time of emergency. Officers participating in the various
units receive specialized training in crowd and riot control, crisis negotiations, schoo! violence response, use of
specialized weapons, drug interdiction and many other areas of tactical operations. NEMLEC also has a cyber-crime
investigative division, traffic reconstruction unit and evidence and crime scene handling units.

Emergency Services — Emergency services and planning are provided to the community in a number of ways. Some of
these services include: medical emergencies, accident investigation, crime suppression, domestic issues, illegal drug
activity, traffic control and juvenile issues.

Safety Program — The Police Department utilizes the knowledge and experience of its members to provide a wide
variety of safety programs. These safety programs include educational programs in the schools as well as seminars
throughout the community on subjects such as crime prevention, traffic safety, child restraint and seat belt safety, bicycle
safety, home safety, drug awareness, alcoho] awareness, fraud and scam prevention and other crime suppression
programs.

9



POLICE

DARE Program - The DARE program was implemented in 1996 through a joint venture between the Andover Police
Department and the Andover School Department in an effort to better educate and prepare our youth in dealing with the
social pressures associated with drugs and alcohol that they will encounter in today’s society. This program has been
suspended due to budgetary constraints.

Parking Control — Parking enforcement is provided in the central business district in order to maintain an acceptable
turn-over rate in parking spaces. This allows more shoppers the ability to patronize local merchants. The ability to have
frequent turnover in the parking spaces in the shopping and central business district assists in maintaining the vibrant
down town area.

Animal Control — The Animal Control Officer is responsible for the enforcement of Federal and State Statutes as well as
all of the Andover General By-laws that refate to the control of both domesticated and feral animals within the
community. The Animal Control Officer is available to assist citizens and Police Officers in the handling, controlling
and transporting of sick, injured and vicious domestic and wild animals to the Andover Animal Hospital or the MSPCA.
The Animal Control Officer also works closely with the Andover Board of Health on animal bites and rabies control.

Central Dispatch — The purpose of the Central Dispatch Division is to receive, process and expedite all requests for
emergency and public safety assistance or 9-1-1 emergency calls, and any other calls for service throughout the town. It
is the responsibility of this division to process all request for services relating to police, fire, emergency medical services
or direct any other requests received by the public safety department to the appropriate agency.

Court Diversion — This program allows youths in the community to perform community service as a sentencing
alternative for delinquent behavior.

SPECIAL SERVICES DIVISION:

Investigations - It is the role of the Criminal Investigative Division to conduct a thorough and professional follow-up
investigation. Various solvability factors are closely scrutinized in each individual case to determine what resources will
be allocated, Background investigations for certain positions of employment within the Town are handled in this
Division. Surveillance carried on for different reasons, whether to confirm or deny the existence of a specific activity,
takes place at different times. Substance Abuse Unit works within the Investigation Division. This Unit conducts
undercover operations to thwart the drug and alcohol issues throughout the community,

Crime Prevention and Public Education ~ Community awareness of crime prevention and education is an engoing
service provided by both the Special Services Division as well as the Operations Division. The Department provides
services ranging from education to daily house checks for vacationing residents. TRIAD programs are held in
conjunction with the Senior Center.

Training - Training is provided throughout the department at many different levels. Offering in-house training and
scheduling external training assures that the department is continually aware of all social and legal changes. The
Department also offers training throughout the community in such areas as CPR, First Aid, Defibrillator training,
babysitter training, teen violence prevention and many other safety related classes and the tracking of such programs.

Records — It is the role of Records section to maintain accurate records and to disseminate meaningful information to
various departments as well as to the community. Computer operations, alternative funding options and Firearms
licensing are also performed in this section.

Traffic Division — The Traffic Division is responsible for the enforcement of all traffic rules and regulations thronghout
the community, This division also performs traffic studies to recommend changes in the traffic rules and regulations and
also determines the effective deployment of traffic regulatory devices. This division utilizes several speed monitoring
devices and motorcycle patrols to target areas prone to traffic hazards. This division investigates all accidents involving
serious injury or death utilizing specially trained officers and equipment. This division is also responsible for licensing
and inspecting all taxi and livery vehicles operating in the Town.

Emergency Management —The role of Emergency Management is to help the community with its disaster preparedness

plans. These disasters may be natural or man-made, but in either case centralized Massachusetts Emergency
Management Agency (M.E.M.A.) coordination maximizes available resource use. The Chief of Police is the Emergency
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POLICE

Management Director and serves as the State Liaison. Public education, auxiliary training and radio communications are
the three main focus areas of this division. This division is also responsibie for the town’s participation in the Regional
Local Emergency Planning Committee (LEPC). This committee is responsible for coordinating the town’s response to
any hazardous materials spill or incident. The Chief of Police is the Emergency Response Coordinator for the Town Of
Andover. The Chiefof Police is also designated as the Andover Team Leader for the Statewide Anti-Terrorism Unified
Response Network (SATURN),

Prosecution - The Prosecution section handles all inter-action between the Police Department and the judicial court
system. The section is responsible for scheduling officers to appear in court, supplying and maintaining evidence, and
assuring that all court cases are followed through the court system in an expedient manner.

Mission Statement

‘The Andover Police Department is committed to providing the highest level of public safety and service to the citizens
and business people within the community. The members of the Department are empowered to enforce the laws of the
Commonwealth of Massachusetts and the By-laws of the Town of Andover to ensure that the peace and tranquility of our
neighborhoods are maintained and that crime and the fear of crime are reduced. We emphasize integrity, honesty,
impartiality and professionalism from our members in order to create an environment that values differences and fosters
fairness and flexibility in our mission. We encourage citizen input and interaction that will agsist us in developing sound
partnerships between the community and the police. Working together we can protect our future and enhance the quality
of life for everyone within the town.

FY2009 Objectives

To develop and maintain programs aimed at crime prevention.
To provide for positive enforcement measures against established criminal activities.
To maintain our current community policing programs by continuing to develop new and
innovative ways to serve the community.
To provide timely and thorough potice related investigations.
To facilitate a proper response to all calls for service from the community.
To continue to protect the rights and dignity of all persons as provided by law and under the
Constitutions of the United States and the Commonwealth of Massachusetts.

¢ To continue to instill confidence in the community we serve by maintaining a high degree of
professionalism, integrity, impartiality, dedication and expertise in the delivery of our services
within our diminished operating budget.

i
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ARTICLE 4 - FY2009 OPERATING BUDGET

