
County 

Budget Preparation Checklist 

Important dates: 

Certified values are due from the Montana Department of Revenue on the first Monday in 
August.(MCA, 15-10-202) 

A public hearing much be advertised and held for the presentation of the preliminary budget prior to 
adoption of the final budget.(MCA, 7-6-4024) 

The final budget resolution must be adopted by the later of the first Thursday after the first Tuesday in 
September or within 30 calendar days after receiving certified taxable values. 
(MCA, 7-6-4024) 

The governing body shall fix the tax levy for each taxing jurisdiction within the county by the later of 
the first Thursday after the first Tuesday in September or within 30 calendar days after receiving 
certified taxable values. (MCA, 7-6-4036) 

By the second Monday in September, tax levies are due to the Department of Revenue 
(MCA, 15-10-305) 

A complete copy of the final budget together with a statement of tax levies is due to the Department 
of Administration, Local Government Services, by the later of October 1 or 60 days after receipt of 
taxable values. (MCA, 7-6-4003) 



A formally adopted budget is required by Montana Code Annotated. MCA, 7-6-40 is the 

chapter that covers the Local Government Budget Act. 

When preparing and submitting the final approved budget the following should be followed: 

Estimated revenues and expenditures should be entered into the accounting (budget module) 
software. All funds should be budgeted. 

Levies will be calculated using the mill levy calculation form (can be downloaded from the MACo 
website). There are three types of levies- aggregate mills that are calculated using the mill levy 
calculation form, permissive levies, and voted levies. 

Once the levies are calculated, the tax levy requirements schedule is prepared (pages 53-55 in the 
budget document). 

The budget numbers used to prepare the tax levy requirements schedule should agree to the 
estimated revenues and expenditures entered in the accounting software. 

Prior to the adoption of the final budget by the BOCC, run a budget report by fund from your 
software. Check that every fund has an appropriation. Funds no longer in use, but with cash still 
showing in the fund should include a budget appropriation. 

Compare your tax levy requirements sheets to the budget report to ensure that estimated revenue 
and appropriations agree. 

In your final budget resolution, the amounts included for the final budget being adopted should agree 
to the total appropriations in the accounting software and the total from the tax levy requirements 
schedule. 

Once the final budget is formally adopted, all changes to the budget numbers shall be made only by a 
budget amendment approved by the BOCC, after a public hearing or at a public meeting if a hearing is 
not required. (MCA, 7-6-4006) 



Appropriations may be adjusted according to procedures authorized by the governing body 

(MCA, 7-4-4006) 

Does not require a public hearing: 

▪ Debt service funds for obligations related to debt approved by the governing body

▪ Trust funds for obligations authorized by the governing body

▪ Any fund for federal, state, local or private grants and shared revenue accepted and approved

by the governing body

▪ Any fund for special assessments approved by the governing body

▪ The proceeds from the sale of land

▪ Any fund for gifts or donations

▪ Money borrowed during the fiscal year

Does require a public hearing: 

The governing body may amend the budget during the fiscal year by conducting public hearings 

at regularly scheduled meetings. Budget amendments providing for additional appropriations 

must identify the fund reserves, unanticipated revenue, or previously unbudgeted revenue that 

will fund appropriations. (MCA, 7-6-4006(4) 
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