
 

 

 

TOWN OF MILTON 

COUNTY OF SARATOGA 

 

RESOLUTION 47-2022 

JULY 27, 2022 

 

RESOLUTION ADOPTING BUDGET DEVELOPMENT 

PROCEDURES FOR 2023 

 

 
MOVED BY: 

 

SECOND BY: 

 

 

 WHEREAS, the Town Comptroller has drafted and presented a timetable and guidelines that will be 

helpful for Department Heads to prepare their annual budget requests for each year; and  

 

 WHEREAS, the Town Board believes this to be of vital help in the budgeting process;  

 

 NOW, THEREFORE, BE IT RESOLVED, that the Town Board hereby approves the “Budget 

Development Procedures” for 2023, a full copy of which is attached hereto, which said procedure is hereby 

officially adopted as Town policy, subject to amendment from time to time, and shall take effect immediately.  

 

 Now, Therefore Be It Resolved by the Town Board of the Town of Milton: 

 

 Yes No 

Scott Ostrander, Supervisor   

Barbara Kerr   

John Frolish   

Frank Blaisdell   

Ryan Isachsen   

The resolution was duly adopted on July 27, 2022   

 

 

I, Brenda Howe, Town Clerk of the Town of Milton do hereby certify that the attached Resolution is a 

true and accurate copy of the original on file at the office of the Town Clerk of the Town of Milton, 503 Geyser 

Road, Ballston Spa, New York, 12020. 

 

      ___________________________________ 

      Brenda Howe, Town of Milton Town Clerk 

 



Town of Milton 
 

2023 Budget Development Procedures 
 
The following timetable and guidelines will be used in budget preparation unless otherwise modified by 
the Town Board, as applicable. 
 

1. Preparation and Submission of Budget Requests 
 

a. The Budget Officer will send budget worksheets to the heads of each Department no 
later than September 1. 
 

b. Each Department Head shall prepare an annual budget request for the succeeding year 
and submit the request to the Budget Officer on or before the 20th business day in 
September in accordance with Town Law Section 104. 

 
c. In preparing the budget, each Department Head will explain all increases over line items 

from the previous year and be prepared to explain each line item at the request of the 
Budget Officer. In addition, any requests for equipment, personnel or new programs 
must be fully explained. All explanations shall be in writing and shall be filed on the 
same date as the budget request. 

 
d. In the event that a Department Head fails to submit an estimate by September 20th, the 

Budget Officer shall prepare the budget estimate for the Department. 
 

2. Preparation and filing of Tentative Budget 
 

a. The Budget Officer shall review and examine the budget requests. Department Heads 
may be required to provide additional data and information and or answer inquiries 
pertinent to their requests. 
 

b. Upon the completion of examination of budget requests, the Budget Officer shall 
prepare a tentative budget. 

 
c. The Budget Officer shall file the tentative budget with the Town Clerk no later than 

the 30th day of September in accordance with Town Law Section 106. 
 

d. On or before October 5th, the Clerk shall present copies of the tentative budget 
electronically with each member of the Board, the Board appointed Budget 
Committee and post a copy to the Town website in a prominent location easily 
accessible to the public in accordance with Town Law Section 106. Paper copies of the 
tentative budget shall be printed upon request of any Department Head. 

 
3. Contents of Tentative Budget 

 
a. The tentative budget as submitted to the Board shall contain the following: 

 
i. A statement of appropriations recommended as necessary to be appropriated 



for conducting the business of the Town for the ensuing fiscal year. 
Appropriations shall be classified by fund and itemized by object of 
expenditure. 
 

ii. A statement of estimated revenues to be received by the Town during the 
ensuing fiscal year, other than the proceeds of the tax on real estate levied 
for such fiscal year. Revenue estimates shall be classified to show revenue by 
fund and sources of revenue. 

 
iii. A statement of the fund balance for each fund estimated to be on hand at the 

close of the current fiscal year. 
 

iv. A statement of each reserve fund established showing the current 
amount, the  purpose for which the reserve fund was established and the 
amounts, if any, recommended to be spent during the ensuing fiscal year. 

 
b. The tentative budget shall be subdivided into the following: 

 
i. A schedule of recommended appropriations, arranged to show in 

parallel columns the following comparative information: 
 

1. Expenditures for the last completed fiscal year 
 
2. Appropriations for the current fiscal year 

 
3. The Budget Officer’s recommended appropriations for the ensuing 

fiscal year. 
 

