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1. POLICY STATEMENT: 

 
Budget policies provide the framework for overall fiscal planning and management. The 
policies set forth guidelines for both current and long-range planning activities. The policies 
are reviewed annually for adherence and relevance and provide standards against which 
current budgetary performance can be measured and proposals for future programs or 
service reductions evaluated. 
 
The Township of Rideau Lakes is committed to demonstrating financial leadership, 
sustainability, and intergenerational equity. This policy assists in formalizing a defined 
and transparent process for the development of the Operating Budget and Capital Plan 
and the on-going monitoring required. 
 

2. SCOPE: 
 

This policy applies to all Municipal departments falling within the reporting requirements 
of the Township of Rideau Lakes. 
 
The Municipal Act requires Council to review and adopt a balanced budget on an annual 
basis. Debt cannot be issued to balance the operating budget and ongoing operations shall 
be funded from ongoing revenues. One time revenues should fund one time expenses.  
 
The fiscal year for the Municipality is January 1 to December 31.  
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3. RESPONSIBILITIES: 
 

Council: 
• Sets the direction and identifies priorities; refines drafts and approves the final 

budget; 
• Maintains the financial integrity of the Township by ensuring additional items 

approved after the budget approval have a funding source to ensure the operating 
budget remains balanced during the year. 
 

Chief Administrative Officer: 
• Directs and manages staff in achieving Council's direction in the budget; 
• Supports Treasurer to ensure that the approved budget is being followed; and 
• Supports the Treasurer in the development and monitoring of applicable financial 

controls, policies and procedures. 
 
Treasurer: 
• Compiles the budget and monitors the adherence to the budget; 
• Ensures that the budget maintains compliance with accounting principles and any 

relevant financial legislation; and 
• Develops and monitors applicable financial controls, policies and procedures. 

 
Department Heads: 
• Prepares their budgets in accordance with the timelines provided by Treasurer; 
• A Department Head has the responsibility to provide the budgeted level of service 

approved by Council within the approved operating and capital budgets for their 
Department and within the corresponding discretionary spending authority as outlined in 
this policy; 

• Ensures all invoices are coded to the appropriate expense account, regardless of 
whether or not there is a budget for that item, e.g., if there is no budget for a specific 
item, or the budget has been fully spent the item must be coded to the correct 
account; 

• Monitor their budget and spending on a regular basis to manage their spending 
within the budget and to prepare Quarterly Forecasts identifying and explaining all 
significant variances from budget; 

• Comply with applicable financial controls, policies and procedures in place. 
 

4. DEFINITIONS 
 

The following definitions shall apply within this policy: 
 

"Base Level Budget" means that the base level for the budget for the current year shall 
be the prior year's budget taking into consideration prior year's costs except for one 
time projects. The base level is set by taking the inputs approved in the prior year's 
budget and costing them, adjusting them for annualized costs, capital impacts on 
operations (growth), and inflation where inflation increases. 
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"Annualized Costs" means any costs approved in the prior year's budget that were 
included for only part of the year are converted to a twelve month period and included in 
the Base Level Budget. Annualized costs would normally apply to personnel and related 
costs, and those costs related to municipal service contracts that had price escalations 
part way through the year, or any that began part way through the year. These costs 
shall be clearly identified in the Base Level Budget. 
 
"Pro Forma" refers to budget requests that have one or more assumptions or 
hypothetical conditions built into the data. In business terms, pro forma financial 
statements and reports are prepared in advance of planned transactions and model the 
anticipated results of the transaction(s). The emphasis is on the projected cash flows, 
net revenues, and, for taxable entities, taxes. Pro Forma figures should be clearly 
labeled as such and the assumptions and hypothetical conditions should be clearly 
explained. 
 
"Budget Guidelines" refers to the expectations set by Council pertaining to the current 
year budget process, including timelines. 
 
"Multi-Year Budget" refers to a budget that covers more than one fiscal year. 
 