TOWN MEETING

LINE ITEM DEPARTMENT EXPENDED APPROVED DEPT REQ APPROVED
FY2007 FY2008 FY2005 FY2009
PUBLIC SAFETY
1 PERSONAL SERVICES 11,261,341 12,149,807 12,864,547 12,112,602
2 OTHER EXPENSES 1,084,542 1.225730 1,373,843 1,253,238
TOTAL 12,345,883 13,375,537 14,238,390 13,365,837
Inciudes $274,143 - parking receipts, $60,000 - detail fees, and $860,000 - ambulance collections
PUBLIC WORKS
3 PERSONAL SERVICES 1,675,084 1,613,408 1,764,356 1,605,356
4 OTHER EXPENSES 3,672,800 3,939,078 4237778 3.786.200
TOTAL 5,247,884 5,552,486 6,002,134 5,391,556
PLANT AND FACILITIES
5 FPERSONAL SERVICES 2,992,122 3,009,979 3,028,131 3,001,805
6 OTHER EXPENSES 1,415,388 1,316,305 1,459,636 1,387,086
TOTAL 4,407,511 4,326,284 4,488,767 4,388,891
includes $70,000 in rental receinis, $45,000 - perpetuai care income and $57,000 from cemetery fees.
GENERAL GOVERNMENT
7 PERSONAL SERVICES 2,229,894 2,266,361 2,261,679 2,249,804
8 OTHER EXPENSES 1,182,732 1.185718 1271158 1,237,788
TOTAL 3,382,626 3,462,079 3,532,837 3,487,592
LIBRARY
9 PERSONAL SERVICES 1,982,601 2,019,141 2,014,696 1,988,696
10 OTHER EXPENSES : 581,947 587,387 628,600 628,600
TOTAL 2,574,548 2,606,528 2,643,296 2,617,296
COMMUNITY DEVELOPMENT
11 PERSONAL SERVICES 1,368,410 1,383,389 1,452,465 1,407,465
12 OTHER EXPENSES 126,757 137.004 151.820 123,604
TOTAL 1,495,167 1,530,393 1,604,285 1,531,089
Inciudes $6,000 in receipts from wetland filing fees.
COMMUNITY SERVICES/YOUTH SERVICES
13 PERSONAL SERVICES 705,318 706,840 780,845 684,905
14 OTHER EXPENSES 280,131 276,845 284,150 283,150
TOTAL 985,447 983,685 1,064,995 968,055
Includes $525,000 and $58,864 in user fees.
ELDER SERVICES
15 PERSONAL SERVICES 516,800 548,072 546,654 546,654
16 OTHER EXPENSES 134,094 146,454 158,254 158,254
TOTAL 650,884 694,526 704,808 704,908
Includes $77,400 in grants and $61,000 in user fees.
UNCLASSIFIED
17 COMPENSATION FUND 1,010,000 968,000
18 RESERVE FUND 260,000 200,000 200,060
TOTAL 200,000 1,216,000 1,168,000
TOWN TOTAL 31,089,960 32,731,518 35,489,812 33,623,204
less budgeted Revenues (1,854,095) (1,823,033} (2,094,507} (2,094,507)
NET TOTAL 29,235,865 30,808,485 33,395,105 31,528,687
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ARTICLE 4 - FY2009 OPERATING BUDGET

LINE ITEM DEPARTMENT EXPENDED APPROVED DEPTREQ TM APPROVED
FY2007 FY2008 FY2009 FY2009
ANDOVER SCHOOL DEPT
19 PERSONAL SERVICES 42 989,460 44 762 902 48,068,240 47,384 430
20 OTHER EXPENSES 12,075,301 12,414,940 12.676,949 12,048,727
TOTAL 55,064,761 57,177,842 80,745,189 59,433,157
ANDOVER SCHOOL BEPT 55,064,761 57,177,842 60,745,189 59,433,157
less budgeted Revenues (300,600) (300,000) - -
NET TOTAL 54,764,761 56,877,842 60,745,189 59,433,157
TOWN MEETING
LINE ITEM DEPARTMENT EXPENDED APPROVED DEPT REQ APPROVED
FY2007 FY2008 FY2009 FY2009]
SEWER
21 PERSONAL SERVICES 365,816 374,186 393,691 393,691
22 OTHER EXPENSES 1,556,427 1,782,250 1.789.500 1,860,312
TOTAL 1,822,243 2,156,438 2,183,191 2,254,003
includes $134,562 from Sewer reserves
WATER
23 PERSONAL SERVICES 1,690,838 1,719,708 1,865,294 1,810,284
24 OTHER EXPENSES 2,064 760 2,484 B50 2.769.900 2,734 900
TOTAL 3,755,588 4,204,558 4,635,194 4 545,194
Includes $435,000 from Water reserves
SEWER and WATER TOTAL 5677.841 6,360,994 6,818,385 6,799,197
less budgeted Revenues (250,000) {450,000) (535,000) (569,562)
NET TOTAL 5,427,841 5,810,994 6,283,385 6,229,635
FIXED
25 GR LAW TECH MS 244,361 381,200 362,730 362,730
26 DEBT SERVICE 12,508,042 12,416,127 13,348,685 13,348,695
27 GENERAL INSURANCE 662,946 669,000 686,955 635,088
28 UNEMPLOYMENT COMP. 100,000 100,000 100,000 100,000
28 RETIREMENT FUND 4,111,283 4,393,953 4,510,879 4,510,879
30 HEALTH INSURANCE FUND 9,856,000 10,447,000 11,425,000 11,097.000
TOTAL 27,583,632 28,407,280 30,434,389 30,054,492
FIXED TOTAL 27,583,832 28,407,280 30,434,359 30,054,492
less budgeted Revenues - - - -
NET TOTAL 27,583,632 28,407,280 30,434,359 30,054,492
GRAND TOTAL 119,416,194 124,677,634 133,487,545 129,910,050
less budgeted Revenues (2,404,085) (2,673,033) (2,628,507} (2,664,069)
NET TOTAL 147,012,099 122,004,601 130,858,038 127,245,881
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Revenue Budget Fiscal Year 2010

Summary Reference Sheet
Revenue Budget Fiscal Year 2010
Summary Reference Sheet

Property Taxes:
(1) Fiscal Year 2009 Base

This is the levy limit, not your actual tax levy which may be lower.
(2)Plus 2.5%

This is your automatic and allowable 2.5% increase.
(3) plus FY2010 Estimated New Growth

This is your Fiscal Year 2010 estimated new growth from your assessor.
(4) Plus FY2010 Override |

This is your Fiscal Year 2010 Override, if you have successfully voted a new override to begin
this year.

{(5) Plus Debt Exclusion

This is your new or existing debt exclusion. Check with Treasurer to review the debt schedule to
obtain actual debt payments for the appropriate fiscal years. (Remember, only qualifying debt
should be included here and you must subtract certain state or federal grants such as School
Building Assistance). Ensure that the debt included in this line has been properly voted. This can
include interest on short term debt. '

(6) Plus Capital Exclusion

This includes only successfully voted capital exclusions (this is essentially a one year override).
Other Recurring Revenue:

(7)State Aid - Cherry Sheet

This is your State Aid Revenue component. Use the green sheet only. You will need to use an esti-
mate until the actual Cherry Sheets are released.

(8) Local Receipts (not allocated in numbers 9, 10 & 11)

These are the fees that are generated at the local level. Motor vehicle excise is usually the largest
component. A team approach with your town accountants input is suggested for this estimate.

{9) Offset Receipts

This is regulated by Chapter 44, 553E M.G.L. If your community has adopted this, insert your
receipt estimate here.”

(10)Enterprise Receipts
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This is regulated by Chapter 44, S53F1 /2 M.G.L. If your community has adopted this, insert
your receipt estimate here.”

{11) Revolving Fund

This is regulated by Chapter 44, 553E1 / 2. M.G.L. If your community has adopted this, insert
your receipt estimate here.”

* REMINDER: There will typically be a direct expense that off-sets these receipts.
Other Available Funds:
(12) Free Cash

This is the amount of free cash certified by DOR annually that the town chooses to use for oper-
ating budgets. Your available free cash will also depend on whether you have appropriated any
amounts from this current certification.

(13) Stabilization Fund

This is a reserve account that is available for any lawful purpose. Appropirations from this
reserve require a 2 /3 vote at town meeting.

(14) Overlay Surplus

This is the amount of overlay no longer required for potential abatements, exemptions, or pend-
ing Appellate Tax Board cases. This amount must be designated as surplus by the Board of
Agsessors. :

(15) Other

Examples may be: unexpended funds from complete projects in old special articles
Charges Against Revenue:
(16)State & County Charges - Cherry Sheet

These are the State charges (the pink sheets), you will have to estimate this if the cherry sheets
have not been released.

{(17)Overlay

This is the amounts needed for property tax abatements or exemptions. The estimate is arrived at
by the board of assessors. '

(18) Offsets- Cherry Sheet
These are specific programs listed on the Cherry sheet that are earmarked.
(19) Amount Certified for Tax Title

This is an amount to be raised for the purpose of starting the Tax Title process for delinquent tax-
payers.
(20) Debt & Interest not provided for
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This is unanticipated borrowing from the current fiscal year that was not budgeted for.
{21)Final Court Judgments

Costs from rendered court judgements.
(22)Overlay Deficits

This occurs if the Board of Assessors grants more in abatements than what is available (overlay
reserve), resulting in an overlay deficit. This may also occur for prior year abatements, if the
Board ofAssessors settles or loses a case before the appellate Tax Board.

