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TOWN OF HOLDEN FY 2012 BUDGET

BUDGET SUMMARY

Actual Actual Actual Budget Estimate Manager
FY 2008 FY 2009 FY 2010 FY 2011 FY 2011 FY 2012

General Government 3,407,716 3,892,965 4,260,112 4,382,482 4,241,329 4,749,312
Public Safety 3,221,588 3,296,886 3,924,371 4,446,574 4,477,787 4,469,380
Public Works 2,648,992 2,380,006 2,432,052 2,606,620 2,660,783 2,236,661
Human Services 200,897 282,072 251,751 267,313 270,633 296,775
Culture 693,917 718,254 722,746 748,780 760,581 723,117

TOTAL DEBT 3,618,806 3,624,089 3,712,323 3,790,569 3,780,569 4,016,137
TOTAL EDUCATION 20,546,735 20,514,835 20,397,444 20,858,164 20,632,922 21,303,102

OTHER FUNDS

Water/Sewer Enterprise Fund 4,558,428 4,411,413 4,803,760 5,128,073 5,087,038 5,593,094
Water/Sewer Stabilization Fund - - 25,000 80,000 80,000 30,000
DPW Depreciation Fund 130,000 20,000 406,192 218,192 218,192 19,192
Recreation Revolving Fund 304,074 258,709 375,461 322,589 344,642 471,076
After School Revolving Fund 239,398 259,006 256,990 295,814 284,210 299,074
Cable Revolving Fund 182,509 192,822 178,783 201,549 201,389 260,054
Solid Waste Enterprise Fund 026,926 937,979 959,668 1,088,723 1,063,594 1,164,807
Inspection Revolving Fund 201,317 212,367 203,893 207,037 199,227 214,271
Fire Vehicle Stabilization Fund - 450,000 50,000 90,000 90,000 134,800

6743206 7,631,977 7,548,292 8,186,466

TOTAL OTHER FUNDS.
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TOWN OF HOLDEN FY 2012 BUDGET

TOWN MODERATOR

The Town Moderator presides over and regulates all proceedings at the Town Meetings. The Moderator performs
many duties in order to conduct an orderly meeting. A few of the duties include casting the deciding vote in the event of
a tie, removal of a disorderly person, encouraging questions about the issue at hand, permitting a person to address
the forum and making public the final vote on an issue.

Moderator Page 5



FY 2012 BUDGET

TOWN OF HOLDEN
DEPARTMENT FUNCTION FUNCTION CODE
Moderator Moderator 01-114
DEPARTMENT HEAD PREPARED BY
George Balko, Il
NOTES
Actual Actual Actual Budget Eslimate Object Manager
FY 2008 FY 2009 FY 2010 FY 2011 FY 2011 Description FY 2012
100 100 100 100 100 5120 Moderator 100
100 100 100 100 100 *Total Salary & Wages* 100
100 ‘# Personnel PT. i
0 0 0 15 i5 5731  Association Dues 16
0 0 0 50 50 5733 Expense of Meetings 50
) 0 0 65 65 *Total Expense* 65
100 100 100 165 165 *Total Budget* 165

Moderator
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TOWN OF HOLDEN FY 2012 BUDGET

FINANCE COMMITTEE

The Finance Committee is appointed by the Town Moderator as an advisor to Town Meeting, and is mandated by town By-
Laws to conduct thorough reviews of municipal financial issues on behalf of the community. The FinCom is primarily responsible for
considering matters related to the appropriation, borrowing and expenditure of money, but may make recommendations to the Town
or to any Town boatd, official, or committee relative to other municipal matters.

Average number of meetings per year 25
FY 09 FY 10 FY 11 FY 12 est.
Meetings Held 25 26 19 25

The Finance Commitiee belongs to the Massachusetts Association of Town Finance Committees which provides members
with a Massachusetts Finance Commitiee Handbook, a monthly informational newsletter on current crises and events, and a
resource person in the Executive Secretary. Members attend informational meetings and conferences.

The Reserve Fund provides for extraordinary or unforeseen expenditures. A town may appropriate a sum not exceeding 5%
of the tax levy of the current fiscal year. Money is transferred out by the Finance Committee where it feels a requested transfer is
one which a special town meeting, if called, would approve, thereby saving the delay and expense of a special town meeting.
Unexpended amounts are closed out at the end of the fiscal year to free cash.
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TOWN OF HOLDEN FY 2012 BUDGET
DEPARTMENT FUNCTION FUNCTION CODE
Finance Committee Finance Committee 01-131
DEPARTMENT HEAD PREPARED BY
James Dunn, Chairman James Dunn
NOTES
Actual Actual Actual Budget Estimate Object Manager
FY 2008 FY 2009 FY 2010 FY 2011 FY 2011 Description FY 2012
0 0 0 0 0 Clerical 0
0 0 0 0 0 *Total Salary & Wages* 0
0 :'_-#_'Pg'rébr'_ingi';i%n
0 # Personnel P/T
50 0 0 50 B0 5343 Postage 50
141 150 140 150 150 5421  Office Supplies 150
226 231 231 240 231 5731  Association Dues 235
968 868 1,320 1,200 1,200 5733  Expense of Meetings 1,500
60,000 125,000 360,000 100,000 100,000 5781 Reserve Fund 100,000
61,385 126,249 361,691 101,640 101,631 *Total Expense* 101,935
61,385 126,249 361,691 101,640 101,631 *Total Budget* 101,935

Finance Committee
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TOWN OF HOLDEN FY 2012 BUDGET

BOARD OF SELECTMEN

The Board of Selectmen is the legislative and policy making body of the Town composed of five members elected to three
year terms. The Chairman of the Board is selected by the Board from among its members.

