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• Department of Administration’s 
Role

• Financial Reporting 
Requirements and Timelines

• Mill Levies and Budgets

• Annual Financial Reporting
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Department of Administration’s Role

7-6-611 MCA - Role of Department of Administration 

(1) The Department of Administration shall prescribe for all local governments:
(a)  general methods and details of accounting in accordance with  generally 
accepted accounting principles as provided in 2‐7‐504;
(b)  uniform internal and interim reporting systems as part of         
the uniform reporting systems provided for in 2‐7‐503;
(c)  the form of the annual financial report as provided in 2‐7‐503;
(d)  general methods and details of accounting for the 
annual financial report as provided in 2‐7‐513.

(2)  Local governments shall file with the DOA:
(a)  an annual financial report within 6 months of the fiscal year‐end; and,
(b)  an audit report within 12 months of the end of the audited 
period if revenues exceed $750,000. 

Timelines and Dates to Remember
Assessment subject to 15-10-420 MCA

• The supervisors of the district shall on or before the first Monday in July, provide an estimate in writing of the amount of 
money to be raised by assessment which is needed for the fiscal year. The mill levy determination should be provided to the 
County in August.

Budget – Passed by the County by the later of: 
• The first Thursday in September after first Tuesday or 30 days after receipt of Certified Taxable Value.
• County Clerk & Recorder certifies levies to the Dept of Revenue on the following Monday.

Annual Financial Report and filing fee form: 
• 6 months after end of the fiscal year;  
• June 30 fiscal year-end date is due December 31
• December 31 fiscal year-end date is due June 30

Audits
• Federal (Single) Audits are due to LGS by March 31.
• Non-Federal Audits due to LGS by June 30.

Corrective Action Plans for Audit Findings
• If not submitted with the audit - 30 days after receipt of the audit 
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The Local Government 
Services Bureau website:

http://sfsd.mt.gov/LGSB

• For technical assistance and 
contact information

• Templates:
• Annual Financial Report
• Mill Levy Determination 

Form
• Permissive Medical Levy 

Form
• Special Purpose District 

Budget and Cash 
Reconciliation Template

• Links to Training Webinars

BARS Chart of Accounts

•The BARS Chart of Accounts is the framework of governmental 
accounting systems

• It is the uniform system for Local Governments in Montana.
• Provides information needed for administrative & reporting purposes;
• Offers flexibility to select accounts as entity size and management dictates; and
• Allows for comparisons of financial information.

Funds have 4 digits
Accounts have 6 digits
Objects have 3 digits

• Chart of Accounts & BARS Updates are located on the LGS website
• http://sfsd.mt.gov/LGSB/Accounting-Annual-Financial

 Fund numbers are 4 digits
 Balance sheet, revenue & expenditure/expense accounts are 6 digits
 Object codes to further classify expenditures/expenses are 3 digits 
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Mill Levies

What is a mill?

Mills are 
units

• Used to 
calculate ad 
valorem 
property 
taxes

Mills are 
multiplied

• By the 
certified 
taxable 
valuation to 
generate tax 
revenue

The term 
“mill”

• Is a Latin 
term meaning 
“thousandth”  
(1/1,000)

“Ad Valorem” 
means

• Based on 
Value
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TYPES OF MILL LEVIES  FOR
CONSERVATION DISTRICTS

Non‐Voted Regular& 
Special Assessment

15‐10‐420, MCA and 76‐15‐515 
MCA, and 76‐15‐516(3) MCA

Mills authorized to be levied 
without a vote

 Unrestricted

 Determined annually by 
completing the Determination 
of Tax Revenues and Mill Levy 
Limitation form

 Funding source for statutes 
that say “Subject to 15‐10‐
420…”

Voted/Special Administrative 
Assessment

15‐10‐425, MCA and 76‐15‐531, MCA

Must adopt resolution to place question 
on ballot

 Restricted by purpose and not 
subject to 15‐10‐420 

 Non‐mill‐levy revenue question;
1) the specific purpose
2) the rate of the assessment
3) the amount of money 

anticipated to be raised by the 
assessment

Permissive

Mills authorized to be levied without 
a vote and not subject to 15‐10‐420

 Restricted by purpose

 Examples, 15‐10‐420(9)(a)(i)
through (iv), MCA;