(23) Revenue Deficits

This occurs if the actual receipts received are lower than the budgeted amounts, and this is not
offset by unexpended appropriations. Then the revenue deficit must be raised in the next year’s
tax rate.

(24)Snow & Ice Deficit

This occurs if the community incurred a deficit because of severe weather, which deficit must be
raised in the next year’s tax rate.

(25) Offset Receipt Deficit

This is if you have adopted Chapter 44, 553 M.G. L{number 10 from above) and your actual
receipts were below your estimates, then you should raise this in the next year’s tax rate.

(26) Authorized Deferral of Teachers Pay

If your community deferred teachers pay and is in the process of amortizing the deferral, you
would place the amount here.

{27} Other



REVENUE BUDGET FISCAL YEAR 2010

PROPERTY TAXES:

{1) Fiscal Year 2009 base

{2) Plus 2.5%

(3) Plus FY 2010 New Growth

(4) Plus FY 2010 Qverrnide

(5) Plus Debt Exclusion

{6) Plus Capital Exclusion
Total Property Tax Revenue

OTHER RECURRING REVENUE:
(7) State Aid - Cherry Sheet
{8) Local Receipts {not allocated below)
{9) Offset Receipts
(10) Enterprise Receipts
(11} Revolving Funds
Total Other Recurring Revenue

OTHER AVAILABLE FUNDS
{12} Free Cash
{13) Stabilization Fund
(14) Overlay Surplus
(15) Other
Total Other Available Funds

TOTAL REVENUE

CHARGES AGAINST REVENUES

(16) State & County Charges - Cherry Sheet
(17} Overlay

(18) Offsets - Cherry Sheet

{19} Amounts Certified for Tax Title

{20) Debt & Interest not provided for

(21) Final Court Judgements

{22) Overlay deficits

{(23) Revenue Deficits

(24) Snow & Ice Deficits

(25) Offset Receipt Deficits

(26) Authorized Deferral of Teacher Pay
(27} Other

TOTAL CHARGES AGAINST REVENUES

RECONCILIATION: TOTAL REVENUES:
TOTAL CHARGES AGAINST REVENUES:

TOTAL AVAILABLE FOR LOCAL APPROPRIATIONS:

THIS DOCUMENT I5 DESIGNED FOR ESTIMATING PURPOSES ONLY
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APPENDIX C

SUMMARY OF FINANCE COMMITTEE RECOMMENDATIONS

FISCAL YEAR 2009
REVENUES APPROPRIATIONS ENTERPRISE FUNDS
PROPERTY TAX DETAIL BUDGETS (Article 44) A, WATER & SEWER
FY 2608 jevy imit 71,842,588 Towr Managsr [Budget 2,804,750
+2.5% 1,796,085 2 Tewn Manager 460,104 Capital 1178278
New growth 480,000 4 Parsomng] 190,113 Asgessment 10,328,180
Del exclusions 2,868,121 & information Technotogy H26.813 ingirect charges 71,32
lews MSBA payments {1,858052) 10 Legat 460,047 Total Expenses 15,282,575
MWRA deit 5,593,112 14 Planning & Cornres. Dovi, 22B266 Total Revanues 15332611
TOTAL PROPERTY TAX 50,852,934 15 Redevelopment Baard 28223 Neat increase (Dacreasa} 50,402
17a DRV « Admin, 224,09
SCHOOL REIMBURSEMENT DETAIL axampt defit 17h DPW - Enginsering 120,842 B. RECREATION
Bishop 331,607 176 DPVY - Cemateries 270864 Budget 526,016
Arackit 383,440 17d DPW - Prop, f Nat. Resources 1,189,248 Carital 26,000
Hardy 480,888 1¥e DPW - Highways / Sanitation 4,863,712 Total Expenaes 656,06
Plerca 521,056 17§ DPW - Motor Equip. Repair 203811 Totai Revenues 649,060
Refirancing savings {40,048) 17 DV - Strest lighting 418,803 ot Ingreass {Decruases) 14,044
TOYAL MEBA PAYMENTS 1,636,952 18z Pub Safety - Admin 373,299
180 Puly Safety - Police 6.487.813 . VETERANS® MEMORIAL RINK
LOCAL RECEIFTS DETAL 18c Pub Safety - Fire 009,209 Budget 480,391
Motor Vehicle Excige lax 4,100,000 18¢ Pub Safety - Suppert 654,543 Capital 31,000 °
Penzities & interest 150,000 19 Inspactions 351,192 Total Expenses 521,391
in Lieuof Tax T 800 21 Librarles 1808988 Yotal Revenues 523.073
Fees 565,000 22 Health & Muman Services 856,632 Net incraase {Decrensse) +,682
(Hher excise 130,006 Total Town Managsr 23,840,000
Dept Revenue: Schodls 185,000 Board of Selectmen D.COUNCIL ON AGING TRANSPORTATION
Dent Revenue: Library 80,000 2 Selectmen (Vi elections) 273,745 Budget 100,543
Dant Reveriue: Cemetery 350,000 B Comptrolier 384443 [Total Revenues 100,693
Diept Revenite: Dther 644,000 13 Parking 99,243 Tatal Ravenues 50
Lkenges & Parmita 949400 14 Zoning Board 2331
Syrmes pammits 400,000 Totzl Selechman 185,142 £ YOUTH SERVICES
Bpeciat Aasessmants 3,000 Town Clark Budget 4686425
Fines & Forfaits 50,000 11 Town Slerk 233,177 Total Revenues 152,832
intarest S00,000 12 Bowrd of Rugistrars 8548 Net lncresse (Decrasal {203,543}
Rentat income 714000 Totsl Town Cherk 300,053 Dallci to be made up from genaral funds,
Wadicara Parl D 372,835 Ratiremart
TOTAL LOCAL RECEIFTS 3,560,835 Pensions - comyibutary 8,777,816 ENTERPRISE FUND SUBMARY
Pensions - non-conio 1TIH95 Budget 4,517,185
LOGAL AID {"CHERRY SHEETT) DETAL 23 Total Penstons 6,851,591 Capial 1,238,278
RECEIFTS Fixad Budgets ihssessment 10,328,186
Educati 24 Insurance 18,770,240 indireot charges 971,220
Chapter 7O 6,220,204 8 Postage 159,382 Toml Expensas 17,054,950
School Construction 2,532,522 2o Elections (Selsctmen) 124813 Total Revenues 10,827,235
Charter Tulton Assessmenl Relimburse 26,393 25 Restrve Furd 4E0.000 Mot Increass {Dacrease) {227 715}
36inmt Roculpts Total Finad Budgets 17 504,435
School Lunch Asalslance 18,750 1 Finance Commities 10,778
Behes! Cholce Receiving Tuition 0 7 Treasurer 577,693
Totel Education 8,807,058 9 Board of ABEasS0s 301,270
Ganerat Govettiment 20 Total School Budget 37,878,871
Lottery 4,950,308 TOTAL BUDGETS 88,183,402
Casino faes SUMMARY
Additisnal Assistance 4,491,775 WARRANT ARTICLES SUMMARY OF REVENUES
Polica Career incantive 320,19 [TOTAL BUDGETS Property Tax Levy 80,652,934
Veterans' Benefe 177,113 53 Toias! Budgets 88,153,402 Less MWRA debt service 5,593,112)
Exampllons: Vets, Blind & Surviving § . 111,568 54 Capltal #lan £217 604 Loce? Ald Recelpts 18,994,810
$xgmplions; Eiderly " Tna08 RESERVES i.ocnt Recalpie 8,560,836
Dffsat Racwipts 72 Ovaride stabilixation fund 440,220 Use of Frea Cagh (A, 73) 1,818,787
Publis Librartes 53,270 OTHER WARRANT ARTICLES Ovirlary sLrpitsa raskrve 500,600
Total Genaral Governmant 10,186,651 43 Pension adjustment TOTAL REVENUES 108,174,054
Total Estimated Rachipts 16,994,690 44 Reliree healih Irsurance B53.940 FY 2007 101,854,684
48 OPEB consultant 50,600 % Increase 4.24%
ASSESSMENTS 49 Positon reciasshication 13,528
Statn Assessments and Charges 50 Coliective bargaining A26,300 SUMMARY DF EXPENDITURES
Retired Employas’s Health insunnce 3,832 5% Future collectve bargaling 502,500 Town budgets 50,274,631
Air Poliytion Distrcts 1544 55 Thompson Schaol a | Schoot budgat 37.878.871
Mettopolitan Area Planning Cauncit 12,039 56 Swimming poo! ki) Capital plan B,24T,608
RV Nor-Renewst Surcharge 54,500 80 Wéranteman Regionat Schiol 3,163,412 Warrari ariies 6,660,367
Tota! State Assessments & Charges E3,015 61 Flags on graves 5,000 Youth: Services defich 263 5453
Transporstion Authorities 81 Paredes, Nags on Mass Ave 5,667 MBTA assossment 2484,325
MBTA 2,483,453 62 Disability Commission Q Educ. & Library offest receipts 78.020
Boston Metre. Transit DHstrict 870 &2 Himore Digtrict Commiasion B0 Chararicholcs tultions 72,700
Total MBTA Asseasment 2484,323 B2 Historical Comnigsion 2,160 Other slate asgassments 85,057
Annual Chargss Agaeinst Raceipts §2 Human Rights Commission A500 Reserve for court fuidgements 100,000
Spadiat Education 2,038 £2 Recyiling Commnittes 1800 Revenie defich 0
Totaf Annual Charges 2,634 €3 TAC [} Snow & ice deficlt 500,000
Taitien ARGesEmBITE 64 indemnification, medics! Gosts 8,126 Ohaarky tesenve (AL 713 HO0.006
Sehoo! Cholea Sending Tultion ] 64 iegat defense G 1‘!’0TAI. EXPENDITURES 108,174,054
Changr School Sending Tultion 72,796 84 Out-chatate tavet 3,000 FY 2007 101,864,804
Tetel Tuition Assesements 72,708 65 Waner badies 18,000 % fcsesse £.24%
Totel Estitnated Changos 2842074 BB Sr. Chizen work program 7500
TOTAL OTHER ARTICLES 5,148,137 REVENUES LESS EXPENDITURES
NET LOCAL AID 16,352 538 TOTAL WARRANT ARTICLES I, B60, 367 {0)
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SAMPLE QUESTIONS FOR BUDGET ANALYSIS

