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Appendix: Budget Process
Budget Process
The Town of Concord operates under state statutes in general; and under the Town Charter as
amended, which established the present Selectmen-Town Manager form of government; and under
various Town bylaws. The legislative body of Concord is an Open Town Meeting, in which all voters
registered in Concord are permitted to participate. While Town Meeting has the sole authority to
appropriate funds for the General Fund operating budget and capital projects, it does not appropriate
funds for the electric, sewer, and water enterprise funds, or for the special revenue funds. For the
three existing enterprise funds and Solid Waste Special Revenue Fund, the responsible department
heads, with review by the Town Manager, develop the proposed budgets. The Town Manager then
submits these proposed budgets to the Board of Selectmen and Finance Committee, and to the public,
prior to the Annual Town Meeting. Each budget is approved by the responsible policy committee as a
spending plan, and the Town Meeting authorizes the Town Manager to expend the funds. The new
Swim and Fitness Center enterprise fund follows this same pattern, with the additional requirement
that the Town Meeting enacts this budget as an appropriation. The Swim and Fitness Center Fund is
authorized under MGL c. 44, s. 53F½, a state law enacted in 1986 that sets forth conditions for newlyestablished enterprise funds. The fiscal year for the electric utility begins on January 1, while the fiscal
year for all other funds begins on July 1.
Like prior budgets, these CY13/FY15 budgets have been developed based upon projected
assumptions of available revenue. These budgets are based primarily upon fees charged for the
services provided by each activity. Added to these service fees are projections for grants and
miscellaneous non-operating revenues, such as interest earnings.
The projected expenditures are calculated based upon the costs of operating the existing
service. These operating costs include salaries and employee benefits, debt interest payments, and
infrastructure repair and maintenance, including depreciation expense.

Budget Schedule
Beginning in September each fiscal year, the responsible boards and commissions discuss
budget issues and provide policy guidance to the staff at a series of working meetings. By February,
the responsible departments develop and submit their budgets to the Town Manager. With input from
these parties, the Town Manager submits the proposed budgets to the public at a hearing held in mid
to late March.
Shown on the following pages are a calendar of important dates and a chart of the budget
schedules for developing and acting on the CY14/FY15 budgets, including the enterprise/special
revenue budgets.

Town of Concord – FY15 Proposed Enterprise Budget

Page VIII-1

Appendix: Budget Calendar
July

August

Sept

October

Nov

Dec

January

Feb

March

April

May

June

Establish
goals; hold
planning
meeting
Depts develop
operating & CIP
budget requests

Depts present
budget
requests;
Finance Comm
presents budget
guidelines

Warrant is
open
Town
Manager
reviews
budgets &
submits
them to the
Board of
Selectmen

Departments
develop & submit
Enterprise Fund
budgets to Town
Manager
Finance Comm
holds hearings &
completes final
recommendations
on Town Govt. &
School budgets &
all articles
Town Mgr reviews, publishes
& holds hearing on Enterprise
Fund budgets
Town Meeting
discusses & adopts
Town Govt., Schools,
& capital budgets
July

August

Sept

October

Nov

Dec

Town of Concord – FY15 Proposed Enterprise Budget

January

Feb

March

April

May

June

Page VIII-2

Appendix: Budget Process
FY15 Budget Calendar
This calendar describes the steps leading to adoption of the budget for those accounts
overseen by the Town Manager under the jurisdiction of the Board of Selectmen and
requiring appropriation by the Town Meeting. The School Superintendent and School
Committees carry out similar steps leading to Town Meeting.