The responsibilities of the Board of Selectmen include: setting fees, issuing licenses and permits, adopting rules and
regulations necessary for governing the Town; appointing a Town Manager and citizens to various boards and commissions;
reviewing and adopting the annual budget; representing the Town at official Town functions and with other related organizations.

Activity FY 2009 FY 2010 FY 2011 FY 2012 (EST)
Selectmen Regular Meetings 25 25 25 25
Selectmen Special/ Budget Meetings 20 20 20 20

Once a year the Board of Selectmen provides a breakfast and/or cook out to honor employees during Employee Appreciation
Week.

The Board's budget provides monies to support a parade on Memotial Day.

Board of Selectmen Page 9




TOWN OF HOLDEN

DEPARTMENT FUNCTION FUNCTION CODE
Board of Selectmen Board of Selectmen 01-122
DEPARTMENT HEAD PREPARED BY
David J. White
NOTES
Actual Actual Actual Budget Estimate Object Manager
FY 2008 FY 2009 FY 2010 FY 2011 FY 2011 Description FY 2012
5,150 5,150 5,150 5,150 5,150 5120  Selectmen Salary 5,150
1,979 1,617 1,824 2,350 2300 5122  Selectmen Cleiical 2,350
7,129 6,767 6,974 7,500 7,450 *Total Salary & Wages* 7,500
TUNE.00 T IR0 ol Personnel PIT e
207 369 270 400 400 5301 Advertising 400
183 445 210 300 300 5343 Postage 300
949 238 347 950 950 5421 Office Supplies 950
1,000 1,000 1,000 1,000 1,000 5710  Car Allowance 1,000
2,698 2,726 2,726 2,800 2,726 5731 Association Dues 2,800
3,073 3,075 3,877 3,500 3,500 5733 Expense of Meetings 3,500
1,001 1,378 852 1,200 1,200 5780  Employee Appreciation 1,200
5,000 4,332 5,000 5,000 5000 5792 Memorial Day Parade 5,000
1,847 0 0 0 0 5793 International Diplomacy 0
0 0 11,670 0 Q0 5781 Reserve Fund 0
15,958 13,563 25,952 15,150 15,076 *Total Expenses* 15,150
23,087 20,330 32,926 22,650 22,526 *Total Budget* 22,650

Board of Selectmen
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TOWN OF HOLDEN FY 2012 BUDGET

TOWN MANAGER

The Town Manager serves as Holden's chief executive officer and has responsibility for direction of all management
functions and supervision of departments. The Town Manager deals with all aspects of Town government.

The Manager and her office staff provide significant administrative support to the Board of Selectmen in the areas of agenda
preparation, providing research and background information and in town meeting preparation. An important portion of that support is
in the area of providing follow-up research and resolution of items brought up by the Board of Selectmen at their meetings. Printing
of the Board of Selectmen’s Annual Town Report is included in this budget.

The Town Manager is responsible for the annual budget preparation, presentation, and the administrative oversight of its
implementation. Preparation is initiated in late November with request for submissions by departments and agencies. After
intensive review, the budget is presented by February 15" of each year. The budget review process involving the Board of Select-
men and Finance Committee begins in March and concludes at the annual town meeting on the third Monday in May.

The Town Manager's office manages all property, casualty, liability, workers compensation and injured on duty claims. The
goal of risk management is the assurance of proper coverage for the Town and increasing awareness of loss control practices by all
departments. We are presently in the MIIA Workers’ Compensation Pool and MIIA Property and Casualty Group.

Activity FY 2008 FY 2009 FY 2009 FY 2010 | FY 2011 FY 2012
Claims Processed December Ice (EST)
Storm Claims
Auto 4 6 14 7 7 6
Property/General Liability 1 1 2 1 0 1

The Assistant Town Manager is responsible for the purchasing function coordinating the formulation, distribution and award
of formal bids generated by various departments. Compliance with the public bidding laws is monitored. Joint bids with other towns
are coordinated and encouraged for additional savings. Approximately 500 purchase orders are processed and files of purchasing
catalogs are made available to departments. During FY 2011 the Assistant Town Manager attended the required courses and is
now a certified Massachusetts Certified Public Purchasing Officer (MCPPO) by the State Office of the Inspector General. Every city
and town is required to have a MCPPO. The Town Manager will be attending these courses during FY 12 to become cettified.