POLICE

What is the maximum shiff coverage possibie with the current authorized staffing? On average, what
pumber of officers are actually on duty during each shift?

Since police department budgets and police operations are “labor intensive”, the authorized and
funded staging levels of a police department are the principal determinants of police service levelsin a
community. OF all police services, patrol 1s the most visible and is considered the most essential for the
community’s safety and protection. Most police activities are provided on a shift basis, with each shift
assigned a certain number of officers, of which the majority are generally assigned fo patrol duty.

A police department’s shift coverage is determined by the number of officers assigned to each
shift, less the number who are unavailable for duty due to annual leave, sick leave, disability leave, court
duty, or any other allowable absence. While a police chief may choose to “cover” such absences by using
officers from other shifts on an overtime basis, this is an expensive practice and is generally keptto a
minimum. The difference between the assigned coverage and actual coverage on any shift is really the
amount of police service “paid for” but not provided in a community. If this difference is consistently high
(25% or more), the department may be experiencing some about of sick leave or a high number of job-
related injuries. These statistics should be reviewed in conjunction with overall salary and staffing levels,
especially if the department is requesting additional personnel. At the very least, the department should be
taking prudent steps to reduce or minimize unscheduled leave by its officers.

What do department statistics show concerning crime trends and other measures of need for police
services?

Omne measure of the “demand” for police services in a community, as well as the effectiveness of
those service, are crime rates and trends over time. While crime reporting is subject to many variables
between communities, as well as many social and economic factors, it may help identify what programs are
needed in a particular community, or what the results of previous programs have been. Other statistics that
may help reflect police activities and trends in a community are nuraber of arrests, clearance rates and
average response times.

It should be acknowledged however, that the demand for a certain level of police service ina
commnunity cannot be based solely on such statistical indices. Other factors, such as property use and
values, commercial activities and demographic changes in the population are alse Important in assessing a
community’s overall need for police protection. All of these factors should be considered in reviewing
staging levels in the police department.

What is the type and number of calls received for police service during the kast year? During what
periods of the day/weeld'year were most calls received? Do staffing levels reflect periods of peak
activity?

While overall staffing levels cannot be correlated with specific measures of police activity, there
should be some relationship between the department’s staffing patterns and peak activity periods, as
reflected in the departments’ calls for service. Significant fluctuations between service call volumes on the
day and night shifts and weekday/weekend periods are common in many communities. Also, seasonal
changes are very apparent in most communities, especially those with “summer” populations and attraction.
Before overall staffing is increased in order to respond to these changes in demand, reaflocations of
personnel should be effected whenever possible, within practical and contractual limitations.

What activities, within the police department, could be performed by civilizns?

The use of civilians to perform specific activities in police departments is a controversial subject
in many towns, although it may offer potential cost savings by “freeing up” trained police officers for
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higher priority police work. The most common areas in which civilians have been utilized in police
departments are administration (record, data processing, budget, personnel, etc.), communications
(receiving and dispatching) and traffic enforcement (traffic controf and parking tickets). Some communities
have successfully consolidated their police and fire dispatching operations info a single unit, utilizing
civilian dispatchers. The opportunities to utilize civilians in these or other capacities may be limited in may
towns due to the size of the department and its own unique operating characteristics.

The potential use of civilians for certain tasks in the police department may be examined during
times of transition, such as staffing increases, new program responsibilities, or the construction of new
facilities. It should certainly be considered if potential staffing reductions could be avoided by hiring
civilians to perform certain tasks. At a minimum, this issue should be explored periodically with the police
chief and board of selectmen to assure that opportunities to maximize the productivity of trained police
officers are not overlooked.

Are the departments’ officers being used for management and/or command functions?

Department staffing patterns should be reviewed not only to assure that they are related to
workload, but also to see that top and middle management staff are being wilized in a2 manner consistent
with their rank, command status and management salaries. Occasionally in town police departments,
management officers (sergeants, lieutenants, captains and others) are utilized for routine patrol or even
desk” activities, due to temporary staffing shortages or other reasons. While this use of department
management staff can be justified on an interim basis, it should not be used as a justification for more
management positions, or as 2 long-term “solution” to staffing needs in administrative areas. The chief
should be able to show that supervisory and management staff in the depariment are exercising their proper
management responsibilities.

 Does the department monitor sick and disability leave carefully? Are excessive sick leave or sick
leave patterns of abuse noted and followed up aggressively? Do collective bargaining contracts
contain Incentives to minimize sick leave?

The issues of sick Jeave and disability leave in police ard fire departments constitute important
areas for tight management controls and oversight. Significant overtime expenditures can be incuired
(especially with minimum manning provisions) when full-time staff are unabie to perform their duties due
to sickness or injury. Needless to say, the potential for abuse in both of these areas is significant, and must
be minimized through clearly defined policies and rigorous monitoring.

A useful technique which has been employed by some towns is to build certain financial
incentives into the collective bargaining agreement to minimize sick leave. Some coniracts provide for a
“buy back” of unused sick leave when an employee terminates his employment with the department or at
the conclusion of & set period of time. Other towns have written provisions info the contract which prohibit
police officers from accepting special duty assignments within 48 hours of returning from sick leave. These
and similar contract provisions are intended to reduce the amount of sick leave taken each year by full-time
personnel, thereby reducing overtime expenditures in the department, or providing higher actual manning
{evels on each shift from authorized staffing levels. While the finance commitiee is not involved in the
collective bargaining process, it can encourage the board of selectmen to include such provisions in its
bargaining proposals.