ii. A schedule of estimated revenues other than real estate taxes to be levied, 
arranged to show in parallel columns the following comparative 
information: 
 

1. Revenues for the last completed fiscal year 
 
2. Estimated revenues for the current fiscal  

 
3. The Budget Officer’s estimate of revenues for the ensuing fiscal 

year. 
 

iii. A schedule of estimated fund balances and reserve fund balances and the 
amounts thereof to be appropriated  in the ensuing fiscal year's budget. 
 

iv. An outline showing the computation of the amount or amounts to be 
levied on real estate. 

 
v. The tentative budget shall include any other matter which the Board 

may require or which the Budget Officer deems advisable. 
 



4. Review of the Tentative Budget by the Board and Budget Committee 
 

a. As established by resolution #15 of 2021, the Budget Committee appointed by 
the Board has been designated as the committee to review the tentative 
budget submitted to the Board. 
 

b. Upon the filing of the tentative budget with the Clerk, the Budget Committee shall 
review the tentative budget. The Budget Committee must review the tentative 
budget, and if any changes are proposed, shall prepare a report and file the same with 
the Clerk of the Board setting forth any proposed changes, alterations, or revisions in 
the tentative budget. The Budget Committee shall, within ten days after the receipt of 
a copy of the tentative budget, file such report with the Town Clerk. 

 
c. All changes, revisions, or alterations of the tentative budget must be ‘budget neutral’ 

and maintain a balanced budget of offsetting expenses and revenues. 
 

d. Within two (2) business days of its submission, copies of the Budget Committee 
report shall be shared electronically with each member of the Board and posted to 
the Town website in a prominent location easily accessible to the public. Paper 
copies of the report shall be printed upon request of any Department Head. A copy of 
the report shall remain on file in the office of the Clerk and shall be open to public 
inspection during business hours. 
 

5. Budget Workshop 
 

a. After the filing of the report of the Budget Committee, or after the 10-day time limit 
for filing the report, the Board shall schedule a ‘Budget Workshop’ meeting. 
 

b. At the Budget Workshop, the Board may by formal resolution  change, alter or revise 
the tentative budget to create the preliminary budget. 
 

c. All changes, revisions, or alterations of the tentative budget must be ‘budget neutral’ 
and maintain a balanced budget of offsetting expenses and revenues. 

 
d. Within two (2) business days of the passage of the resolution, copies of the 

resolution and preliminary budget shall be shared electronically with each member 
of the Board and posted  to the Town website in a prominent location easily 
accessible to the public.  

 
e. Paper copies of the resolution and preliminary budget shall be printed upon request 

of any department head. A copy of the Board’s resolution and preliminary budget 
shall remain on file in the office of the Clerk and shall be open to public inspection 
during business hours. 

 
6. Public Hearing 

 
a. The Clerk shall publish notice of the Public Hearing pursuant to Town Law 

Section 108 that specifies that at least 5 days must elapse between the date of 



the publication of the preliminary budget and the date specified for the public 
hearing. 
 

i. The public hearing must be conducted on or before the Thursday 
immediately following the general election. The hearing may be 
adjourned from day to day, but not beyond November 15th in accordance 
with Town Law Section 108. 

 
7. Adoption 

 
a. After completion of the public hearing, the Board by resolution, may  further 

change, alter, and revise the preliminary budget. 
 

b. All changes, revisions, or alterations of the preliminary budget must be ‘budget 
neutral’ and maintain a balanced budget of offsetting expenses and revenues. 

 
c. The preliminary budget as changed, altered, and revised shall be finally adopted by 

resolution of the Board no later than November 20th in accordance with Town Law 
Section 109 

 
d. Within two (2) business days of adoption, copies of the budget, shall be shared 

electronically with each member of the Board and posted to the Town website in a 
prominent location easily accessible to the public. Paper copies of  the adopted 
budget shall be printed upon request of any Department Head. A copy of the 
adopted budget shall remain on file in the office of the Clerk and shall be open to 
public inspection during business hours. 

 
e. The adopted budget shall be continuously monitored by each Department Head and 

by the Budget Officer. Adequate  monitoring will allow Department Heads to avoid 
many budget transfers by improved expenditure control, to make necessary transfers 
by improved expenditure control, to make necessary transfers more comprehensive 
and to improve the accuracy of future budgets. 
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