2013
August 20

Capital Improvement Program Instructions issued (FY2015-19)

September 19

FY2015 fiscal planning meeting; Board of Selectmen, School
Committee, Finance Committee

September 20

Budget Instructions issued to all departments, boards and committees

September 24

Capital Improvement Program (FY2015-19) requests due

October 18

FY2015 Operating Budget Requests due

November 4 –
November 22

Operating and Capital Budget Requests review: meetings with Town
Department Heads and Budget Review Team

November 7

Board of Assessors meet to review draft Classification Report from
the Town Assessor

November 14

Classification Report submitted by Board of Assessors to Board of
Selectmen (Re: setting the FY2014 property tax rate or rates)

November 18

Public Hearing ("Classification Hearing"), proposed property tax rates
for FY2014 (based on FY2014 appropriations voted at April 2013
Town Meeting)

November 21

Finance Committee votes Budget Guidelines and issues by
November 30 to Selectmen and School Committees

December 7
(Sat)

Selectmen/Committees Coordination Meeting; planning session for
2014 Annual Town Meeting

December 9

Warrant opened for 2014 Annual Town Meeting

December 13

Preliminary FY2015 Operating Budget recommendations and final
recommendations for FY2015-19 CIP compiled by Budget Review
Team for Town Manager’s review and decisions
Continued on next page
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2014
January 6

Warrant for Town Meeting closes at 4:00 PM

January 6

Preliminary draft of Town Manager’s expenditure/appropriation
recommendations for FY2015 Operating Budget submitted to Board of
Selectmen

February 3

90 days prior to the Annual Town Meeting, the Town Manager's Proposed
Budget for FY2015 (General Fund operations and proposed
appropriations) is published and submitted to Selectmen. (Also, no later
than this date, the Superintendent of Schools submits budgets for
Concord Public Schools and Concord-Carlisle Regional High School to the
respective School Committees.) Through February, these committees and
Finance Committee conduct review.

February 7

Proposed budgets for FY2015 operations of Enterprise Funds are due
from Enterprise Departments

February 13

Public Hearings advertised (for FY2015 General Fund operations)

February 14

Legal deadline for mailing of Town Meeting Warrant to residents (at least
10 days prior to Public Hearing)

February 24

Finance Committee’s Public Hearing on Town Manager’s General Fund
operating and capital budget proposals for FY2015 and other non-school
and non-CPA financial articles on the Town Meeting Warrant

February 26

Finance Committee’s Public Hearing on Education budget proposals for
FY2015 (Concord Public Schools, Concord-Carlisle Regional High School,
and Minuteman Career and Technical High School) and Community
Preservation Act article

March 7

Town Manager's Proposed Budget for FY2015 Enterprise Operations
published (10 days prior to Public Hearing)

March 17

Public Hearing on Enterprise Fund budgets and articles

March 27

Finance Committee completes its recommendations for Town Meeting

April 11

Finance Committee Report to printer

April 24

Finance Committee Report mailed to residents (at least 10 days prior to
Town Meeting)

May 4

Town Meeting - consideration of budget; enactment of appropriations (first
session)
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A GLOSSARY OF TERMS COMMONLY USED IN
MUNICIPAL FINANCE