"Capital Impacts" means the additional operating costs that relate to operating or 
maintaining a capital project that has been completed and is now "in use". This would 
include items such as an additional vehicle would have an impact on gasoline costs; A new 
facility would have an impact on operating costs to run the facility. From a financial statement 
point of view, additional assets have an impact of amortization. This term is used 
synonymously with Growth Adjustment. 
 
"Growth Adjustment" allows for growth that will occur in the Township in the current 
year. For example, new roads completed in the prior year will require upkeep in the 
current year and will form part of the growth adjustment. 

 
5. Budget Principles 
 

a. The Township faces fiscal pressures from increasing costs of operating while 
relatively limited revenue sources are available legislatively. The primary source of 
sustainable revenue is through the collection of property taxes. Other revenues, 
such as User Fees, Licenses, Permits, Rent, Registration fees, etc. should be 
charged at amounts equal to the costs directly related to the programs or services 
provided to ensure fairness and equity to all taxpayers without putting undue 
pressure on low-income earners who otherwise could not afford the program or 
service; 

b. The Township shall strive to have tax rate changes that are reasonable and 
affordable, while still maintaining the level of service that Council and residents 
expect, meeting statutory obligations and providing for the needs and equity of 
existing and future generations. Tax rates should be set at such a level to ensure 
Township infrastructure can be kept in good condition and replaced as required.  A 
separate tax levy has been created for that purpose. The Township should strive to 
increase the infrastructure tax levy and rate until the infrastructure funding gap is 
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eliminated and the reserve is sufficient to replace existing assets when required and 
without debt; 

c. The operating budget shall be balanced as per the legislative requirements outlined 
in the Municipal Act.  Any shortfall in budgeted revenues versus expenses during a 
budget period (annual), if funds are not available in existing and appropriate 
reserves, shall be offset by tax levies in the next budget period, equal to the shortfall; 

d. The Township shall not utilize one-time revenues for ongoing expenses. However, 
one time revenues may be used to fund non-recurring expenses or services that 
can be completed within a specific amount of time without significant disruption to 
the Township provided it is duly approved by Council; 

e. One-time revenues include, but are not limited to: donations, grants or subsidies 
from other levels of government, municipalities or residents that are not legislated to 
recur annually. These one time revenues may be received during the year and 
therefore not included in the budget, however, they may be spent as requested by 
the donor or grantor during the year without being recorded in the budget.  They will 
however be identified to Council through a separate report and included in the 
Quarterly Forecasts; 

f. All net proceeds of the sale of capital assets should be placed in the infrastructure 
reserve commencing 2024; 

g. Certain municipal revenues can be termed "unpredictable" as they fluctuate year to 
year and are not under the direct control of the Township. The budget amount for 
unpredictable revenues shall be conservative in nature and represents 
management's "best" estimate at the time of the budget; 

h. Certain municipal expenses can be termed "unpredictable" as they fluctuate year to 
year and are not under the direct control of the Township, i.e., weather related costs 
(snow, rain, wind, heat, etc.), changes in the global economy, changes in 
government legislation. The budget amount for unpredictable expenses shall 
represent management's "best" estimate at the time of the budget. As these costs 
related to weather are unpredictable the Township should establish an Extreme 
Weather Reserve and all year end surplus amounts in accounts that are associated with 
weather, e.g., winter contractors, winter materials, etc. shall be placed in the Extreme Weather 
Reserve.  This reserve shall then be used to help keep the budgeted costs down, e.g., less 
conservative budgeting, e.g., only 2 dome fills vs. 3, and to fund deficits during the year related 
to weather, e.g., costs higher than budgeted for snowplowing, or unexpected flood costs, etc.   