Town Manager Page 11




TOWN OF HOLDEN FY 2012 BUDGET

TOWN MANAGER

Activity FY 2008 FY 2008 FY 2010 FY 2011 FY 2012 (EST)
Bids 12 12 14 12 12
Purchase Orders 950 800 422 500 500

Along with general administrative support, this budget includes support services for various Town Boards and organizations:
$200 for Infrastructure Investment Fund Board and $600 for the Town's contribution towards Holden Days.

The Town Manager’s office has always administered the Personnel function. In FY 2012 this is recognized by merging the
two functions together. The Assistant Town Manager’s position has been revised to include responsibility for the Personnel function.
The position will also be responsible for collective bargaining and related union issues.

The Personnel Department prepares job notices and advertisements. n fiscal year 2009, 10 job notices were generated
which included new positions, full time and part time, promotional notices, and open notices for vacancies which occurred during the
year. The U.S. Department of Homeland Security requires the employer to complete and keep on file an Employment Eligibility
Verification (Form 1-9) for new employees hired after November 1986. The Personnel Department fulfills this requirement. In
addition, the Equal Employment Opportunity Commission requires a State and Local Government Information Report (EEQ-4) be
filed which includes employment data for all full-time, part-time and newly hired employees.

Activity FY 2008 FY 2009 FY 2010 FY 2011 FY 2012 (EST)
Vacancy Notices Posted 12 10 16 10 8
Unemployment Claims 1 6 1 1 1
Workers Comp Claims/IOD 6 10 8 10 8
Retirements 5 2 2 5 2

Town Manager Page 12



TOWN OF HOLDEN FY 2012 BUDGET

TOWN MANAGER

The Personnel Department processes 1400 Request for Leave forms and another 300 Personnel Action forms relating to
salary increases, promotions, new hires, probationary period, etc. All forms are reviewed for correctness and then entered into the
Town’s computer system. In January of each year, employees are notified of their accumulated sick leave, vacation leave and
personal leave.

The Personnel Department provides services to many departments, includes monies for training and physicals for new
employees, and prepares the annual Employee Recognition ceremony. :

All employers with one or more employees whose job duties require a commercial driver's license (“CDL”") are required to
have an Alcohol and Drug Testing Paolicy in place to comply with the rules of the U.S. Department of Transportation. This cost for
employee random alcohol and drug tests is funded in this budget.

The wage adjustment line in the Personnel budget provides the funding necessary to adjust town employees’ salaries
consistent with negotiated collective bargaining agreements. When settlements are known, these funds are placed directly in
individual department budgets. Also included is funding for the management incentive plan. Collective bargaining agreements
which have not been settled for RY 2012 include the firefighters and light department unions. Additional funds have been set aside
for non-union employee cost-of-living adjustments. All other Agreements expire on June 30, 2018.

The Personnel function includes support for all collective bargaining functions and all union relationships. This would include
participation in all collective bargaining sessions with Labor Counsel, negotiation and resolution of union grievances and arbitrations,
interpretation and enforcement of collective bargaining contracts.

There is an increasing amount of State and Federal laws which require our compliance. This office insures compliances in
such areas as Family Medical Leave Act, Fair Labor Standards Act, H.L.L.P.A., Workers’ Compensation and Unemployment
Compensation to name a few.

In FY 2011 an amount of $5,200 was appropriated for part time clerical support in the event that Boards and Commissions
needed additional clerical support to comply with recently enacted changes in the Open Meeting Law. This amount is continued into
FY 2012.

fn FY 2011 a sum of money was allocated to pay for any accrued vacation, sick, and other costs for employees who leave
the town’s employ. Budgets which have not appropriated for these unexpected costs and cannot absorb them can avail themselves
of these funds. This funding is continued into FY 2012.
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TOWN OF HOLDEN

FY 2012 BUDGET

Nancy T. Galkowski

Nancy T. Galkowski

DEPARTMENT FUNCTION FUNCTION CODE
Town Manager Town Manager 01-123
DEPARTMENT HEAD PREPARED BY

NOTES

Actual Actual Actual Budget Estimate APPROPRIATION Manager

FY 2008 FY 2009 FY 2010 FY 2011 FY 2011 SUMMARY FY 2012
215,811 308,057 283,131 354,628 330,949 Salary & Wages 493,564
31,219 32,337 25,012 41,600 41,100 Operating Expense 35,900
247,030 340,394 308,143 396,228 372,049 Total Budget 529,464
2,000 2,000 2,000 2,000 2,000 HMLD Charge 22,000
247,030 340,394 308,143 396,228 372,049 General Fund Appropriation 507,464

Town Manager
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TOWN OF HOLDEN

Actual Actual Actual Budget Estimate Object Manager
FY 2008 FY 2009 FY 2010 FY 2011 FY 2011 Description FY 2012
57,452 60,037 91,424 132,000 132,000 5110 Town Manager 135,300
54,879 56,252 56,902 57,944 57,944 5111 Administrative Asst. TM/Personnel 58,524
31,153 32,945 34,207 34,856 21,177 5112 Clerical TM/Personnel 22,404
59,827 61,323 61,211 63,168 63,168 5113 Asst. Town Manager/Personnel Dir 80,578
0 0 0 5,200 200 5119 Senior Clerk PT 5,200
0 0 0 5,000 0 51256 Intern 0
0 0 1,625 3,960 3,960 5143  Town Manager Deferred Comp 4,060
0 0 26,542 0 0 Reserve Fund Separation Agreement o
12,500 17,500 7,700 17,500 17,500 Incentive Plan 17,500
0 80,000 3,500 0 0 5150 Wage Adjustment 125,000
0 0 35,000 35,000 5152  Acorued Time Buy Out 35,000
308,057 283,131 354,628 330,949 *Total Salary & Wag_;es* 493,564