• judgment levy
• levy to repay protested 

taxes
• emergency levy
• group benefit levy

Terms used in the mill levy determination form:

• Property Tax Revenue collected on real, personal, mobile 
homes, centrally assessed

Ad Valorem Tax Revenue

• The amount of tax revenue that was assessed as calculated 
by the mill levy determination form 

Ad Valorem Tax Revenue actually assessed

• Provided by the Department of Revenue around the first 
Monday in August. This is the valuation of property within a 
selected taxing authority necessary to calculate the mill levies.

Certified Taxable Valuation

• New property added to the tax rolls for the year.  This will 
generate “new” tax revenue for the district.

Newly Taxable Property
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Terms used when calculating the mill levy cont.

• The amount of mills you can levy in the year to generate the current year 
calculated ad valorem tax revenue.  This does not include voted or 
permissive mills

Current Year Authorized Levy

• This is the amount of revenue that will be generated per mill.  
It is calculated by dividing the Certified Taxable Valuation by 
1,000 (or moving the decimal place three places to the left).  

Value per Mill 

• The Mills that were authorized to be levied in the prior year but were not 
levied. They can be levied in a subsequent year if the current year amount 
that was actually assessed was used on the mill levy determination form.  

Carry-forward mills

Documents you will need to 
complete the mill levy 

determination form:

Certified Taxable Valuation Information from 
Department of Revenue

Prior year’s Levy Determination Form

Current year Levy Determination Form

MILL LEVY FORMS

• You can find the Current Fiscal 
Year and Prior Year’s Mill Levy 
Determination forms on the 
LGSB website. 
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DOR-Certified Taxable Valuation Information
(usually received first week in August) 

Use 2021 Certified 
Taxable Valuations 

to complete
FY2022 Levy Comp 

form

The taxable value per mill = 20XX Taxable Value less (TIF’s) 
Incremental Taxable Value / 1000

The amount 
one mill 

generates: 

2021
Certified 
Taxable 

Valuation 
of 

$8,000,000 
divided by 
1,000 = 
$8,000  

Montana Certified Values
WEBSITE: http://svc.mt.gov/dor/property/cov#

Comparison

County
Year

Levies

Somewhere County
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Enter Line 1 – Ad 
Valorem Tax Revenue 
Actually Assessed in 
the prior year from 
Line 17 of Prior Year’s 
Form

Enter Line 3 if 
applicable ‐ Net & 
Gross Proceeds ‐
from prior year’s 
form Line 20

Enter Lines 5, 6, 8 & 
9 from the DOR 
Certified Taxable 
Valuation

Enter Line 13 – Total 
number of carry‐
forward mills from 
prior year from Line 
22 from Prior Year’s 
Form 

Enter Line 16 – the 
total number of mills 
that will be levied in 
the current year.

Current 
Year’s Form

FYE June 30, 2022
Somewhere Conservation District

The Determination Form – part 1

Line 1:  prior year actual ad 
valorem tax assessed

Line 4:  is the adjusted ad 
valorem tax revenue – takes into 
account the inflation factor as 
determined by DOR

Line 7:  is the taxable value per 
mill after adjusting for TIFs.

Line 10:  the adjusted taxable 
value per mill 

Lines 11 & 12:  the current year 
calculated mill and associated 
revenues generated by that mill 
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The Determination Form – part 2

Line 13:  carry forward mills, if 
any from prior year

Line 14 & 15:  authorized mills 
plus any carry forward mills – the 
total an entity may levy and the 
associated revenue generated

Line 16 & 17:  the number of mills 
actually levied and ad valorem 
revenues actually assessed 

Lines 18 to 22:  summary of 
actual revenues assessed and 
carry forward mills, if any

Permissive Mill Levies 

These mill levies are restricted to a specific purpose 
per 15-10-420(9)(a)(i) through (iv), MCA:

*judgment levy

*levy to repay taxes paid under protest

*emergency levy

*study commission levy

*group benefit levy

Not subject to 15-10-420 MCA.

