VILLAGE OF WINDSOR
BUDGET SCHEDULE, POLICY AND PROCEDURES
2021 Budget
Approved by the Village Board on 5/21/2020

A. Purpose

The Village of Windsor’s Budget Policy establishes guidelines that are designed to maintain a
Village with a strong financial condition while servicing the needs of its residents.

B. Budget Principles

The annual budget process shall be based on principles that enable the Village to provide
services in a cost-effective manner in both good times and in periods of sustained economic
downturn and uncertainty. These principles include:

1. The Village shall publish an annual budget which serves as a communication tool,
demonstrating the Village’s accountability for the sources and uses of public funds.

2. The focus of budget decisions will be on results and outcomes. The Village will
continually monitor its financial condition, performance relative to the adopted budget,
and stakeholder satisfaction with programs and services and make adjustments as needed.

3. The budget shall be designed to promote involvement from citizens, Village Trustees,
staff, and other interested stakeholders. The annual budget shall be provided in its
entirety on the Village’s website, and the Village will annually comply with statutory
requirements for public discussion and deliberation on the budget.

4. The Village budget shall reflect a long-term perspective and incorporate policies and
management strategies to achieve the Village’s long-term goals.

5. The Village budget process shall identify broad organizational goals and link the
departmental spending plans directly to the accomplishment of these goals.

C. Budget Process

The Village of Windsor has adopted the budget system for managing Village finances in
accordance with Wisconsin State Statutes.

The budget process consists of activities that encompass the development, implementation and
evaluation of the budget process, including:
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Strategic Plan - the President, Trustees, Treasurer, Administrator and Department Heads
conduct a strategic planning session. This is designed to establish broad goals that
provide overall direction for the government. These goals serve as a framework for
decision making. The strategic plan shall include the identification of opportunities and
challenges for government services, capital assets, and management.

Five-Year Financial Forecast - the Village shall prepare a five-year financial forecast on
an annual basis. The forecast will combine a forecast of revenues and expenditures into a
five-year model. The purpose of this forecast is to identify major policy issues and
challenges prior to the preparation of the annual budget.

Long Term Capital Improvement Plan - the Village shall prepare a five-year capital
improvement plan and update it annually. The plan will prioritize all anticipated capital
projects and in conjunction with the five-year financial forecast, determine availability of
funding.

Budget Preparation - The Treasurer is responsible for coordinating the overall
preparation and administration of the Village budget. The Department Heads have
primary responsibility for formulating budget proposals that support the priorities and
direction provided by the Village Board. The Treasurer and Administrator will assist the
Department Heads in identifying budget problems, formulating solutions and alternatives,
and implementing any necessary corrective actions.

Balanced Budget - the Village shall adopt a balanced operating budget, which is defined
as a budget where projected revenues are equal to budgeted expenditures within the
current fiscal period. In certain instances, the Village may plan to use reserves to fund an
item outside of the normal scope of operations. The reserve balance must remain in
accordance with the levels established as part of the Village Fund Balance Policy. Capital
projects funds and other projects funded from existing resources (e.g., fund balances) are
excluded from this policy.

Budget Calendar - the Village Board will adopt a Budget, including a budget for all funds
utilized by the Village in accordance with the 2021 budget schedule on the following
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DATE TITLE DESCRIPTION
Tuesday, Strategic Village Board and Management attend Strategic
May 26 Planning & Planning Session to provide general guidelines for
Capital individual departments to follow when compiling their
Improvement budget requests.
Planning
Tuesday, Budget Kickoff | The Treasurer will prepare a budget kickoff packet that
June 2 will include the budget calendar, historical financial
information, departmental budget worksheets and
salary/benefit estimates.
Tuesday, Revenue Treasurer provides Administrator with current year
June 16 Estimates revenue trends and revenue estimates for the budget
year.
Tuesday, Capital Village Board and Management attend planning session
June 23 Improvement on impacts of capital improvement plan.
Plan
Tuesday, Revenue Administrator reviews the revenue amounts with
June 30 Review Department Heads to discuss potential cost savings
measures and overall financial goals.
Tuesday, Department The Department Heads are responsible for the
July 7 Head Budget development of the department budgets. Each
Formation Department Head will meet with the Administrator to
review the Department Head budget.
Thursday, Board Update Administrator provides budget status update to Village
July 16 Board.
Wednesday, Committee Draft budgets for Public Works, Token Creek
August 12 Review Conservancy, Community Development Authority and
(Preliminary) Parks due to Treasurer by August 15"
Thursday, Board Update Administrator provides budget status update to Village
August 20 Board.
Wednesday, Committee Final budgets for Public Works, Token Creek
September 9 Review (Final) | Conservancy, Community Development Authority and
Parks due to Treasurer by September 15%.
Tuesday,
September 22 Budgets presented to the Village Board at first meeting.
Tuesday, Budget Workshops held in order to analyze the entire document.
September 29 Workshops Department Heads present their budgets. Board
Monday, provides input and direction.
October 12
Friday, Public Hearing | The Village will conduct a public hearing on the budget
October 23 Notice November 19. Notice of hearing published at least 15
days prior to the hearing. In paper October 29.
Thursday, Budget The preliminary budget is available for public
October 29 Availability inspection, 15 days before hearing.
Thursday, Budget The Treasurer and Administrator present the final
November 19 Approval budget to the Village Board.