0. L4000 T 40080007 1H8.00 i Personnel /T = 3,01

0,000,000 00 1000 T Personnel AT 0
99 575 200 200 5242 Equipment Maintenance 200
2,641 945 3,300 3,300 5301 Advertising 3,300
0 0 200 200 5304 Physicals 200
1,275 1,330 1,600 1,600 5308 Drug/Alcohol Testing 1,600
485 505 550 550 5308 Holden Days 550
1,223 1,728 1,200 1,200 5340  Cell Phone Expense 1,200
809 1,293 1,400 1,400 5343 Postage 1,400
3,490 1,156 0 0 5410  Petro 1]
2,932 2,971 4,300 4,300 5421 Office Supplies 4,300
3,682 3,911 4,500 4,500 5422 Printing 4,500
234 289 0 0 5480  Vehicle Maintenance o
932 2,000 5,700 5,700 5510  Training 5,700
4,979 0 0 0 56%1 Regionalism/MORE 0
0 2,000 4,800 4,800 5710 Car Allowance 4,800
0 0 8t 750 780 5711 Mileage 750
2,615 o 2,220 2,500 2,500 5720 Out of State Travel 2,500
1,356 2,172 1,395 2,200 2,200 5731 Association Dues 2,200
234 37 219 400 200 5732  Subscriptions 200
2,189 2,147 2,394 2,500 2,500 5733 Expense of Meelings 2,500
0 5,200 0 5,500 5200 5735  NEGFOA Benchmark 0
31,219 32,337 25,012 41,600 41,100 *Total Expenses* 35,900
247,030 340,394 308,143 396,228 372,049 *Total Budget* 529,464

Town Manager

FY 2012 BUDGET
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TOWN OF HOLDEN FY 2012 BUDGET

INFORMATION TECHNOLOGY

The information Technology Department is responsible for all information systems within the Town. The FY 2012 budget is
requesting the addition of one full time position. The position will provide leadership and direction to the information technology
functions within the Town. Current personnel will be re-tasked to allow for more involvement in G.I.S. systems development,
internal and external communications via the internet and the new phone system.

The administrative aspect of the IT Department which involves considerable time and research on the part of IT staff to keep
department systems running effectively and efficiently. Security and protection of both privacy and data has become increasingly
important, and this is going to be more strongly emphasized going forward.

Involvement ranges from computer software and peripheral purchasing to budget preparation, end user training, and policies
and procedures. The IT staff oversees the smooth operation, maintenance, and updates to the entire Town IT infrastructure
including billing/collections, payroll, and all other Town IT functions. Recent upgrades at the Public Safety Building have increased
the amount of IT support necessary in this building.

The IT staff oversees contracts with outside vendors for both hardware and software and support, purchases town-wide
information technology equipment, acts as in-house consultant on IT issues and programs, coordinates purchase orders, handles
invoices, etc., for all technology-related purchases.

All [T training programs, seminars, workshops, and conferences for all Town of Holden employees is included in this budget.
Also included is professional development for IT staff, which is absolutely essential to keep current with changing technology. End
user training is the best way to ensure maximum staff efficiency, and reduces the need for both internal and external support. Also
included is specialized training (MUNIS, GIS, etc.) as necessary.

The Internet has become an essential part of all town operations and an ever increasing vital part of the Town’s
communication with citizens. Included are various costs associated with connections to the Internet such as hardware, software,
and maintenance support contracts and fees. We rely on the Internet for our email communications, online banking, online parcel
database, our own Web site, and to connect with other agencies such as the Department of Revenue, insurance companies, banks,
vendors, and contractors,

Information Technology's end users are Town employees. This includes all desktop PC’s, servers, printers, projectors,
associated consumables and supplies, and any other peripherals necessary to keep us running to perform daily operations.
Service contracts for MUNIS, VISION, and other necessary databases and license fees are included in this budget. Also included
are all other network hardware or repairs.

Information Technology Page 16



TOWN OF HOLDEN FY 2012 BUDGET

INFORMATION TECHNOLOGY

SPECIAL PROJECTS

Continuity of Operations: This covers the time involved to put together a Continuity of Operations Plan (COOP), which will
encompass the Emergency Management Plan and the Disaster Recovery Plan. The COOP is a plan to enable the town to
resume operations in an emergency situation. It includes everything from personnel, to service contracts, to work flow, and any
contingencies.

GIS: The IT Department is coordinating town-wide Geographic Information Systems servers, contracts, purchases, hardware,
and software. The hosting of our GIS data on the Internet for employees and the public falls under this project.