This is a sample of the group benefit permissive mill 
levy determination form from our website.
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• Permissive Group Benefits (Medical) Levy is authorized to be levied without a taxpayer vote.

• Restricted by purpose and use – this levy covers the increase in the employer’s contribution for 
medical and life insurance that is in excess of the base contribution of contributions for group 
benefits(medical and life) excluded under 2-9-212 or 2-18-703 MCA.

• Per 2-9-212 MCA – “Group benefits” means group hospitalization, health, medical, surgical, l ife and other similar 
and related group benefits provided to officers and employees of political subdivisions, including flexible spending 
account benefits and payments in l ieu of group benefits.  *Does not  cove r  proper ty ,  l i ab i l i t y  &  casua l t y

• Applies only to the contributions made for employees and officers paid by governmental funds.  
Only the portion of benefits paid from a governmental fund can be used.

• Only include positions for those employees actually-employed on July 1st. (You can budget for 
vacant positions. However, you can only calculate the permissive levy for filled positions).

• Must be calculated each year after the BASE year has been established.

PERMISSIVE Group Benefits LEVY MCA 15-10-420(9)(a)(vi)

Permissive Medical Levy Base Year 
Established per MCA 2-18-703(4)(c)

C
R

IT
E

R
IA

 1

BASE YEAR is FY 2000 if:

Contributions were made for 
group benefits beginning July 1, 
1999 (FY 2000) AND levies 
permissive medical mills in FY 
2002 or after

BASE YEAR is first year entity 
makes contributions from July 1st 
& levies permissive medical mills 
that next year, that is the 
established base year.

BASE YEAR is established when 
the entity starts making 
contributions from July 1st and 
immediately proceeds the next year 
with the first permissive medical 
levy.

Once the BASE YEAR is 
established it is permanent, 
whether there is a break in 
permissive levying in subsequent 
years or not.  Always use the same 
BASE year going forward.

C
R

IT
E

R
IA

 2

C
R

IT
E

R
IA

 3
C

R
IT

E
R

IA
 4
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PERMISSIVE Group Benefits LEVY MCA 15-10-420(9)(a)(vi)

Input highlighted BASE 
Year information and the 
current year yellow 
cells.

*Important: 
To qualify – an employee 
must be hired and 
working on July 1st. 

If a position is vacant on 
July 1st - you can’t 
permissively levy for 
that position until the 
next fiscal year.

• Once established – the base year does 
not change.

• You may levy only for employees that are 
actually employed on July 1st.

• A Public Hearing must be held every year

• The Levy should be approved by the 
board after the public hearing

• Listed separate from the aggregate levy 
when certifying levies to County.

PERMISSIVE Group Benefits LEVY MCA 15-10-420(9)(a)(vi)

• Permissive Medical Levy is listed 
separately on the tax bills.

• The tax revenues collected are restricted 
for health insurance benefits as defined 
by Montana Statute 2-9-212.

RECAP:
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Budget & Cash Reconciliation 

Conservations 
Districts 
aren’t 
required to 
submit a 
budget to 
DOA

Prepare a budget for 
the following reasons:

• The budget allows you to 
determine how much money is 
available to operate your district.

• Allows your taxpayers to know 
what functions your entity 
provides and how your entity is 
functioning.

• It contributes to the development 
of future spending plans whether 
it is for everyday operations or for 
a capital improvement plan.
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Annual Financial Report

Assets:

• Cash and Cash Equivalents Reconciliations

• Receivables/Taxes Receivables

• Inventory at FYE 

• Capital Assets

• Due from other governments

Fiscal Year-End Checklist

Liabil it ies:

• Short-term Payables

• Long-term Obligations

Other Considerations:

• Revenues - recognition

• Fund Balance/Net Position

• Determination of Audit

A Year-end Checklist will assist in the review of assets, l iabil it ies 
and transactions.