i. Salaries and benefits for full time employees should be budgeted in full every year 
without regard to possible or unknown vacancies.  A vacancy factor of 3% will be 
budgeted annually on the total budgeted salaries.  If there are no vacancies in a 
given year and a salary deficit occurs then the amount of the deficit shall be drawn 
from the Vacancy Reserve.  If the deficit exceeds the amount in the Vacancy 
Reserve then this deficit will be absorbed within the total township deficit/surplus.  At 
all times the Vacancy Reserve shall contain a minimum amount of 3% of budgeted 
salaries.  When this amount falls below that the reserve must be replenished the 
next budget year. 

j. Election costs shall be budgeted each year based on total estimated costs divided by 4.  
This amount shall be transferred to an Election Reserve until required; 

k. The annual cost of living increase applied to all salaries, including full time, council 
members and fire fighters shall be the annual CPI increase, from November prior year to 
November current year.  Source of CPI information shall be Statistic Canada,    
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https://www150.statcan.gc.ca/n1/daily-quotidien/230117/dq230117b-eng.htm 
 

 
6. Operating Budget Preparation and Process: 
 

a. All detailed budget discussions and priority setting should be held during separate 
budget meetings, not during regular MSC meetings;  

b. Early June a survey shall be placed on the Township Website to request resident 
feedback regarding interest in the upcoming budget.  The survey should be open for at 
least 30 days and responses provided to Council at the next applicable meeting; 

c. Based on the feedback received in (b) either a budget survey will be developed, 
approved by Council and posted on the Township website early August, or a budget 
presentation will be developed, approved and provided on a timely basis. The survey 
should be open for 30 days;   

d. Survey responses shall be presented to Council prior to the commencement of the 
budget and Council, at this time, shall provide general direction and identify key 
priorities to include in the annual budget.  Tax rates should not be discussed until 
annual funding requirements have been estimated.  

e. The Treasurer shall bring Annual Budget Guidelines to Council for consideration and 
approval, prior to budget preparation.  The Guidelines shall include the annual cost of 
living increase to be applied to salaries, per the budget principles, the inflation rate to 
be applied to prior year costs impacted by inflation, the annual budget timelines and 
meeting dates, Council priorities as previously identified, and any other relevant 
information; 

f. In November open email access for budget questions using the following email 
address budgetquestions@rideaulakes.ca.  The Treasurer will endeavor to respond 
to questions on a weekly basis from November to the February with limitations as 
identified under para. 20. Budget timelines 

g. Each Department Head shall prepare and their department budgets, including 
priorities as set by Council and according to the timeline in the Annual Budget 
Guidelines. 

h. The Operating Budget shall consist of one up-coming budget year and shall include 
a 9 year forecast which will be included in the 10 year financial sustainability plan 
which should be updated at this time; 

i. Departments shall identify goals and objectives for the upcoming year that integrate 
the operating and capital budget request with the Strategic Plan, departmental master 
plans and other pertinent studies/reports adopted by Council. These goals and 
objectives as well as a summary of the services provided are to be provided to the 
Treasurer in the format requested and in accordance with the timelines. 

j. Department Heads shall prepare budget estimates to identify the Base Level Budget 
requirements at existing service levels. New or improved programs and/or services 
requested by Council or staff shall be identified separately with costs and 
justifications for the changes.  These changes shall be included in the information 
provided to the Treasurer under (h); 

k. Department Heads should review the budget estimates for the 9 outer years in the 
long term financial plan and revised these estimates as required; 

l. Department Heads shall provide estimates of the number of staffing requirements 
and provide costs and justification for any changes from the Base Level; 

https://www150.statcan.gc.ca/n1/daily-quotidien/230117/dq230117b-eng.htm
mailto:budgetquestions@rideaulakes.ca
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m. Revenues/Expenses are to be calculated based on known commodity trends, 
approved studies/repayments including user fee reports/by-laws and master plan 
reports, etc.; 

n. The Treasurer shall meet with each Department Head to verify timing, costs and 
identify external funding sources such as grants and subsidies as well as review all 
programs and or service levels for potential cuts or rationalizations; 

o. Each new program and/or service enhancement shall be evaluated on the basis of 
need in the following order: 

a. Legislative requirement; 
b. Capital impacts; 
c. Growth adjustments; 
d. Cost savings or inherent efficiencies; 
e. Identified need with self-sustaining revenues available; and 
f. Identified need with no corresponding revenue possibilities. 