Telephone/Communications: The IT Depariment will coordinate the impiementation of a new telephone communications
system for all Town buildings. The system has been developed in conjunction with the Public Safety Facility project to
complement the communications system at the new Facility and take advantage of existing technologies such as the Town’s
fiber optic network. The Town should see significant reductions in the cost of telephone service throughout the departments.

Information Technology Page 17



TOWN OF HOLDEN

FY 2012 BUDGET

DEPARTMENT
Town Manager

FUNCTION
inforration Technology

DEPARTMENT HEAD
Nancy T. Galkowski

PREPARED BY
Jacquelyn M. Kelly

NOTES

Actual Actual Actual Budget Estimate APPROPRIATION Manager
FY 2608 FY 2009 FY 2010 FY 2011 FY 2011 SUMMARY FY 2012
102,250 119,925 124,292 128,438 126,444 Salary & Wages 202,548
101,381 105563 111,366 112,295 111,746 Operating Expense 116,345
203,631 225,488 235,658 240,733 238,190 Total Budget 318,893

Charges:
HMLD charge 20,000
Water Sewer Enterprise Fund 9,000
Inspections 15,000
203,631 225,488 235,658 240,733 238,190 General Fund Appropriation 274,893

Information Technology
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TOWN OF HOLDEN

FY 2012 BUDGET

Actual Actual Actual Budget Estimate Object Manager
FY 2008 FY 2009 FY 2010 FY 2011 FY 2011 Description FY 2012
61,663 65,494 66,238 67,464 67,464 5111 System Administrator 68,140
37,337 51,811 55,444 58,364 58,760 5113 Network Administrator 61,692
3,250 2,620 2,610 2,610 220 5119 System Adm PT 0
0 0 0 0 0 Chief Information Officer 72,716
102,250 119,926 124,292 128,438 126,444 *Total Salary & Wages* 202,548
#PersonnelFlT — =

#Personnel PT =
4,051 0 937 6,000 9,126 5242 Hardware Equip Maint 8,500
48,923 36,591 48,874 49,875 49,800 5243 Software Support 50,5600
t] 0 3,000 0 0 5303 GIS Consulting 0
2,953 444 1,445 2,500 2,600 5311 Software Purchase 3,000
123 150 136 150 50 5343 Postage 75
2,776 2,352 3,852 2,500 500 5421 Office Supplies 1,000
677 1,498 1,499 2,000 1,800 5510 Training/Education 2,000
179 1,150 1,150 1,150 1,150 5710 Car Allowance 1,150
75 o 0 120 120 5731  Association Dues 120
1,173 1,000 95 1,000 1,000 5733 Expense of Meelings 1,000
27,877 31,413 29,985 33,000 33,000 5783 Licensef/internet Access Fees 35,000
12,674 30,965 20,383 14,000 12,500 5784 Hardware Equip Purchase 14,000
101,381 105,563 111,366 112,295 111,746 *Total Expenses* 116,345
203,631 225,488 235,658 240,733 238,190 *Total Budget* 318,893

Information Technology
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TOWN OF HOLDEN FY 2012 BUDGET

ACCOUNTING

The Accounting Department maintains the Town’s financial system. This department operates the general ledger, budget module,
and accounts payable systems. The department analyzes and records all financial transactions and provides local management
personnel with the current financial condition of the community.

GENERAL ACCOUNTING -~ Maintain complete and accurate financial records for all general ledger accounts in accordance
with the Uniform Municipal Accounting Standards Board (UMAS) and the Massachusetts Department of Revenue. The
accounting department records transactions for all town accounts including general government funds, revolving funds, water,
sewer and solid waste enterprise funds, trust funds, and light department funds.

REVENUES - Maintain ledger balances on all revenue accounts by: journal entry of all Treasurer receipts into computer
such as collections for real estate, personal property, motor vehicle excise, light, water/sewer, solid waste, miscellaneous
departmental turn-ins, and all state and federal monies.

PAYROLL - Maintain balances on payroll accounts by appropriation and verify proper authorizations, pay rates and
compliance with Federal, State, and Local payroll policies.

EXPENDITURES - Maintain balances on expenditure accounts by appropriation in accordance with town policies. Compare
actual expenditures to budget appropriations on @ monthly basis. Process purchase orders and verify available funds,
proper approvals and compliance with procurement procedures. Maintain copies of contracts and evidence of procurement
procedures and verify compliance with town policies prior to authorizing payments to vendors. Maintain vendor files
including disbursement histories and accurate addresses and federal tax identification numbers. Review and process
invoices presented for payment.

STATE AND FEDERAL GRANTS - Assist departments with compliance on various grants including reviewing expenditures
for eligibility under grant provisions and assistance with reporting requirements.

FIXED ASSETS — Annually update the listing of town property for purchases and disposals and calculate depreciation.

BUDGETING - Maintain budget profile and assist with revenue estimates. Record and maintain department budgets, warrant
articles, state assessments, appropriations, budget transfers, capital projects and borrowings.