What is the department’s sverage response time for a call? How does it compare to other
towns or te generally accepted service criteria? Does it vary by area of town?

Response time is one way of judging the adequacy of police service in a community. it is also a
meaningful measure to the average citizen, who frequently evaluates public safety services in this manner.
Comparisons with neighboring towns can therefore be useful indicators of service levels for these purposes,
in conjunction with other measures (police officers per capita, arrest rates, €1c.),
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While response time should be considered in evaluating staffing levels, it should not however, be
overemphasized. Many calls for service (e.g. stolen bicycles, landlord-tenant disputes, etc.) are not
emergencies and do not require immediate responses. Quick response times to al/ calls is neither necessary
nor a valid indicator of appropriate staffing levels. '

Does the budget assume any changes in response time?

The service impact of the requested budget should be identified as clearly as possible. If a major
objective of requested staffing increases (or equipment purchases or other outlays) is to reduce response
time, or to increase patrol man-hours, it should be quantified to the extent possible and — if approved —
monitored carefully to determine whether the desired results were achieved. This is especially important
with respect to public safety activities, which are more difficult to quantify, and therefore evaluate, than
many other municipal services.

What is the policy on vehicle replacement? How are department vehicles utilized? Are take-home
vehicles provided? :

Police vehicles are used more than almost any other municipal vehicles. In many town police
departments, police cars are utilized for patrol activities around-the-clock, every day of the year, and have
no back-ups. Thus, the proper maintenance and timely replacement of police cars is critical if the
department’s patrol activities and responsiveness are not to be impaired.

To assure this, a regular and preventive maintenance program should be in effect and closely
monitored, and vehicle operating and maintenance costs should be tracked by car. Further, a realistic
replacement schedule generally based on time-in-service and mileage should be established and adhered to,
with patrol cars possibly being made available to other town departments for less intensive use after they
have been phased out of police service.

In some communities, police vehicles are assigned to specific officers in the department and are
allowed to be taken home during off-duty hours. This practice, while requiring a larger fleet size, can have
the benefit of reducing maintenance costs of police vehicles and extending vehicle life, by assigning
accountability for a single vehicle to a single driver. It is also considered to contribute to a higher police
“presence” or visibility in a community, and hence to have some deterrent effect, or provided an enhanced
sense of public safety in residential neighborhoods. The finance commiitee should encourage 2 careful
review of the long-term capital and operating costs and potential savings and other benefits of “take home”
patrol cars if the community is considering such a program. :

FIRE PROTECTION

Does the department always staff to a minimum number of firefighters for each shift? Is thisis a
contractual obligation through the collective bargaining agreement, or simply a long standing
practice?

Fire department staffing levels may be established in different ways. Often, however, they are based
upon a standard number of firefighters per shift, according to the number of pieces of equipment (pumpers,
Iadder trucks, ambulances, etc.) in service. Some fire departments are contractually obligated to assign to
each shift or piece of equipment a minimum number of personnel due to “minimum manning” clauses in
their collective bargaining agreements. If possible, minimum manning clauses should be avoided, since
staffing levels are generally considered to be a management decision.

Since staffing levels are the principal determinant of fire department personnel costs, the finance
committee should know the basis for each shift’s staffing levels, and whether it is frequently necessary to
pay overtime to firefighters in order to maintain these levels. Also, the fire chief should be able to
demonstrate some correlation between staffing levels and the type, frequency and distribution of alarms,
based upon departmental records.
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How much paid time iv lost each year — on average- due to sick leave, disability leave or personal
days?

A major cause of overtime in most fire departments is the need to fill in for regularty scheduled firefighters
who are unavailable for duty. To “cover” such absences, off-duty firefighters are called back at overtime
rates. While some leave time is predictable and may be scheduled in advance, unanticipated sick or
disability leave can constitute a major staffing and funding problem in many departments. The amount of
such list time should be tracked carefully by the fire department, and should be closely monitored to
prevent its abuse. Also, as with police and other large town departments, the finance committee should
encourage that steps be taken 1o reduce this leave time (through collective bargaining provisions or other
management actions) in order to minimize overtime costs,

What do firefighters do while in the station awaiting a call? Can more productive use be made of
their time?

The amount of time spent responding to alarms and other emergencies generally constitutes only a minor
percentage of on-duty hours in a typical fire department. The remaining on-duty time can and should be
spent in a productive fashion, in such activities as training (physical and professional), equipment
maintenance, fire prevention and inspections, and public information programs. A formal, written schedule
of such activities should be an integral part of fire depariment operating procedures.

Are chaunges in land use and new construction affecting vresponse time and five-fighting
requirements? Should the department be changing its techniques and apparatus as a result?

An examination of fire department resources should include a review of response times to different
locations within the town, and the effects of new development on the town’s response and firefighting
capabilities. Also, increasing densities, commercial and industrial development, taller buildings and new
subdivisions all require ongoing evaluation of firefighting techniques and apparatus. These issues should
be discussed in reviewing training needs and equipment requirements especially.

What is the condition and estimated replacement schedule of current equipment?

Equipment is more critical to the fire department than almost any other town department. The
proper maintenance and timely replacement of fire equipment is therefore essential to department
operations. A complete inventory of fire department equipment should be available for review, including
historical records on maintenance costs and replacement dates. Typically, each department should be able
to schedule replacement of major equipment pieces sufficiently in advance to facilitate budgei planning.
This is also necessary in view of the long delivery time typically required (12 to 18 months) for new pumps
and ladder trucks. Standards for new fire apparatus and average replacement schedules for major pieces of
equipment are available from the National Fire Protection Association (NFPA). These can serve as useful
guidelines to the town assessing its fire equipment requirements.

What training and physical fitness pregrams zre conducted within the department? What — if any -
standards for performance have been established? How often are tests conducted?

Physical fitness should be an important component of departmental training programs.
Unfortunately, for many departments, entrance requirements (for initial appointments) are the only formal
standards int effect, and physical fitness is largely a voluntary matter. Due to the physical demands of
firefighting, in-house pragram performance standards should be a high management priority. In some
towns, such programs have been incorporated into collective bargaining agreements, and periodic physical
examinations are administered. Such programs can help to reduce the incidence of certain on-duty injuries,
and thereby contribute to a more effective (and less costly) fire service.
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BOND CHECKLIST

Legal requirements met and Preliminary Legal Opinion in hand.
Monthly Cash Fiow from department head.

Time frame on need for first borrowed cash.

Audit complete.

Official Statement up to date,

No private activity within purposes.

Coordinate with other Town Officials on timing and what to borrow.
Financing strategy established.

Method of financing? Bonds, BANs, lease purchase, etc.

Credit rating strategy set.

Method of selling, competitive vs. negotiated.
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TOWN OF ANDOVER

Town Offices
36 Bartlet Street
Andover, MA G18i0
{578) 623-83200
www.andoverma.gov

MEMORANDUM
TO: Audit Committee ‘
FROM: Reginald S. Stapczynski, Town Manager
SUBJ: Audit Committee Responsibilities
DATE: September 10, 2007

The Board of Selectmen, School Committee and Finance Committee have been in
discussions with the Town's Finance staff and auditors regardihg the formation of an Audit
Committee. The establishment of this five-member Cominittee is the result of these
discussions. : :

The responsibilities of the Audit Committee are as follows:

1. The Audit Committee shall consist of five members. The Town Manager shali
establish an Audit Committee and appoint five residents with financial expertise to
serve overlapping three-year terms. The Chair of the Audit Committee shall be
selected by a majority vote of the Committee. Members shall be eligible for re-
appointment. The Board of Selectmen, Finance Committee and School Committee
shall annually each appoint one of its members to serve’as non-voting liaisons to the
Audit Committee.

2. The responsibilities of the Audit Committee are to oversee the independent audit of
the Town's financial statements, including recommending the selection of the
independent auditor to the Town Manager, the evaluation of the independent audit
scope and the resolution of audit findings.