p. Department Heads shall review all program and or service levels for potential cuts or 
rationalization; 

q. Treasury staff shall compile appropriate operating budgets and summaries to be 
incorporated into the consolidated budget document; 

r. Department Heads shall review the consolidated operating budget and 
supplementary information for accuracy, completeness, and adherence to Budget 
Guidelines; 

s. Department Heads shall prepare a summary of the services provided by their 
department and divisions, staff numbers for each and any new programs/services 
included in accordance with (n) and (k) above; 

t. Operating budgets shall be presented to Council for review and recommendation. 
 
7. Operating Budget Spending Before Budget Approval 
 

a. Prior to the passing of the annual budget, each department shall be allowed an 
interim appropriation of 40% of the previous year's operating budget and such interim 
appropriation shall be deemed to be for routine, necessary or statutory purposes 
unless otherwise directed by Council; 

b. Costs should not be incurred for new programs or service enhancements before the 
operating budget is established without the prior approval of Council. 

 
8. Emergency Spending 
 

In accordance with the Township's Procurement Policy, where authority has not been 
given in the Operating Budget for a particular expenditure or line item, no department 
shall expend funds unless: 
a. Approval was granted by Council through a report outside the budget process 

prepared by the Manager requiring the expenditure; 
b. An emergency occurs requiring immediate spending and the CAO, or duly authorized 

authority, approved such emergency spending in accordance with the Township's 
Procurement Policy and shall be reported to Council at the earliest opportunity; 

c. A state of emergency is enacted for the Township. 
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9. Operating Budget Reporting 
 

a. Quarterly Budget Variance Reports beginning in the second quarter for actuals as of 
June 30, Sept 30 and Dec 31 shall be presented to Council in July, October and 
January, respectively. All variances over $5,000 shall be explained; 

b. These reports shall include a variance analysis for accounts in a format prescribed by 
the Treasurer; 

c. The Treasurer shall review financial statements quarterly with all Departments and 
provide assistance in analysis of accounts and preparing forecasts as required; 

d. If at any time during the year, a Department Head becomes aware of a significant 
operating budget variance, which is generally greater than $15,000 of the total 
department’s expenses after providing for reductions in other line items, the 
Department Head shall immediately advise the Treasurer and the CAO and this 
information shall be brought to the Mayor and Council at the next Quarterly Forecast, 
or earlier if necessary, and a budget amendment may be required. 

 
10. Operating Project Budget 
 

An Operating Project is normally a significant operating expense that does not occur 
on a regular basis; i.e. Civic Addressing, Septic Re-Inspection, Election Costs, etc. 
This budget is used to ensure operating projects due not skew comparative operating 
results from year to year.   
 

11. Capital Budgeting: 
 

a. A capital expenditure is defined as a significant expenditure incurred for the 
improvement or betterment, acquisition or major rehabilitation of buildings, 
equipment, rolling stock and linear infrastructure used in providing municipal 
services (including studies undertaken related to such expenditure); 

b. A capital expenditure includes Capital Assets as defined and detailed in the 
Township's Tangible Capital Asset Policy; 

c. A repair or maintenance expenditure designed to maintain an asset in its original 
state is not a capital expenditure, unless it will extend the useful life of the asset. 
Such repairs or maintenance expenses shall be included in the Operating Budget; 