Accounting Page 20




TOWN OF HOLDEN FY 2012 BUDGET

ACCOUNTING

REPORTING — Prepare required financial reports for the State such as an annual Balance Sheet, Schedule A, Free Cash
Certification, and the annual School Financial report. Distribute monthly revenue and expenditure reports to all departments and
produce all necessary trial balances, revenue and expenditure subsidiary ledgers, and general ledger reporis. Prepare balance
sheet and appropriation and expenditure report for the Annual Report. Submit report of revenues collected during fiscai year to
the Assessor for completion of the Recap Sheet. Complete an Annual Provider report for the Departiment of Revenue of all
vendors paid over $5,000. lssue 1099’s to appropriate vendors and file state and federal forms.

AUDIT - Maintain sufficient documentation for all transactions, provide complete and accurate records to CPA firm, and assist
with annual audit. Complete the Management Discussion and Analysis for the Financial Statements. Beginning with Fiscal
2008, the Town was required to obtain a program specific audit, “single audit” as a result of the Federal Funds received from the
Federal Emergency Management Agency (FEMA) and American Recovery and Reinvestment Act. When an entity expends
more than $500,000 of Federal awards in a year, a single audit is required under OMB Circular A-133. The increases in the
audit line item for FY09 through FY12 are a result of this increased Federal funding and will continue as long as Federal Funding
exceeds $500,000.

Performance Measurements:

Accounting

Accounting FY2008 FY2009 FY2010 FY2011 FY2012
Actual Actual Actual Estimate Estimate

General Ledger Accounts 1,400 1,450 2,004 2,010 2,020
Revenue Accounts 215 215 389 395 400
Payroll Accounts 213 213 194 195 195
Expenditure Accounts 500 511 860 865 870
Purchase Orders 950 800 422 500 500
Invoices Processed 13,329 13,214 13,761 15,000 15,000
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TOWN OF HOLDEN

Accounting

FY 2012 BUDGET

DEPARTMENT FUNCTION FUNCTION CODE
Finance Accounting 01-135
DEPARTMENT HEAD PREPARED BY
Nancy T. Galkowski Lori A. Rose
NOTES
Actual Actual Actual Budget Estimate APPROPRIATION Manager
FY 2008 FY 2009 FY 2010 FY 2011 FY 2011 SUMMARY FY 2012
119,267 107,502 107,145 110,653 110,653 Salary & Wages 111,744
21,400 20,666 26,902 28,520 28,480 Operating Expense 29,730
140,657 128,168 134,047 139,173 139,133 Total Budget 141,474
Charges:
HMLD charge 10,000
Recreation 1,300
After School 1,600
Water Sewer Enterprise Fund 5,000
Solid Waste 2,000
140,657 128,168 134,047 139,173 139,133 General Fund Appropriation 121,574
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FY 2012 BUDGET

TOWN OF HOLDEN
Actual Actual Actual Budget Estimate Object Manager
FY 2008 FY 2009 FY 2010 FY 2011 FY 2011 Description FY 2012
81,778 69,086 66,520 71,165 71,165 5111 Town Accountant 71,877
37,479 38,416 40,625 39,488 39,488 5112  Clerical 39,867
119,257 107,502 107,145 110,653 110,653 *Total Salary & Wages* 111,744

. #PersonnelP/T

0,000
219 43 46 250 100
19,500 19,500 25,500 26,000 26,000
81 129 121 100 100
926 924 1,165 1,300 1,300
70 70 70 70 80
604 0 0 800 900
21,400 20,666 26,902 28,520 28,480
140,657 128,168 134,047 139,173 139,133

Accounting

5242
5300
5343
5421
5731
5733

Equipment Maintenance
Audit

Postage

Office Supplies
Association Dues
Training/Education

*Total Expense*
*Total Budget*

100
27,000
150
1,200
80
1,200

29,730
141,474
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TOWN OF HOLDEN FY 2012 BUDGET

TREASURER/COLLECTOR

The Treasurer/Collector’s Office is responsible for the cash management functions for the Town of Holden. This principally
includes the deposit, withdrawal, transfer, investment and borrowing of all Town funds, as well as, monthly cash reconciliation and
collateral reporting; posting and reconciliation of Treasurer's receipts; short- and long-term debt implementation, including annual
disclosure requirements; processing of all departmental receipts; responsibility for Trust Funds and Infrastructure Investment Fund
transfers and investment. In order to retain certification as Treasurer/Collector, attendance at various schools, conferences,
seminars and meetings is required.

The Treasurer/Collector's Office is responsible for the billing and collection of all types of taxes, including real estate,
personal property, motor vehicle excise, farm animal and sewer betterments. Detailed collection records are kept, ieaving an
appropriate audit trail and all receivables are reconciled monthly. The function also includes the annual tax takings, tax title
accounting and collections, and the land court foreclosure program, as well as the preparation of various documents such as
Municipal Lien Ceriificates.