*Items in red and italicized are Village Board meetings.
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7. Budget Monitoring - the Treasurer will maintain a system for monitoring the Village’s
budget performance. Interim financial reports comparing actual experience against
budgeted revenues and expenditures in the current fiscal period shall be reviewed with
the Village Board on a monthly basis. The Treasurer will also provide monthly reports
comparing actual experience against budgeted revenues and expenditures in the current
fiscal period to department heads. The department heads have primary responsibility for
ensuring their departments stay within their annual adopted budget.

8. Budget Adjustments and Amendments - during the course of the year, the Village may
determine that a significant individual purchase or other unplanned event may cause a
budgeted account to exceed the budgeted amount. The Village may adjust the original
budget using one of the following methods:

a. Budget adjustment - this involves a reallocation of existing appropriations and
does not change the Fund’s overall budget. Department heads are authorized to
delete, add to, change or create subclasses within object classes budgeted
previously to the department, subject to the prior approval of the Administrator.

b. Budget amendment - this provides an addition to or reduction of existing budget
authority which results in a change to the fund’s bottom line. This type of change
requires a resolution that amends the original budget and states the sources of
funding for the incremental for the change.

D. Revenue Policies

The Village must be sensitive to the balance between the need for services and the Village’s
ability to raise fees, charges, and taxes to support those services. The Village revenue estimates
are to be conservatively forecasted and include the following principles:

1. Mix of revenues - the Village should strive to maintain a stable and diverse mix of
revenues in order to balance the sources of revenue and protect against short-term
fluctuations in any one revenue source.

2. Charges for services - the Village shall have fees for services that benefit specific users
established in such a manner which fully support all direct and indirect costs associated
with providing the service. Departments that impose fees or service charges should
prepare and periodically update cost-of-service studies for such services.

3. One-time revenues - the Village shall avoid the use of one-time or otherwise intermittent
revenues to support on-going operational costs.

4. Grant Agreements - the Village shall explore the award of various local, State and/or

Federal grants to support one-time capital or non-recurring expenditures. Prior to
application and again prior to acceptance, the Village will review the grant agreement to
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ensure matching requirements are reasonable and attainable, and ensure compliance with
regulatory requirements is possible.

Monitoring changes - the Village will monitor changes in key revenues on, at a
minimum, a quarterly basis, and report on significant changes in collections or emerging
trends.

E. Operating Expenditure Policies

It is important that the Village maintain an adequate and effective cost analysis and containment
program.

1.

Public Stewardship - the Village shall maintain a level of expenditures which will
provide for the public well-being and the safety of the residents of the community.

Current resources - the Village shall strive to pay for current operating expenses from
available operating revenues.

Full cost allocation - the Village budget shall reflect the full cost of providing services
and avoid practices which balance current costs at the expense or detriment of future
years, such as deferring or postponing necessary expenses.

New programs and services - the Village should avoid the implementation of new
programs or services without the identification of a dedicated revenue stream to pay for
them.

Employee Staffing - the Village shall allocate staff and resources necessary to safely,
effectively and efficiently meet the needs of its citizens. Any changes to staffing and
resource levels shall be consistent with the overall goals and priorities of the Village
Board.

F. Capital Assets

The capital assets of the Village and their condition are critical to the quality of services provided
and are therefore an important part of determining whether the needs and priorities of
stakeholders can be met. The Village maintains a five-year capital improvement plan which
serves as an integral part of budget preparation.

1.

Capital replacement - the budget shall provide a systematic approach for the replacement
of Village equipment and infrastructure; which include funding replacement of these
assets over their anticipated useful life. The Village should assess the issues, challenges
and opportunities affecting the provision of capital assets in the future, including
community needs and priorities, the impact of deferred maintenance, funding issues,
changes in technology, and any legal or regulatory changes.
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2. Capital project proposals - the Village should include project cost estimates for the
Capital Budget that are based upon a thorough analysis of the project and are expected to
be as reliable as the level of detail known about the project.

3. Operating cost impact - Proposals shall include all reasonable attainable cost estimates
for operating and maintenance costs necessary for the life cycle of the asset.

4. Budget cost - capital projects will be budgeted at the full estimated cost of completing the
project, or unique phase for larger projects, in the year the project is expected to be
started.

5. Contingencies - the Village shall include a reasonable amount for contingencies for each
project award in the budgeted amount. The amount set aside shall correspond with
industry standards and shall not exceed 10%.

6. Multi-year projects - capital projects that are not expensed during the budget period may
be re-budgeted or carried over to the next fiscal period. Multi-year projects with
unexpended funds will be carried over to the next fiscal period.

7. Capital project funding - a capital project will not be budgeted unless there is a
reasonable expectation that funding is available.

G. Reserves

The Village will maintain adequate reserves in order to reduce the potential need to borrow to
fund operations or abruptly reduce services during periods of economic downturn or other
emergencies. It will also place resources into reserve for long-term capital needs and pension
obligations. To accomplish these goals, the Village has specified specific reserve requirements in
several funds. These detail requirements are incorporated in the Village Fund Balance Policy.

H. Village Policies:
1. Capitalization Policy — Approved 12-19-2019
2. Investment Policy — Approved 4-4-2016
3. Fund Balance Policy — Approved 7-18-2019

6|Page