 
12. Capital Budget Preparation & Process: 
 

a. Council shall provide general direction and identify key priorities at the 
commencement of the annual budget preparation prior to the production of the 
Budget Guidelines; 

b. Each Department shall prepare and submit annually to the Treasurer their Capital 
and Operating Project Budget requests and 9 year forecasts on the forms and in the 
format prescribed by the Treasurer; 

c. Department heads shall identify, and prioritize the projects and submit this 
information to the Treasurer in the form and format as prescribed by the Treasurer.  
Department heads shall also identify the consequences or risks, of not funding a 
specific item; 

d. The Asset Management Plan shall be the primary document used to prepare the 
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Capital Budget; 
e. Capital projects are to be entered in the budget software against the specific capital 

asset, e.g. specific road, specific building and the details, or specific asset 
component should be included in the details section along with the Asset#. 

f. Operating impacts of new capital assets should be considered and included in the 
operating budget when applicable.  

g. The Treasurer shall meet with each department to verify timing, costs and identify 
external funding sources (grants, subsidies, fundraising, donations); 

h. Treasury staff shall review internal funding sources such as transfer from reserves, 
development charges or reserve funds. Treasury staff shall also recommend to 
Council budgeting for future reserve funding; 

i. The CAO and Treasurer shall meet to rank each project in accordance with the 
prioritization and information provided by Department Heads; 

j. The Treasurer shall compile the appropriate continuity and cash flow schedules and 
annual capital budget summaries to be incorporated into the budget document; 

k. Department Heads shall review the compiled capital budget and schedules for 
accuracy and completeness; 

l. Capital Budgets shall be presented to Council for approval with the summary 
information required to explain the project and estimates of impact on the operating 
budget; 

m. The Public shall have opportunity to weigh in on the Capital Budget through Public 
consultation, by a method that is acceptable by Council, e.g. survey, presentations, 
etc. 

 
13. Capital Project Budget Priority Ranking Process 
 

a. Capital budgeting requires Staff and Council to allocate the financial resources of the 
Township to meet the needs of the Township in the present and future. As a principle 
and in conjunction with Council's direction, the "best interests" of the community as a 
whole including intergenerational equity should be at the core of all capital budgeting 
decisions; 

b. It is recommended that staff rank projects to assist in the determination of which 
projects should be recommended to be included in the Capital Budget. Any new 
capital project, that is a capital project not replacing or rehabilitating an existing 
capital asset, should be fully explained, including reason, cost and prioritization, 
which will form part of the capital budget document; 

c. The following considerations shall be used to prioritize capital projects: 
i. Serious threat to Public Health and Safety; 
ii. Legislative requirements; 
iii. Lifecycle of project, project can no longer be put off; 
iv. Committed or phased project continuing from a prior year; 
v. Growth related projects. These projects should be funded in whole or in 

part by Development Charges according to the current DC study; 
vi. Operating cost reduction or efficiency; 
vii. General benefit to the Township and its citizens; 
viii. Projects that are not in the Asset Management Plan should be identified as 

such. 
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14. Capital Projects Spending Before the Budget Approval 
 

a. Until the Capital Budget has been approved by Council, no department shall incur 
any costs on any capital project or operating project that was not authorized in 
prior years unless: 

i. Approval was granted by Council through a report outside the budget 
process prepared by the Manager requiring the expenditure; 

ii. An emergency occurs requiring immediate spending and the CAO, or 
duly authorized authority, approved such emergency spending in 
accordance with the Township's Procurement Policy and shall be 
reported to Council at the earliest opportunity; 

iii. A state of emergency is enacted for the Township. 
 
15. Capital Budget Reporting 
 

a. Quarterly Budget Variance Reports beginning in the second quarter for actuals as 
of June 30, Sept 30 and Dec 31 shall be presented to Council in July, October and 
January; 

b. The Treasurer shall provide all Department Heads a summary listing of capital and 
operating project budgets to be used to identify forecasts for each project; 

c. Any capital project that has a variance, over $10,000, shall have an explanation as 
part of the quarterly reporting to Council in the form or format prescribed by the 
Treasurer; 

d. Department Heads shall report any project that is in jeopardy of not being 
completed or that will vary significantly in costs to the Treasurer and CAO in 
order to allow for timely identification of surpluses or deficits; 

e. If at any time during the year, a Department Head becomes aware of a 
significant capital budget variance, which is generally greater than $15,000 of the 
total department's capital expenditures after providing for possible reductions in 
other capital expenditures, the Department Head shall immediately advise the 
Treasurer and the CAO and this information shall be brought to the Mayor and 
Council at the next Quarterly Forecast, or earlier if necessary, and a budget 
amendment may be required. 