FY 2011 Estimate

Reai Estate Tax & Personal Property tax bills issued: 16,000 Demands for nonpayment: 625
Motor Vehicle Excise tax bills issued: 19,000 Demands for nonpayment: 3,000
Tax Title accounts: 45
Certificates of Municipal Liens 800

In addition, the Treasurer/Collector’s Office is responsible for the collection of utility payments for the Water/Sewer, Light,
and Solid Waste Departments. Approximately 7,500 utility accounts are billed monthly. Monies are collected by mail, at the counter,
through a lockbox, and on receipt from the Municipal Light Department, and are proved on a daily, weekly, monthly and annual
basis. Fund accounting requires the separation of utility receipts totals for reporting to the Accounting Department, as well as
ongoing cash transfers to and from the various utility cash accounts.
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TOWN OF HOLDEN FY 2012 BUDGET

TREASURER/COLLECTOR

The Treasurer/Collector’s Office is also responsible for processing the weekly Accounts Payable warrant after vendor
payments have been approved and issued by the Accounting Department, This function involves the reconciliation and
disbursement of accounts payable checks. Cash flow needs must be considered, and necessary liquidity must be maintained when
investing funds. Oversight of vendor payments for various projects authorized by bond issues must be maintained so that funds may
be transferred timely and appropriately to cover expenditures,

The Treasurer/Collector's Office is also responsible for the processing of biweekly payrolls and the administration of
employee benefits. This function involves the payment of all Town of Holden employees by issuing payroll checks or direct deposits.
The employee benefits inciude life and heaith insurance (retiree billing and reconciliation), flexible spending accounts, disability
insurance, regional retirement, union dues, and tax-deferred compensation. It requires oversight of withholding taxes, which are
remitted to the state and federal governments each pay period and for which detailed records are kept. Quarterly filings are
mandated for state and federal taxes, and W-2 forms are issued annually.
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TOWN OF HOLDEN

FY 2012 BUDGET

DEPARTMENT FUNCTION FUNCTION CODE
Finance Treasury/Collection 01-145
DEPARTMENT HEAD PREPARED BY
Nancy T. Galkowski Sharon A. Lowder
NOTES
Actual Actual Actual Budget Estimate APPROPRIATION Manager
FY 2008 FY 2009 FY 2010 FY 2011 FY 2011 SUMMARY FY 2012
184,940 190,220 198,761 195,955 185,005 Salary & Wages 179,602
54,100 53,384 57,326 70,600 70,600 Operating Expense 60,600
239,040 243,604 256,087 266,555 255,605 Total Budget 240,202
Charges:

40,000 40,000 40,000 40,000 40,000 HMLD charge 19,000
8,750 8,750 8,750 8,750 8,750 Water/Sewer Reimburse 10,750
2,500 2,500 2,500 2,500 2,500 Recreation Reimburse 5,800

¢ 0 0 o 0 After School 7,500
Solid Waste 7,000
187,790 192,354 204,837 215,305 204,355 General Fund Appropriation 190,152

Treasurer/Collector
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TOWN OF HOLDEN

FY 2012 BUDGET

Actual Actual Actual Budget Estimate Object Manager
FY 2008 FY 2009 FY 2010 FY 2011 FY 2011 Description FY 2012
67,401 69,086 69,904 71,165 76,401 5111 Treasurer/Collector 61,043
116,920 120,182 128,015 123,790 107,604 5112 Clerical 117,659
619 952 842 1,000 1,000 5132 Overtime 1,000
184,940 190,220 198,761 195,955 185,005 *Total Salary & Wages* 179,602
""" 400  #Personnel FIT
1,303 1,940 1,670 1,500 1,500 5242 Equipment Maintenance 1,500
3,252 4,891 4,332 4,000 4,000 5301 Tax Title/Advertising 4,000
9,984 6,979 10,000 10,000 10,000 5305 Tax Foreclosure 8,500
17,336 15,955 20,572 18,500 18,500 5343 Postage 19,500
1,656 1,663 2,109 2,000 2,000 5421 Office Supplies 2,000
272 474 152 500 BOG 5422 Payroll Suppfies 500
1,272 43 881 1,500 1,500 5423 Envelopes 1,500
8,911 7,523 3,677 8,000 8,000 5580 Billing Expense 8,000
1,000 1,000 1,500 1,500 1,600 5710 Car Allowance 1,500
510 460 530 600 800 5731 Assaciation Dues 600
1,097 889 503 1,000 1,000 5733 Training/Education 1,000
9,507 11,567 11,500 11,500 11,500 5784 Bank Charges 12,000
0 0 0 10,000 10,000 5891 GASB #45 0
54,100 53,384 57,326 70,600 70,600 *Total Expense* 60,600
239,040 243,604 258,087 266,555 255,605 *Total Budget* 240,202

Treasurer/Collector
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TOWN OF HOLDEN FY 2012 BUDGET

BOARD OF ASSESSORS

The Assessors’ Office is the revenue-generating engine of municipal government. It is the assessors who
generate most of the revenue needed to provide required services to taxpayers. The assessors must annually assess
taxes to cover state, county and local appropriations. The assessors are responsible for complying with Mass. General
Laws and Department of Revenue guidelines in all assessing functions. Real and Personal Property Revaluations
statutorily must be conducted every three years and certified by the Department of Revenue in order to insure that
properties are equitable and fairly assessed. Interim Year Adjustments, which include sales analysis, review of
commercial and industrial market indicators, property inspections, including building permits, a systematic reinspection
program of all parcels and updating tax maps are required to be completed every year in order for the assessors to set
the tax rate.