3. The Audit Committee will present an annual report to the Board of Selectmen,
Finance Committee and School Committee at a Tri-Board meeting indicating how the
Committee has discharged its responsibilities.

The agenda for this first meeting is as foliows:

1. Introductions - 7:30 A.M. - Buzz

2. Review of the responsibilities of the Audit Committee ~ Buzz
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C.S. 1-ER J -~ commonwealth of Massachusetts Department of Revenue
NOTICE TO ASSESSORS OF ESTIMATED RECEIPTS
General Laws, Chapter 58, Section 25A

ANDOVER

A. EDUCATION:

Distributions and Reimbursements:

1. Chapter 70

2. School Transportation Chs. 71, 71A, 718 and 74
3. Retired Teachers’ Pensions Ch. 32, 5. 20(2) (¢}
4. Charter Tuition Reimbursements Ch. 71, s. 89

Offset Items — Reserve for Direct Expenditure:

5. School Lunch 1970, Ch. 871
6. Schoo! Choice Receiving Tuition Ch. 76, s. 128, 1993, Ch. 71

Sub-Total, All Education ltems

B. GENERAL GOVERNMENT:

Distributions and Reimbursements:

Lottery, Beano & Charity Games

General Fund Supplemental to Hold Harmless Lottery
Additional Assistance

Local Share of Racing Taxes 7987, Ch. 558

Regional Public Libraries Ch. 78, s. 15C

Police Career incentive ch. 41,5 1081

Urban Renewal Projects Ch. 121, ss. 53-57

Veterans' Benefits ch. 175 s.6

Exemptions: Elderly ch. 59, 5. 5, Cl. 41,418, 47C
. State Owned Land ch. 58, ss. 13-17

SOOONO RGNS

w—h b

Offset ltem - Reserve for Direct Expenditure:
12. Public Libraries ch. 78 s. 194

Sub-Total, All General Government

C. TOTAL ESTIMATED RECEIPTS, FISCAL 2009

Released July 14, 2008

For it i . .
additional information about how the estimates were determined and what may cause them to chang

following link: Local Aid Estimate Program Summary.
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FY2009

7,467,975

0

C

91,065

23,631

0

7,582,671

1,928,601

295,289

0

0

230,000

390,000

0

60,248

Exemptions: Vets, Blind & Surviving Spouse Ch. 58, s. 84 Ch. 595. 5

49,490

10,082

168,407

49,437

3,181,554

10,764,225

@ in the fulure, please click on the



C.S. 1-EC” -~ Commonwealth of Massachusetts Department of Revenue FY2009
NOTICE TO ASSESSORS OF ESTIMATED CHARGES
General Laws, Chapter 59, Section 21

ANDOVER

A. County Assessment, County Tax: Ch. 35, ss. 30, 31 | 0

B. STATE ASSESSMENTS AND CHARGES:

1. Retired Employees Healith Insurance Ch 324 s 108 0
2. Retired Teachers Health Insurance ¢Ch 324 5 12 2,278,091
3. Mosquito Control Projects Ch. 252, s. 54 107,912
4. Air Pollution Districts Ch. 711, ss. 1428,742C 11,611
5. Metropolitan Area Planning Council Ch. 408, ss. 26, 28 0
6. Old Colony Planning Council 1967, Ch. 332 0
7. RMV Non-Renewal Surcharge Ch. 90; Ch. 80A 33,640
Sub-Total, State Assessments 2,431,254

C. TRANSPORTATION AUTHORITIES:

1. MBTA Ch 1674, ss. 8-9;1974, Ch. 825, ss. 6-7 80,457
2. Boston Metro. Transit District 1929, Ch. 383; 1954, Ch. 535 0
3. Regional Transit Ch. 1618, ss. 9, 10, 23; 1973, Ch. 1141 131,721
Sub-Total, Transportation Assessments 212,178

D. ANNUAL CHARGES AGAINST RECEIPTS:

1. Multi-Year Repayment Prograrﬁs 0
2. Special Education ch. 718, ss. 10, 12 0
3. STRAP Repayments 1983, Ch. 637, s. 32 0
Sub-Total, Annual Charges Against Receipts 0
E. TUITION ASSESSMENTS:
1. School Choice Sending Tuitioﬁ Ch. 76, 5. 12B, 1983, Ch. 71 5,000
2. Charter School Sending Tuition ¢Ch. 71, s. 89 164,342
3. Essex County Technical Institute Sending Tuition 1998, Ch. 300, s. 21 60,383
Sub-Total, Tuition Assessments 229,725
F. TOTAL ESTIMATED CHARGES, FISCAL 2009 2,873,157

Released July 14, 2008

fo?ir aqGisiqna¥ information about how the estimates were determined and what may cause them to change in the future, please click on the
owing link: Local Aid Estimate Program Summary.
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State Tax Form 31C
THE COMMONWEALTH OF MASSACHUSETTS
DEPARTMENT OF REVENUE FISCAL 2009
TAX RATE RECAPITULATION
OF
ANDOVER
City / Town / Disfrict

{, TAX RATE SUMMARY

la. Total amount to be raised (from lle) 3 138,674,534.66

.40.697.781.00

Ic. Tax levy (la minus Ib) b 97.976.753.66

Id. Distribution of Tax Rates and levies

ib. Total estimated receipts and other revenue sources {from lile)

MUSTEQUAL iC

Board of Assessors of [ANDOVER
City / Town / District

vid A Billard, Chisf As: ngover, 878-623.8 121112008 7:00 PM Submitted under autharization of BOA, Signatu...
Assassor Crate {Comments}

Do Not Write Below This Line ~ For Department of Revenue Use Only

Reviewed By Etlis Fitzpatrick
Date : 08-DEC-08
Approved : Gerard Perry

Birector of Accounts

e . (e,

(Gerard D. Perry)

Print Date : 1/15/2009 1:.05 pm FPage 1 of 4



TAX RATE RECAPITULATION
ANDOVER
City / Town / District
. Amounis to be raised
lla. Appropriations {col.(b) through col.(e) from page 4)
li5. Other amounts to be raised

1. Amounts certified for tax title purposes

2. Debt and interest charges not included on page 4
3. Final court judgements

4. Total overlay deficits of prior years

5. Total cherry sheet offsets (see cherry sheat 1-ER)

6. Revenue deficits
7. Offset receipts deficits Ch. 44, Sec. §3E

8. Authorized Deferral of Teachers' Pay
9. Snow and ice deficit Ch. 44, Sec. 31D
10. Other (specify on separate etter)

TOTAL ltb (Total lines 1 thorugih 10}
lic. State and county cherry sheet charges (C.S. 1-EC cols. 1 and 2)

lid. Allowance for abatements and exemptions (overtay)
lie. Total amount to be raised (Total Ila through Iid)
Hl, Estimated receipts and other revenue sources

lita. Estimated receipts - State

1. Cherry sheet estimated receipts (C.S. 1-ER Total) $

2. Massachusetts school building authority paymenis
TOTAL llia

Hib. Estimated receipts - Local
1. Locai receipts not allocated {page 3, col(b}, Line 23)
2. Offset Receipts (Scheduie A-1}
3. Enterprise Funds (Schedule A-2)
4. Community Preservation Funds (See Schedule A-4)
TOTAL b

tlic. Revenue sources appropriated for particular purposes
1. Free cash (page 4, col{c))
2. Gther available funds (page 4, col.(d))
TOTAL lHc

IHd. Other revenue sources appropriated specifically to reduce the tax rate
1a. Free cash..appropriated on or before June 30, 2008
b. Free cash..appropriated on or after July 1, 2008
2. Municipal light source
3, Teachers' pay deferral
4. Other source :
TOTAL llid
lile. Total estimated receipts and other revenue sources
{Total Hla through ilid)
IV. Summary of total amount to be raised and total receipts from all sources
a. Total amount to be raised {from lie}

b. Total estimated receipts and other revenue sources {from lle} $

¢. Total real and personal property tax levy {from Ic)
d. Total receipts from all sources (total IVb plus Vc)