 
16. Project Completion 
 

a. After the completion of the project, the Department Head is to advise the Treasurer 
that the project is complete. 

 
17. Budget Amendments 
 

a. Budget amendments should be requested only in circumstances of compelling 
need, when it can be demonstrated that there will be advantages to the Township 
from proceeding with the expenditure prior to the next budget year and that 
delaying the project could be expected to have serious negative impacts on 
municipal operations and or services.  
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b. A Budget amendment shall be done if the total operating expenses of the Township 

and total capital expenditures for the Township are forecast to exceed 1% of the 
total expenses/expenditures budgeted; 

c. Budget amendments may also be requested in situations where a projected 
revenue shortfall dictates that reductions in expenses may be required or 
alternate revenue sources shall be identified; 

d. Requests for budget amendments shall include estimated 
expenses/expenditures, estimated revenues and the purpose or rationale for 
proceeding. This information shall be submitted to the Treasurer for review 
before being submitted to the CAO and Council; 

e. After considering the request from the Department Head and the 
recommendation of the Treasurer, the CAO will determine whether the proposed 
amendment should be referred to Council or deferred to the following budget 
year; 

f. If it has been determined that the budget amendment will be recommended to 
Council for consideration, the Department Head will prepare the necessary 
report for Council. It shall include complete details and shall state that it is a 
"Budget Amendment". Details on how the amendment is to be funded shall be 
provided. The report shall be accompanied by the approval of the Treasurer 
indicating that the proposed amendment has been reviewed and that the 
approach is reasonable; 

g. Council may approve the amendment by resolution (notwithstanding the fact that 
the budget is adopted as a schedule to a by-law.); 

h. Public notice of budget amendments shall be in accordance with existing 
legislation or by law. 

 
18. Administrative Budget Adjustments 
 

a. The Annual Budget is adopted by Council by-law in accordance with Section 290 
of the Municipal Act. The budget is a legal document which serves as a plan for 
operations in the current year. The budget establishes priorities, allocates 
resources among various activities, determines service levels and authorizes 
expenses/expenditures for the year; 

b. Department Heads will be held accountable for spending within their 
departments and will take necessary measures to ensure, where possible, that 
expenses/expenditures do not exceed budget allocations for the department as a 
whole. Consideration shall be given for unpredictable circumstances, e.g. 
extreme weather; 

c. It is recognized that amounts budgeted for each general ledger account are 
estimates and that there may be minor variations between budgeted and actual 
amounts within accounts. These variances will not be considered budget 
amendments requiring Council approval; 
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, 

 
19. Budgeting for Amortization and Future Liabilities: 
 

a. According to standards established by the Public Sector Accounting Board 
(PSAB), municipalities shall record all expenses incurred during the year. Some 
of these expenses will not have to be paid for many year.  This creates long-term 
accounting liabilities which are reflected on municipal financial statements but 
are unfunded, 1 i.e. liability for closure and post closure of solid waste landfill 
sites; 

b. Municipalities currently have flexibility regarding the amount they set aside to pay for 
future liabilities. Municipalities may exclude certain expenses such as amortization, 
post employment benefits and solid waste landfill closure costs, from their budgeted 
amounts, however Ontario Regulation 284/09 indicates that the municipality shall, 
before adopting a budget for the year that excludes any of the expenses noted in this 
section, have the Treasurer prepare a report about the excluded expenses and 
adopt the report by resolution. This report shall include an estimate of the change in 
accumulated surplus of the municipality resulting from the exclusion of these 
expenses and an estimate of the impact of the exclusion of amortization on the 
future tangible capital asset funding requirements of the municipality; 