The assessors’ office is responsible for the issuance of motor vehicle excise bills and the abatement process of
these bills. It also is responsible for in the issuance of Farm, Owner Contractor, Dealer and Repair Plate Excise.

The assessors administer Supplemental Tax Bills on New Construction, special taxation of Forest, Agricultural,
and Recreational Land, Withdrawal Penalties, In-Lieu of Tax Payments, Farm Animal Excise, apportioned sewer
betterments, connection loans, septic liens, water liens, light liens, interest and charges added to taxes.

Informational requests come from property owners and real estate professionals seeking assessment and tax

information, tax maps, assistance with elderly, veteran and blind exemption applications, list of abutters, forest and farm
classification, sewer betterments and pay-off calculations.

Board of Assessors Page 28



TOWN OF HOLDEN

BOARD OF ASSESSORS

FY 2012 BUDGET

. FY2010. |  FY201 i _
| Actual | Estimate @ | Estimate
Real Estate Bills Issued 8,100 8,136 8,734 8,800 8,800
New Growth Levied $45.7 mil $37.5 mil $21.5 mil $19 mil $19 mil
Supplemental Tax Issued $69,813 $39,693 $26,110 $25,000 $25,000
Motor Vehicle Bills Issued 19,152 18,492 19,306 19,300 19,300
Motor Vehicle Abatements 970 882 1,107 1,100 1,100
Motor Vehicle Excise Generated $2.15 mil $1.97 mil $1.95 mil $1.9 mil $1.9 mil
Sewer Betterments 2,196 2,166 2,136 2,099 2,098
Connection Loans 626 616 609 602 602
Citizen Inquiries 3,500 3,500 3,500 3,600 3,600
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TOWN OF HOLDEN

Assessors

FY 2012 BUDGET

DEPARTMENT FUNCTION FUNCTION CODE
Assessors Assessment/Taxation 01-141
DEPARTMENT HEAD PREPARED BY
Beverly Potvin Kenniston Beverly Potvin Kenniston
NOTES
Actual Actuai Actual Budget Estimate APPROPRIATION Manager
FY 2008 FY 2009 FY 2010 FY 2011 FY 2011 SUMMARY FY 2012
187,739 193,956 197,386 204,804 197,472 Saiary & Wages 203,151
19,731 49,899 18,654 22,800 22,800 Operating Expense 22,800
227,604 220,272 Total Budget 225,951

207,470 243,855 216,040
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TOWN OF HOLDEN FY 2012 BUDGET

Actual Actual Actual Budget Estimate Obiject Manager
FY 2008 FY 2009 FY 2010 FY 2011 FY 2011 Description FY 2012
76,702 78,620 79,551 80,985 80,885 5110 Principal Assessor 81,796
66,777 68,458 68,746 70,516 63,984 5112 Clerical 65,677
39,660 42,278 44,489 47,103 47,103 5119 Data Collector 49,478
1,600 1,600 1,600 3,200 2,400 5120 Board of Assessors 3,200
3,000 3,000 3,000 3,000 3,000 5126 Mapper 3,000
187,73 193,956 197,386 204,804 197,472 *Total Salary & Wages* 203,151
00 4000 3000 . 300 :14 Personnel PIT
651 682 354 650 650 5242 Equipment Maintenance 650
1,399 1,388 1,650 1,650 1,650 5343 Postage 1,650
1,522 2,306 2,386 2,500 2,500 5421 Office Supplies 2,500
2,098 4,392 3,800 3,000 3,000 5422 Printing 3,000
2,385 1,997 1,721 3,000 3,000 5510 Personnel Trahing 3,000
4,734 3,300 3,300 3,300 3,300 5710 Car Allowance 3,300
0 1,484 823 3,000 3,000 5711 Mileage Reimbursement 3,000
0 382 0 400 400 5720 Out of State Travel 400
376 376 376 500 b00 5731 Association Dues 500
98 157 159 300 300 5732 Subscriptions 300
442 405 925 1,000 1,000 5784 Deeds/Abstracts 1,000
3,000 32,500 3,000 3,000 3,000 5791 Revaiuation 3,000
3,026 530 160 500 500 5794 Oifice Equipment 500
19,731 49,899 18,654 22,800 22,800 *Total Expense* 22,800
207,470 243,855 216,040 227,604 220,272 *Total Budget* 225,951

Assessors Page 31



TOWN OF HOLDEN FY 2012 BUDGET

LEGAL

The Town Counsel represents the Town in all actions brought by or against it, or any of its officers, boards and
commissions. Town Counsel is the legal advisor to the Board of Selectmen, Town Manager and all Town officers,
boards and commissions. The Town’s Special Counsel for collective bargaining responds to the Town with advice on
labor contract compliance, grievance hearings and is the principal Town representative in contract negotiations.

In FY 2012 we will be negotiating all of our collective bargaining agreements. Although we hope to begin
conducting some of the negotiations in-house, we will still require legal consultation and representation in some
instances. ltis hoped that over the next several years that more labor counsel costs can be brought in-house.

FY 2011 has seen an increase in grievances a