Year-end Procedures Checklist could include the following:

The checklist is a reminder of the steps necessary to complete year-end closing adjustments.
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Basic accounting:

• Asset accounts = debit balance

• Deferred Inflows of Resources accounts = debit balance

• Liability accounts = credit balance

• Deferred Outflows of Resources accounts = credit balance

• Revenue accounts = credit balance

• Expenditure/Expense accounts = debit balance

General Review

• All accounts should be reviewed.

• If you see an account with the 
wrong type of balance, 
investigate and correct.

• Exceptions include the contra 
accounts and possibly the 
investment earnings account if 
there are significant fair value 
adjustments.

Review the Balance Sheet/Trial Balance & 
Revenue/Expenditure/Expense or Profit & Loss Reports

Cash Reconciliation

• The Cash/Bank Reconciliation is the 
process of comparing the transactions from 
the accounting records against those 
presented on the bank statements and 
other records. 

• For example: Cash accounts may be 
held at the County and in bank 
accounts

• 76-15-523, MCA allows the 
District to ask for all or a portion of 
the amount held by the County to 
deposit in a bank or financial 
institution.   

• Compare the total receipts posted for the 
month to the total of bank/cash deposits.

• Compare the total disbursements posted 
for the month to the total of claims, payroll 
and electronic items.
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Cash Reconciliation

Example of 
the 
Reconciliation 
template 
available on 
LGSB website

Key: 
Input information 
into yellow cells, 
blue cells contain 
formulas

Budget, Budget vs. Actual, and Cash 
Reconciliation Template
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Annual Financial
Report Formats

Option 1:
LGSB Special Purpose District (SPD) AFR:  

Excel format (Cash basis method)

• Cover page & Filing Fee Form
• Revenues/Receipts & Expenses/ Disbursements
• Cash Balance at end of fiscal year
• Schedule of Assets & Liabilities

• Capital Assets/Equipment
• Long-term Debt 
• Proceeds from Debt
• Federal expenditures

Option 2:
Audit or Software Reports

(Cash or accrual basis)

• Cover page & Filing Fee Form
• Software/QuickBooks Balance Sheet
• Software/QuickBooks Profit & Loss
• Schedule of Assets & Liabilities

• Capital Assets/Equipment
• Long-term Debt 
• Proceeds from Debt
• Federal expenditures

Annual 
Financial 
Report ~
Transactions

31

32



Conservation District Accounting, Budgeting & 
Levies

3/31/2022

DEPARTMENT OF ADMINISTRATION  I                     
LOCAL GOVERNMENT SERVICES 17

Annual 
Financial 
Report ~
Assets & 
Liabilities

Annual 
Financial 
Report ~
Contact Info & 
Filing Fee Form

Submit this form with all 
AFR options
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The LGSB website includes resources 
to assist with your accounting & the 
year-end reporting process.

The following tools are available:
 Reporting forms & templates

 AFR
 Budget
 Levies

 BARS Chart of Accounts
 LGS Portal

 Report submission
 Transparency website

 Training videos
 Webinars
 PDF version of presentations 

 Audit Contract
 Roster of Approved Auditors

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

Transparency in Local Gov’t 
WEBSITE: http://sfsd.mt.gov/LGSB

S
T

E
P

 1

S
T

E
P

 3

S
T

E
P

 2

S
T

E
P

 4

Click on Public Viewer

Click on Enter the Portal Scroll through reports 

Click on Document Type to be viewed
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Local Government Services 
Bureau Contact Information: 

• Website Address: https://sfsd.mt.gov/LGSB

• General Email: LGSPortalRegistration@mt.gov

• Phone: 406-444-9101

Local Government 
Services Bureau 
Regional Assistance 
Contact Information: 

Region 1:
Kari Powles 

406-444-1238
kari.powles2@mt.gov

Region 2:
Shawna Hawks
406-444-9105

Shawna.hawks@mt.gov

Region 3:
Tamara Christiansen

406-444-9102
Tamara.christiansen2@mt.gov

Region 4:
Alek Smith

406-444-1334
alek.smith@mt.gov
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Any  
Questions?
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