c. Municipalities have flexibility in how much they set aside to pay for future liabilities. 
Therefore, the payment schedule for unfunded liabilities may vary from year to year. 
However, budgeting for consistent spending each year, rather than the actual "peaks 
and valleys" of spending, will allow annual budget allocations to be more consistent 
and the impact of costs to be spread over many years; 

d. Unfunded liabilities should have a plan for funding. Municipalities with unfunded 
liabilities will be pressed to generate revenue to pay off or fund the liabilities. A 
municipality without a funding plan for unfunded liabilities is moving obligations and 
pressures from the current taxpayers to future taxpayers or from the current budget 
to future budgets. A best practice is to adopt a funding plan that best suits municipal 
circumstances; 

e. The Treasurer shall present to council, each budget year, a recommendation for 
funding amortization and unfunded liabilities, and in addition, will provide a report as 
required under Ont. Reg. 284/09 if the funding proposal is not adopted by Council. 
 

1 An unfunded liability is an accounting liability that is not covered by existing assets, savings or investments. 
Since money has not been set aside to settle the liability, it is important for the township to plan for how it will 
pay for these liabilities in the future. When an accounting liability matches the amount set aside to pay for it, the 
liability is fully funded. 
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20. Budget Process 
 

The budget process is a continuous improvement process which includes but is 
not limited to: 

 
a. Public consultation process; 
b. Council establishing current year budget priorities; 
c. Budget planning, including guidelines; 
d. Budget preparation with inputs from all stakeholders; 
e. Finance budget review; 
f. Management budget review; 
g. Council budget review and recommendations; 
h. Review and set proposed tax rates; 
i. Budget and business plans to council and public; 
j. Budget and business plan presentations, public consultation and finalization; 
k. Budget bylaw adoption; and 
l. Monitor, control and report. 

 
 
21. Budget Timelines 
 
The budget process includes but is not limited to the following proposed timelines 
with the related roles and major deliverables. The Annual Budget Guidelines will 
provide further details of timelines. 
 
Date Deliverable Roles 
June 1  Budget Survey will be posted on 

the Township website to 
determine resident interest in the 
budget.  Survey will be open for 
30 days. 

Treasurer will prepare 
the survey, Council 
approve. 
Staff to place survey 
on website and 
provide Treasurer with 
results. 

July GG MSC  The survey noted above will be 
presented to Council along with 
a public communication strategy 
for upcoming budget;  

 If a survey is the chosen form for 
budget participation, the survey 
will be developed and provided 
to Council for review and 
approval; 

 The approved survey will be 
posted on the township website 
prior to August 15th and will be 
open for 30 days to respond. 

 If a budget presentation is the 

Treasurer to report to 
Council on June 
survey and will 
prepare the budget 
survey or provide input 
related to a public 
budget presentation; 
Council to review, 
revise and approve 
budget survey; 
Staff to put survey on 
website and provide 
Treasurer with results 
of survey. 
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chosen form for budget 
participation a presentation will 
be prepared and delivered to 
Council in an appropriate 
timeline for their approval prior 
to presenting to the public. 

September GG MSC  At GG MSC an updated Long 
Term Financial Sustainability 
Plan to be brought to council 
that includes current budget year 
and 9 outer forecast years 
including any other items as 
requested by Council. 

Treasurer, Council 

September/October  Separate Budget Meeting: 
survey responses will be 
provided to Council.  At this 
meeting Council will 
discuss/identify priorities to be 
included in the budget. 

 Tax rates should not be 
discussed until annual cost 
estimates are prepared. 

 
 Separate Budget Meeting: After 

Priority Setting Meeting 
Treasurer brings Budget 
Guidelines to Council – will 
include list of Council priorities 
identified earlier. 

 Treasurer brings 3Q Report to 
Council GG MSC; 

 Council can refine budget 
priorities identified earlier. 

