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Getting familiar with the 
budget document pages.

Putting all the required 
information into your budget 
document (especially if you 
are using your own form).

Submitting your finished 
budget document by the due 
date.



• The LGSB budget document template 
pages with examples.

• Required documents:
• Budget Certif ication
• Budget Resolution
• 10-year History & Analysis
• Mill Levy Determination
• The Tax Schedules

• Requirements to be received by LGSB.

• Submission of the final budget.
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THE BUDGET PROCESS – The Form



DEPARTMENT OF ADMINISTRATION   |    STATE FINANCIAL SERVICES DIVISION/LGSB 4

THE BUDGET PROCESS – Cover Page

Ensure the fiscal year 
is correct 
and your entity name 
is entered
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THE BUDGET PROCESS – Budget Certification
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THE BUDGET PROCESS – Budget Resolution
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THE BUDGET PROCESS – DOR Certified Taxable Valuation

2020 Certified Taxable Valuation Information
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THE BUDGET PROCESS – General Stats & Officials
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THE BUDGET PROCESS – Schedule of Personnel Levels
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THE BUDGET PROCESS – Budget Calendar
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THE BUDGET PROCESS - FORMS
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THE BUDGET PROCESS – Taxable 
Valuation/Mill Levy Ten-Year History & Analysis
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THE BUDGET PROCESS – Levy Calculation Forms
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THE BUDGET PROCESS – Voted Levy’s
https://www.mtcounties.org/resources-data/Fiscal Information for Counties/Calculation Forms/Special Mill Levy Calculation Spreadsheet

https://www.mtcounties.org/resources-data/


A budget message should be inserted after the levy determinations.  
The budget message should be prepared by the chief executive of the 
governmental unit and explain in general terms the fiscal experience of 
the city/town/county during the past year, its present financial status, 
and recommendations regarding fiscal impacts and policies for the 
forthcoming budget year.
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THE BUDGET PROCESS – Budget Message
BUDGET PREPARATION INSTRUCTIONS:
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THE BUDGET PROCESS – Budgets by Fund
You can utilize the cover pages for the funds from the LGSB budget document template.
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THE BUDGET PROCESS – Non-Voted Tax Requirement Schedule
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THE BUDGET PROCESS – Voted/Permissive Levy Requirement Schedule
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THE BUDGET PROCESS – Non-Levied Summary Schedule
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THE BUDGET PROCESS – Taxable Valuation Schedule



Budget Submission

7-6-4003 MCA: a local government shall 
submit a complete copy of the final budget 
together with a statement of tax levies to the 
department of administration by the later of 
October 1 or 60 days after receipt of taxable 
values from the department of revenue

7-6-4004 MCA: local government budgets 
must conform to the fund structure prescribed 
by the department of administration
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BUDGET SUBMISSION TO LGS

A template is available on the LGS website

Submission should be through the LGS portal



Budget Submission – Required Documents

Budget Certification

Approved Budget Resolution

DOR Certified Taxable Value form

Determination of Tax Revenue and Mill Levy 
Limitation form

Applicable worksheets from LGS template as 
outlined in the instructions
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BUDGET SUBMISSION TO LGS

You may submit a report generated from your 
accounting software, but the following will also 
need to be included:

• Statistical pages
• Schedule of personnel levels
• Taxable valuation/mill levy history
• Tax Levy requirement schedules
• Non-levied summary schedules
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ANY COMMENTS, CONCERNS, QUESTIONS?

Phone: 406-444-9101

Email:  LGSPortalRegistration@mt.gov

Website:  http://sfsd.mt.gov/LGSB

LGSB staff is here to help!  

Please call or email if we can be of 
assistance

T

mailto:LGSPortalRegistration@mt.gov
http://sfsd.mt.gov/LGSB
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