INSTRUCTIONS FOR THE CITIZEN'S GUIDE SPREADSHEET

The spreadsheet is organized by tabs. The first tab to the right of the Instruction tab is titled "Data Input" and is
the only tab where you should have to enter data or make modifications. The next four tabs contain the Citizens'
Guide organized as follows:

Revenues

Expenditures

Financial Position

Other long-term obligations

To enter information in the data input tab, you will need to have copies of your financial statements, trial balances,
or F-65 forms. To use the spreadsheet:

e The model requires 5 years of data, but allows for 10 years (10 years being preferable.) In order for the
graphs to ignore the first five years, we have hidden those columns. If you want to use more than five years, just
"unhide" columns C-G and the input areas will be available.

e Rows 4 through 29 present the revenues and expenditures from all governmental funds.

» This should include the General Fund plus all special revenue, debt service, capital project, and
permanent funds (if you are using the F-65, this is the sum of columns (a) and (b).

» If you have any revenue or expenditure categories that are not being used by your local unit, please
"hide" those rows on the data input sheet. This will remove them from the graphs so that the graphical
presentation will be easier for the citizen to understand. This will be very common; for instance, row 27-
extraordinary/special items, is quite uncommon to use.

e Rows 31 through 35 present the fund balance as of the balance sheet date;

» This should include the General Fund plus all special revenue, debt service, capital project, and
permanent funds (if you are using the F-65, this is the sum of columns (a) and (b).

» If you have any fund balance categories that are not being used by your local unit (i.e., you have no
reservations or you have no designation), please "hide" those rows on the data input sheet. This will remove
them from the graphs.

e Rows 39 through 54 presents the funded status of all "defined benefit" employee benefit plans (pension
plans, retiree health care, or any other OPEB plans.)

» This information should be in the footnote disclosures of your annual financial statements; it is also
available in your actuarial valuations.

» Many local units only have every other year (or every third year) information related to the actuarial
accrued liability (AAL) for retiree health care plans. For those communities, we recommend extrapolating the



information between valuations so that a fair picture can still be obtained. For example: if the 2007 AAL was $5
million and the 2010 AAL was $8 million, you could extrapolate to $6 million for 2008 and $7 million for 2009.

e Rows 57 through 67 present the debt information from the "long term debt account group.” In other words,
this represents all governmental liabilities not already reported in the funds themselves. This information
generally can be found in the footnote disclosures of your financial statements.

e Row 69 presents population information. This is presented so that we can compute measures on a per-
capita basis, and will make it easier when you want to do comparisons with other local units in the future. For
2010, the population count should agree with the U.S. census figures. For all other years, estimates of population
are generally available through your regional council of governments.

e Rows 79-83 are grayed out and should be ignored. This section is necessary in order for the interactive
revenue and expenditure charts to operate properly.

On the first two tabs of the Citizens' Guide (revenue and expenditures), table number 4 has been built as an
interactive chart. When this is put on your website, the user can choose any revenue (expenditure) from the drop-
down list and see the historical trend for that particular revenue (expenditure).

Before publishing the spreadsheet to your website, we highly recommend you "hide" the Data Input Tab
and the F-65 Crosswalk Tab so that this document will be more user-friendly. To hide a tab, right click on
the tab and select "Hide".



CITIZENS' GUIDE TO LOCAL UNIT FINANCES - Village of Beverly Hills

Date Input Page

Instructions:
Input all data on this page. The following pages will then provide the graphs and charts which comprise the Transparency tool (citizen friendly guide).
This model requires 5 years of data, but allows up to 10 years. To use more than 5 years, unhide columns D-H.

Before providing to client, "unlink" the Caseware Connectors (Add-ins, Tools, Unlink)

Map #

#NAME?

#NAME?

#NAME?

#NAME?

#NAME?

Per capita information

#NAME? #NAME?

PY4

PY3

PY2

PY1

CY

Before publishing to the web site, we recommend "hiding" this tab, and the "F-65 crosswalk" tab, so that the document will be more user-friendly. (To
do that, right-click on the tab and select "Hide."

Stmt. Of Rev & Exp - All governmental funds

Revenue

Taxes
Licenses & permits
from Federal Govt.
from State Govt.
Charges for services
Fines & forfeitures
Interest & rent
Other revenue
Net interfund transfers
Sale of debt or assets
total revenue

Expenditures

Please
"hide"
any
rows
that
are not
being

General government
Police & fire

Roads

Other public works

41100
41200
41310
41320
41400
41500
41610
41700
see below
see below

51100
51301
51405
51400

Community & economic developi 51600

Recreation & culture

Capital outlay

Debt service

Net Interfund transfers
total expenditures

Surplus (shortfall)