$ |

4,000.00

68,839.71

0.00

871.34

73,068.00

0.00

0.00

0.00

153,988.80

63,205.15

FISCAL 2009

134,309,458.00

10,764,225.00

1,551,447.00

363,073.00

2,873,157.00

1,127,946 66

138,674,534.66

9,803,000.00

1,691,864.00

13,5286,502.00

0.00

12,315,672.00

1,183,147.00

1,5097,496.00

25,021,466.00

580,000.00

0.60

0.00

0.00

0.00

2,780,6843.00

5

40,6897,781.00

97,876,753.66

580,000.00

40,697,781.00

138,674,534 66|

¢ | 138,674,534.66|

Print Date ; 1/15/2009 1:05pm
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LOCAL RECEIPTS NOT ALLOCATED *

TAX RATE RECAPITULATION
ANDOVER
City/Town/District
{a) )]
Actual Estimated
Receipts Receipts
Fiscal 2008 Fiscal 2009
==> 1 MOTOR VEHICLE EXCISE 4,806,098.00| 4,716,000.00}
==> 2 OTHER EXCISE 913,853.00 913,000.00
==> 3 PENALTIES AND INTEREST ON TAXES AND EXCISES 410,491.00 410,000.00
o> 4 PAYMENTS IN LIEU OF TAXES 0.00 2,000.00
5 CHARGES FOR SERVICES - WATER 0.00 0.00
6 CHARGES FOR SERVICES - SEWER .00 0.00
7 CHARGES FOR SERVICES - HOSPITAL 0.00 0.00
8 CHARGES FOR SERVICES - TRASH DISPOSAL 0.00 0.00}
9 OTHER CHARGES FOR SERVICES 0.00 0.00|
16 FEES 57,452.00 57,000.60
11 RENTALS 0.00 0.004
12 DEPARTMENTAL REVENUE - SCHOOLS 0.00 0.00
13 DEPARTMENTAL REVENUE - LIBRARIES 16,443.00 16,000.00
14 DEPARTMENTAL REVENUE - CEMETERIES 0.004 0.00
15 DEPARTMENTAL REVENUE - RECREATION 0.00 .00
16 OTHER DEPARTMENTAL REVENUE 379,766.00 250,000.00
17 LICENSES AND PERMITS 1,961,802.00 1,861,000.00
18 SPECIAL ASSESSMENTS 54.00 0.00
==> 19 FINES AND FORFEITS 475,184.00 475,000.00
==> 20 INVESTMENT INCOME 1,109,224.00 733,000.00
==> 21 MISCELLANEQUS RECURRING (PLEASE SPECIFY) 0.00| 270,000.00
22 MISCELLANEQUS NON-RECURRING (PLEASE SPECIFY} 0.00 0.00
23 TOTALS s | 10,130,467.00) 5 | $,803,000.00
| hereby certify that the actual receints as shown in colurnn {g) are, to the best of my knowledge correct and complete, and | further certify
that | have examined the entries made on page 4 of the Fiscal 2009 tax rate recapitulation form by the Gity, Town or District Clerk and hereby
acknowledge that such entries correctly reflect the appropriations made and the sources from which such appropriations are to be met.
Rodngy P. Smi ntant, Andover, 978-623:8211 1112802008 12:37 PN
Acsounting Officer Dats
* Do not include recelpts in columns (&) or (b} that were voted by the City / Town / District Council or Town Meeting as offset receipts on
Schedute A-1, enterprise funds on Schedule A-2, or revolving funds on Schedule A-3. Written documentation should be submitted to
support increases / decreases of estimated receipts to actial receipts.
==> Wrilten documentation should be submitted to support increases! decreases of FY 2008 esfimated receipts to FY2009 estirmnated
Print Date : 1/15/2008 1.05 pm Page 3 of 4
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CERTIFICATION OF APPROPRIATIONS AND SOURCES OF FUNDING

TAX RATE RECAPITULATION FISCAL 2009
ANDOVER
City / Town / District
APPROPRIATIONS AUTHORIZATIONS
MEMO ONLY
City ! (a) (b) © @ ©) ® @
Town . Fr;m Qﬁset o
Council or . Total From Raise From From Other 5 ecv:tp:s Revolving Borrowing
Town FY Appropriations and Free Cash Available Funds e :( EE_’ »F)’ " Funds Authorization
Meeting of Each Meeting Appropriate See B-1 See B-2 niefprise Funds {See A-3)
Dates {See A-2), or
Community
Preservation Fund
(See A-4)
05/01/2008 | 2008} 129,910,050.00| 114,640,348.00 0.00 402.543.00 14,867,158.00 0.00 0.00
05/01/2008 | 2009 1,780,000.00 1,664,000.00 0.00 116,006.00 .00 0.00 0.00
05/01/2008 | 2008 73,147.00 0.00 73,147.00 8.00 .00 0.00 0.00
05/01/2008 { 2008 286,308.00 0.00 0.00 .00 286,308.00 0.00 0.00
05/01/2008 | 2008 65,000.00 0.00 0.00 0.00 65,000.00 0.00 0.0o
05/01/2008 | 2008 450,000.00 0.00 450,000.00 0.00 0.00 0.00 0.00
05/01/2008 | 2008 300,000.00 0.00 300,000.00 0.00 0.00 0.00 0.00
05/01/2008 | 2008 913,853.00 0.00 0.00 913,953.00 0.00 0.00 0.00
05/01/2008 | 2009 6,000.00 6.000.00 0.00 0.00 0.00 0.00 0.00
G5/01/2008 | 2008 10,000.00 0.00 10,000.00 0.00 0.00 0.00 0.00
05/01/2008 § 2008 350,000.00 0.00 350,000.00 0.00 0.00 0.00 0.60
05/01/2008 | 2008 165,000.00 0.00 0.00 165,000.00 0.00 0.00 0.00
05/01/2008 § 2009 0.00 0.00 0.00 0.00 0.00| 1,248,000.00 0.00
05/01/2008 | 2009 0.00 0.00 0.00 0.00 0.00 0.00 16,563,000.00
05/01/2008 | 2009 0.00 6,727,305.00 0.00 0.00 -8,727,305.00 0.00 0.00
Totals 134,308,458.00 | 123,037,654.00| 1,183,147.00 1,587,4586.00 8,491.161.00
Musi Equal
Cols. {b) thru {e)
i hereoy certify that the appropriations correctly reflect the votes taken by City / Town / Disfrict Council,
ANDOVER dall nson, Town Clerk, Andoyer, 978 o 121242008 .08 PM
City/Town/District Clerk Data
Print Date © 1/15/2008 1.05 pm Page 4 of 4
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THE COMMONWEALTH OF MASSACHUSETTS
DEPARTMENT OF REVENUE
FISCAL 2009 TAX LEVY LIMITATION FOR

ANDOVER
FOR BUDGET PLANNING PURPOSES

Final Tax Rate Set

f. TO CALCULATE THE FY 2008 LEVY LIMIT

A. FY 2007 Levy Limit 87,189,479

A1, ADD Amended FY 2007 Growth 0

B. ADD (1A + 1A1) " 2.5% 2,179,737

C. ADD FY 2008 New Growth 1,832,630

D. ADD FY 2008 Override 0

E. FY 2008 Subtotal 91,201,846 L e

F. FY 2008 Levy Ceiling 179,493,627 FY 2008 Levy Limit
Il. TC CALCULATE THE FY 2008 LEVY LIMIT

A, FY 2008 Levy Limit from 1. 91,201,846

A1. ADD Amended FY 2008 Growth

B. ADD (lIA + [IA1) * 2.5% 2,280,046

C. ADD FY 2009 New Growth 1,357,086

D. ADD FY 2008 Override 0

E. FY 2009 Subtotal 94,838,978 N

u.

