
Find Your Department 

Every department has 
line items listed based 
on the new budget. 
 
If you need to translate 
from FY19, use the 
budget translator sent 
by the Town 
Administrator 
 



Enter Department 

Enter Department # 

Enter Names and Hours 

Each budget line has a tab 

Leave all salaries blank until a 
COLA is determined.. This will be 
entered by the Town 
Administrator. Exceptions -  
union contracts 
 



Don’t reenter #!! 

List employee support items 

Every item must be accounted 
for…general requests like 
“employee support” will be cut 
 



Don’t reenter #!! 

Enter each service  

Services are for goods your 
purchase than are not 
tangible…like payroll services or 
monthly vehicle cleaning. See 
the tab for quanity..monthly 
would be reported as 12 (with 
the monthly cost)…quarterly as 
4…etc… 
 



Don’t reenter #!! 

Enter each supply line  

All supply requests must be 
accounted for by type. Vague 
requests will be disallowed. 
General guidance is $500 for 
boards/committees, $1000 for 
departments (excepting larger 
departments). If you need more, 
ask for it, but it should be 
justified by memo  
 



Don’t reenter #!! 

Intergovernmental and other 

Intergovernmental is for 
departments paying 
departments…like DPW paying 
for details. Other is catch all for 
those items not categorized 
previously  
 