Treasurer, All 
Managers, CAO 

November  Departments enter budgets in 
budget software including all 
Council priorities and 
recommendations; (due date for 
completion Dec 15) 

 All department heads are to 
meet with Deputy Treasurer to 
identify staffing requirements 
and salaries first week Dec; 

 Deputy Treasurer to enter all 
staff salaries and benefits in 
budget software first week Dec; 

 All department heads are to 
provide a written summary of the 
services and programs provided 

All Department Heads 
Deputy Treasurer 
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by their department and 
divisions in the format provided 
by the Treasurer, including the 
number of staff (full time, 
parttime, contract, student) (due 
date Dec 15) 

 
November Treasury department preparation 

for interim audit. 
Interim Audit 

 

November Open email access for budget 
questions, 
budgetquestions@rideaulakes.ca 
 
Residents will be able to email the 
Treasurer and ask questions about 
the budget.  Questions may be 
asked about the upcoming budget - 
items in the budget or asking for 
explanation of the upcoming budget 
vs. prior year budget variances, or 
requesting clarification of any item 
included in the budget or how to 
read the budget information or how 
to find an item in the budget.  
Emails will be answered starting in 
November up to the end of 
February. 
 
Emails requesting items that 
residents wish to be included in the 
budget should be forwarded to the 
member of Council for their action.  

Additionally, Notice to residents 
regarding upcoming budget meetings 
will be provided on the website 
meeting calendar and news and via 
social media outlets, including 
facebook and e-news 

The Treasurer will endeavor to 
respond to questions on a weekly 
basis, but this will be dependent 
upon the number of emails and the 
questions.  
 
Questions that are derogatory, 

 

mailto:budgetquestions@rideaulakes.ca
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demeaning or insulting in nature will 
not be answered. 
   
The Treasurer will answer a 
maximum of 2 questions per 
resident.  Additional questions will 
be answered if time permits. 
 
All responses will be copied to all of 
Council.  

Dec 15  All budgets should be in the 
budget software by this date; 

 All written narratives describing 
department and section 
services/programs provide are 
due 

 All salaries and benefits should 
be entered in budget software 
by this date. 

All department 
managers   
 
Deputy Treasurer to 
enter salary/benefit 
info after meeting with 
managers                                                       
 
 
 

December (mid) CAO/Treasurer review and 
finalization of 1st draft of Budget to 
be presented early January. 
 
With Long Term Financial 
Sustainability Plan 
 
With identification of replacement 
plan per AMP vs. Draft Budget 
 

Treasurer, CAO, 
Managers 

January  1st Draft Operating & Capital Budget 
presented to Council at a Special 
(separate) budget meeting; Draft 
budget to be forwarded to Council 
with at least 6 days to review; 
2nd draft to be delivered mid-
February. 
 
 

Treasurer, Clerk, 
Council 

January – after 1st 
Draft 

General survey posted to request 
public input to 1st draft – results to be 
brought to January GG MSC 
therefore only 3-5 days to close 
survey.  Council at this time to 
identify any additional changes. 

Treasurer, Clerk 
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February Mid Feb – 2nd Draft Budgets 
presented to Council and final 
approval requested.  If necessary 
3rd draft to be returned before end 
of February. 

Treasurer, CAO, 
Department Heads, 
Council 

1st Monday, March Final Budget Adoption and Tax 
Rates, after receiving School Board 
and County rates. 
 

Treasurer, CAO, 
Council 

March – full month Treasury department year end 
close of accounts, preparation for 
year end audit, capital inventory 
annual update, preparation of audit 
worksheets and reconciliation all 
accounts, prepare Financial 
Statements and FIR. 

Treasurer and all 
treasury staff 

 
 

 
22. Public Notice: 
 

Public Notice of the budget and/or budget amendments shall be in accordance 
with legislation or existing by-laws. 

 
23. Policy Review 
 
This policy shall be reviewed prior to the initiation of the budget process of the first 
year of each term of Council, or as deemed necessary. 
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