F. FY 2009 Levy Ceiling 179,011,759 FY 2009 Levy Limit
IMl. TO CALCULATE THE FY 2009 MAXIMUM ALLOWABLE LEVY

A. FY 2009 Levy Limit from L 94,838,978

B. FY 2009 Debt Exclusion{s) 3,173,848

C. FY 2009 Capital Expenditure Exclusion(s) 0

D. FY 2000 Other Adjustment o

E. FY 2009 Water / Sewer 0

Selbiziase

F. FY 2009 Maximum Altowable Levy

Print Date ; 1/15/2009 1:05 pm Page 1 of 1
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APPENDIX

FINANCE COMMITTEE

I RESOURCES

Committee Library

It is impossible for a professional in any endeavor
to conduct business withour access to appropriate
data and reference material. Finance committees
should develop their own libraries of town data
and be aware of local and national resources for
information and assistance.

Below is a suggested list of materials for the
library of each town finance committee. Material
produced by the Department of Revenue may be
obtained from them. Committees may obtrain
most other material from town offices, the
Massachusetts Municipal Association (MMA), or
from a given town’s public library. Some publica-
tions must be purchased through your local book-
shop. :

Town Documents and Information
eannual municipal audit (for last five years)
¢ bond prospectus

¢ Capital Improvement Program and capital
budget

e cash flow analysis
® Cherry Sheet (for the last five years)

¢ finance committee report (for the last five
years)

» Free Cash certification (for the last five
years)

¢ investment policies and analysis

* property classification report

¢ annual report (for the last five years)
* bylaws

 town charter

¢ manual on town meeting, etc.

¢ operating and capital budgets (for the last

five years), and budget forms, calendar, and
instructions

s tax recapitulation data (for the last five
years)

e Schedule A (for the last five years)

(In addition, comparable information from a town of
similar socio-economic and financial characteristics may
be useful.)

Materials Available from DOR

Assessor’s Manual

Audit Primer and Audit Procurement Guide
CAMA Decision Kit (revaluation package)
Cherry Sheet Manual, forms and reports
City & Town

Costing Municipal Services

Developing a Capital Improvemenis Program

Everything You Always Wanted to Know
About Levy Limits But Were Afraid to Ask

A Guide to Financial Management for Town
Officials

Informational Guideline Releases and Index
In Our Opinion

Laws Relating to Municipal Finance and
Taxation, Municipal Bulletin 34

Manual for a Collector of Taxes
Manual for a Treasurer

Municipal Calendar and Fiscal Calendar
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Revenue / Expenditure Forecasting Software

Other Documents and Publications

Bresler, Citizens Primer on Town Meeting,
Commonwealth of Massachusetts

Levitan, Your Massachusetts Government
The Finance Committee Handbook, ATFC

Municipal Financial Data, Massachusetts Taxpayers
Foundation

An Issuer’s Guide to the Rating Process, Moody's
Municipal Finance Criteria, Standard & Poor’s

Handbook for Massachusetts Selectmen, 3rd Edition,
MMA

State Constitution

Town Meeting Time, A Handbook of Parliamentary
Law, 3rd Edition, Massachusetts Moderators’
Association

Town and Committee Handbooks

Many towns in the Commonwealth have pro-
duced materials that may be of interest to other
communities, The Brookline Advisory Committee
has produced an “Advisory Committee
Handbook” consisitng of the following sections:

o The town of Brookline’s budget cyde;
¢ The Brookline Advisory Committee;

¢ Procedural guidelines and budget report
forms for departmental budget;

¢ evaluation; and
¢ reference material.

The town of Concord has prepared a committee
handbook that is distributed to every town com-
mittee and board memeber, whether elected or
appointed. The handbook included relevant state

laws and town bylaws, policies and procedures
related to town committee / board opeations.

The handbook consists of the following sections:

= Jegal basis of town government/town char-
ter;

= legal issues;
¢ committee /board procedures;
e rniscellaneous items;

¢ individual committee /board descriptions;
and;

o appendix, which includes a description of
various laws.

A note on the front page of this handbook indi-
cates that the appendix includes brief summaries
of the conflict of interest law, open meeting law,
and the town records management bylaw. This
note also reminds committee members that: “All
committee members are required to read these
laws in their entirety.” Copies of these laws can be
read at the town manager’s office or at the public
libraries.

The Massachusetts Department of
Revenue and the Division of Local
Services

The state Department of Revneue (DOR), Divisoin
of Local Services (DLS) provides technical assis-
tance to municipal officials on a braod range of
topics concerning Iocal finance and taxation. DLS
also.exercises supervisory and regularoty func-
tions under various statuatory provisions.
Assistance is provided through their four bureaus.

Bureau of Accounts ~ certifies tax rates for the
towns and cities and is responsible under
Proposition 2 1/2 for assuring compliance with
property tax levy limits. This brueau alsomonitors,
supervises and assists municipalities, counties and
special districts in ensuring that their financial
management and accounting practices comply
with state statutes.
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Bureau of Local Assessment ~ supervises property
valuation and assessment as well as oversees the
implementation of the Classificiation Amendment.

Muicipal Data Management and Technical
Assistance Bureau — is responsible for the distribu-
tiontion of local aid, operation of the Municipal
Data Bank, and coordination of technical assis-
tance.

Property Tax Bureau — is responsible for the inter-
pretation of laws and statutes on municipat
finance and taxation.

In addition, DLS publishes timely and useful pub-
lications dealing with the management of local
government and provides information through the
Internet at www..mass.gov/ dls. These home pages
offer local officials the opportunity to view or
download various DLS publications and informa-
tion.

Besides having its main office in Boston, DLS also
maintains two field offices in Worcester and
Springfield:

40 Southbridge Street

Room 210

Worcester, MA 01608

Tel: 508-792-7300

Fax: 508-792-7306

436 Dwight Street
Room 41

Springfield, MA 01103
Tel: 413-784-1000

Fax: 413-784-1034

100 Sleeper Street
P.O. Box 9569
Boston, MA (2114
Tel: 617-626-2300
Fax: 617-626-2330

The Massachusetts Municipal Directory

The Massachusetts Municipal Association (MMA),
of which the Massachusetts Association of Town
Finance Committee is a constituent agency, annu-

Yl

ally provides each town and usually each select-
man with The Massachusetts Municipal Directory.
This directory provides a listing of municipal offi-
cials, including addresses, Web site addresses, tele-
phone and fax numbers. The directory encompass-
es:

town and city governments;

county governments;

regional planming councils;

selected state government officers;
selected federal government offices;
Massachusetts professional organizations;
national professional organizations;

state legislators by community; and

state and federal holidays.

® o @& @ B ¢ @ @ @

National Professional Organizations
The following is a partial listing of those national
professional organizations that direct themselves
to local government issues:

American Association of School Administrators
1801 IN. Moore St. Alexandria, VA 22209 (703) 528-
0700

American Public Works Association
1313 E. 60th 5t.

Chicago, IL 6037

(312) 667-2200

American Society for Public Administration
1120 G St NW

Washington, DC 20005

(202) 393-7878

Government Finance Officers Association
180 Michigan Ave., Suite 800

Chicago, IL 60601

(312) 9779700

Institute of Public Administration
h5 W. 44 &t

New York, NY 10036

(212) 730-5480

International Association of Assessing Officers



1313 E. 60th St.
Chicago, IL 60637
{312) 947-2069

International City Management Association
1120 G 5t. NW

Washington, DC 20005

(202) 626-4600

International Personnel Management
Association 1617 Duke Street
Alexandria, VA 22314

(703) 549-7100

Labor-Management Relations
Service 1620 Eye Street NW, 4th Floor
Washington, DC 20006

(202} 293-7330

The Municipal Treasurers’ Association for the
United States and Canada

1229 Nineteenth St. NW

Washington, DC 20036

(202) 833-1017; Fax: (202) 833-0375

National Association of Towns and Townships
1522 K St. NW, Suite 730

Washington, DC 20005

(202) 737-5200

National League of Cities
1301 Pennsylvania Ave. NW
Washington, DC 20004

(202} 626-3000

National 5chool Boards Association
1680 Duke 5t.

Alexandria, VA 22302

(703) 838-6722
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