Abatement: A complete or partial cancellation of a levy imposed by a governmental unit;
applicable to tax levies and special assessments.
Accrual Basis: In the context of accounting, practice in which expenses and income are
accounted for as they are earned or incurred, whether or not they have been received or paid.
Appropriation: An authorization granted by a legislative body to make expenditures and
to incur obligations for specific purposes. An appropriation is usually limited in amount and the
time when it may be expended. Only a vote of Town Meeting or the School Committee can
authorize money appropriated for one purpose to be used for another. Any amount which is
appropriated may be encumbered. Any part of the general appropriation not spent or encumbered
by June 30 automatically reverts to surplus. A specific or particular appropriation is carried forward
from year to year until spent for the designated purpose or transferred by Town Meeting vote to
another account.
Assessed Valuation: The value placed upon a particular property by the local Board of
Assessors for the purpose of apportioning the Town's tax levy among individual property owners
equitably and in accordance with the legal requirement that property be assessed at "full and fair
cash value," certified periodically by the Commonwealth's Commissioner of Revenue (no less
frequently than once every three years).
Audit: Work done by accountants in examining financial reports, reviewing compliance
with applicable laws and regulations, reviewing efficiency and economy of operations, and
reviewing effectiveness in achieving program results. A basic audit examines only the financial
reports and legal compliance. An outside Certified Public Accountant (CPA) audit is directed
primarily toward the expression of an opinion as to the fairness of the financial statements and
submission of a management letter. An auditor must be independent of the executive branch of
government. A state auditor, private CPA, or public accountant, or elected auditor meets this test.
Balance Sheet: A statement which discloses the assets, liabilities, reserves, and equities
of a fund or government unit at a specified date.
Balanced Budget: A plan of financial operation in which the estimate of proposed
expenditures for a given period is less than or equal to the proposed means of financing these
expenditures (from various sources of funds or revenues).
Budget: A plan of financial operation embodying an estimate of proposed expenditures for
a given period (usually a 12-month period referred to as the Fiscal Year, or FY) and the proposed
means of financing them. A budget may be preliminary (the financial plan presented to the Town
Meeting) or final (the plan approved by that body).
Capital Budget: A plan of proposed capital outlays, and the means of financing them for
the current fiscal period. It is usually a part of the current budget but may also be a multi-year plan.
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Capital Improvement: A major, non-recurring expenditure involving one of the following:
a. Real Property - Includes the purchase or lease of land, existing buildings and
appurtenant structures, and fixtures attached to land and buildings.
b. Equipment - Includes the replacement or addition of major items of equipment with a life
expectancy of at least two years and a cost of at least $5,000. Similar items can be bundled
together.
c. Projects - Include activities such as the following:
1. Construction of new buildings or facilities (including architectural, engineering, and
related fees).
2. Improvements or major repairs (costing $5,000 or more) of existing buildings or
facilities, aside from routine maintenance.
3. Studies or other activities (costing $5,000 or more) that either relate to future “brick
and mortar” projects, or are a part of a multi-year program of infrastructure
improvements.
4. An annual sum available for routine building improvements, renovations, or repairs.
Cherry Sheet: An annual statement received from the Massachusetts Department of
Revenue (DOR) detailing estimated receipts for the next fiscal year from the various state aid
accounts, and estimated state and county government charges payable by the Town, and included
by the local Assessors in setting the tax rate. The actual receipts and charges may vary from the
estimates.
Classification: The division of property valuations by type of property. There are five
classes: Residential, Open Space, Commercial, Industrial, and Personal. The Selectmen may set
as many as three different tax rates (within limits set forth in state law): for residences, for business
and personal, and for open space.
Debt Service: Payment of interest and principal related to long term debt.
Depreciation: A non-cash expense (also known as non-cash charge) that provides a
source of available funds. Amount allocated during the period to amortize the cost of acquiring
long-term assets over the useful life of the assets. This is an accounting expense not a real
expense that demands cash.
Encumbrance: Obligations such as purchase orders, contracts, or salary commitments
that are chargeable to an appropriation, and for which a part of the appropriation is reserved.
Enterprise Fund: A fiscal entity with a self-balancing set of accounts that is utilized to
account for a governmental service when it is the intent to recover the total cost of service,
including depreciation, primarily through user charges imposed on the consumers of the service.
Examples in Concord include: electricity provided by the Concord Municipal Light Plant, and Water
and Sewer services provided by the Department of Public Works.
Equalized Valuation (EQV): The value of all property as determined by the Commissioner
of Revenue biennially, using a standard of "full and fair value"; also referred to as EQV.
Expenditure: The spending of money by the Town for the programs or projects within the
approved budget.
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Fiscal Year (FY): A 12-month period, commencing July 1 and ending June 30, to which the
annual budget applies, and at the end of which a governmental unit determines its financial
position and the results of its operations. The number of the fiscal year is that of the calendar year
in which it ends; FY2006 is the fiscal year which ends June 30, 2006.
Free Cash: Free cash refers to the amount of Fund Balance that is available for
appropriation. It is certified each July 1 by the state. Because of the stringent way that the state
makes these calculations, Free Cash more closely represents Cash (actual dollars held) than does
Fund Balance, which includes a variety of receivables (i.e., cash due).
Fund: An accounting entity with a self-balancing set of accounts that are segregated for
the purpose of carrying on specific activities or attaining certain objectives in accordance with
specific regulations, restrictions, or limitations.
Fund Balance: The amount by which cash, accounts receivable, and other assets exceed
liabilities and restricted reserves. It is akin to the stockholders equity account on a corporate
balance sheet. It is not, however, available for appropriation in full because a portion of the assets
listed as "accounts receivable" may be taxes receivable and uncollected (see Free Cash).
General Fund: The fund into which the general (non-earmarked) revenues of the Town
are deposited, and from which money is appropriated to pay expenses.
General Obligation Bonds: Bonds issued by the Town that are backed by the full faith
and credit of its taxing authority.
Governmental Funds: Funds used to organize and separate the finances of various Town
activities and objectives. Governmental Fund categories include: the General Fund; Enterprise
Funds; Special Revenue Funds; and the Capital Projects Fund.
Land Fund: A fund established by Town bylaw in FY1986 to which may be added an
annual appropriation, gifts, and grants. The use of the fund is restricted to the acquisition of land,
debt service on designated land purchases, and related costs, such as legal and appraisal fees.
Overlay: The amount raised from the property tax levy in excess of appropriations and
other charges. It cannot exceed 5 percent of the levy, and is used to cover abatements and
exemptions granted locally or on appeal.
Overlay Surplus: The unused portions of overlay accounts from previous years; at the
end of each fiscal year, this amount is computed from information provided by the Board of
Assessors. Any sum so designated is transferred to, and becomes part of, the General Fund
undesignated fund balance.
Override: A vote to increase the amount of property tax revenue that may be raised over
the levy limit set by Proposition 2½.
Personal Services: The cost of salaries, wages, and related employment benefits.
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Property Tax Levy: The amount produced by multiplying the assessed valuation of property by
the tax rate. The tax rate is expressed per thousand dollars of assessed valuation. For example:
House Value:
Tax Rate:
Levy Calculation:
Result, Property Tax Levy:

$500,000
$9.83 (which means $9.83 per thousand $$ of valuation)
$9.83 multiplied by $500,000 divided by $1,000.
$4,915

Proposition 2½ (see below): A tax limitation measure passed by Massachusetts voters in
1980 that limits the growth of the total property tax levy to 2.5% per year. New construction values
are added to this limit. Two provisions of Prop 2½, so-called, allow the Town to raise taxes above
this tax levy limit, upon approval by a Town-wide vote: an operating override or a debt exclusion.
Purchased Services: The cost of services that are provided by a vendor.
Reserve Fund: A fund appropriated each year that may be used only by vote of the
Finance Committee for "extraordinary or unforeseen expenditures."
Revolving Fund: Those funds that may be used without appropriation, and that are
established for special uses. Fees (such as for recreation) may be paid into a revolving fund.
Revolving funds are established directly by state law or by Town bylaw consistent with state law.
Tax Levy: Total amount of dollars assessed in property taxes by the Town each fiscal
year.
Warrant: A list of items to be voted upon at Town Meeting.

Terms Associated with Proposition 2½
Excess Levy Capacity: The difference between the Town's maximum annual tax levy limit
as established by Proposition 2½, and its actual tax levy for the current year. It is additional tax
levy that a town could raise without asking voters for an override or debt exclusion.
Growth Revenue: The amount of property tax revenue that the Town can add to its
allowable tax levy as a result of new construction, alterations, subdivision, or change of use of a
parcel.
Primary Levy Limit, or Absolute Limit: 2.5 percent of certified full and fair cash value of
taxable property.
Secondary Levy Limit, or Annual Levy Limit: Prior levy limit plus 2.5 percent (base) plus
growth revenue.
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