51700
51900
51950
see below

#NAME? #NAME? #NAME? #NAME? #NAME? #NAME? #NAME?
#NAME? #NAME? #NAME? #NAME? #NAME? #NAME? #NAME?
#NAME? #NAME? #NAME? #NAME? #NAME? #NAME? #NAME?
#NAME? #NAME? #NAME? #NAME? #NAME? #NAME? #NAME?
#NAME? #NAME? #NAME? #NAME? #NAME? #NAME? #NAME?
#NAME? #NAME? #NAME? #NAME? #NAME? #NAME? #NAME?
#NAME? #NAME? #NAME? #NAME? #NAME? #NAME? #NAME?
#NAME? #NAME? #NAME? #NAME? #NAME? #NAME? #NAME?
#NAME? #NAME? #NAME? #NAME? #NAME? #NAME? #NAME?
#NAME? #NAME? #NAME? #NAME? #NAME? #NAME? #NAME?
#NAME? #NAME? #NAME? #NAME? #NAME? #NAME? #NAME?
#NAME? #NAME? #NAME? #NAME? #NAME? #NAME? #NAME?
#NAME? #NAME? #NAME? #NAME? #NAME? #NAME? #NAME?
#NAME? #NAME? #NAME? #NAME? #NAME? #NAME? #NAME?
#NAME? #NAME? #NAME? #NAME? #NAME? #NAME? #NAME?
#NAME? #NAME? #NAME? #NAME? #NAME? #NAME? #NAME?
#NAME? #NAME? #NAME? #NAME? #NAME? #NAME? #NAME?
#NAME? #NAME? #NAME? #NAME? #NAME? #NAME? #NAME?
#NAME? #NAME? #NAME? #NAME? #NAME? #NAME? #NAME?
#NAME? #NAME? #NAME? #NAME? #NAME? #NAME? #NAME?
#NAME? #NAME? #NAME? #NAME? #NAME? #NAME? #NAME?
#NAME? #NAME? #NAME? #NAME? #NAME? #NAME? #NAME?




Date Input Page

Financial position - All governmental funds

"Hide"

unused Reserved

Total fund balance

Undesignated fund balance

Calculated - Unreserved fund balance

Liabilities not counted on a modified-accrual basis:

Pensions
Date of actuarial valuation:

Assets

Actuarial Liability
Unfunded (Overfunded)
Percent funded

OPEB

Date of actuarial valuation:
Assets
Actuarial Liability
Unfunded

Percent funded

Sum of all pension & OPEB plans
Assets
Actuarial Liability
Unfunded
Percent funded

Debt:
Bonds & contracts payable
Capital leases
Other contractual debt
Structured debt
Employee compensated absences
Landfill closure & postclosure care

Map # #NAME? HNAME? HNAME? HNAME? HNAME? HNAME? H#NAME?
see below #NAME? HNAME? HNAME? HNAME? HNAME? #NAME? H#NAME?
31100 537,850 518,035 496,290 529,238 534,662 11 11

HNAME? #NAME? #NAME? #NAME? #NAME? #HNAME? #NAME?
#NAME? HNAME? HNAME? H#NAME? H#NAME? #NAME? #NAME?
12/31/2006 12/31/2007 12/31/2008 12/31/2009 12/31/2010
hard-enter 17,354,321 18,769,194 16,913,010 17,162,651 17,621,195
hard-enter 16,753,322 17,972,419 19,022,653 20,005,707 20,637,426
(600,999) (796,775) 2,109,643 2,843,056 3,016,231 59 62
104% 104% 89% 86% 85%
12/31/2005 12/31/2006 12/31/2007 12/31/2007 6/30/2011
hard-enter - 1,477,211 2,048,661
hard-enter - 15,970,399 14,639,936
- - - 14,493,188 12,591,275 300 260
#DIV/0! #DIV/0! #DIV/0! 9% 14%
17,354,321 18,769,194 16,913,010 18,639,862 19,669,856
16,753,322 17,972,419 19,022,653 35,976,106 35,277,362
(600,999) (796,775) 2,109,643 17,336,244 15,607,506 358 323
104% 104% 89% 52% 56%
22600 HNAME? #NAME? #NAME? #NAME? #NAME?
22610 #NAME? HNAME? HNAME? HNAME? HNAME?
HNAME? #NAME? #NAME? #NAME? #NAME?
#NAME? HNAME? HNAME? HNAME? HNAME? #NAME? H#NAME?
21490 HNAME? #NAME? #NAME? #NAME? #NAME? #HNAME? #NAME?
22310 #NAME? HNAME? HNAME? HNAME? HNAME? #NAME? H#NAME?



Date Input Page

Uninsured losses
Other claims & contingencies
Total long term debt (excl

Population information

Map # #NAME? #NAME? #NAME? #NAME? #NAME? #NAME? #NAME?

22305 #NAME? #NAME? #NAME? #NAME? #NAME? #NAME? #NAME?

22300 #NAME? #NAME? #NAME? #NAME? #NAME? #NAME? #NAME?

. pension & RHC) #NAME? #NAME? #NAME? #NAME? #NAME? #NAME? #NAME?
47,313 45,887 44,848 46,605 48,362



CITIZENS' GUIDE TO LOCAL UNIT FINANCES - Village of Beverly Hills REVENUES
1. Where our money comes from (all governmental funds) 2. Compared to the prior year
#NAME? #NAME? % change
= Taxes Taxes #NAME? #NAME? #NAME?
) ) Licenses & permits #NAME? #NAME? #NAME?
™ Licenses & permits from Federal Govt. #NAME? HNAME?  #NAME?
& from Federal Govt. from State Govt. #NAME? #NAME?  #NAME?
® from State Govt. Charges for services #NAME? H#NAME? #NAME?
i i ? ? ?
= Charges for services Fines & forfeitures H#NAME? #NAME? HNAME?
) ] Interest & rent #NAME? #NAME? #NAME?
¥ Fines & forfeitures Other revenue HNAME? HNAME?  #NAME?
Interest & rent Net interfund transfers #NAME? #NAME? #NAME?
Other revenue Sale of debt or assets #NAME? #NAME? #NAME?
Net interfund transfers #NAME? H#NAME? H#NAME?
Sale of debt or assets
3. Revenue sources per capita - compared to the prior year 4. Historical trends of individual sources
1 Interest & rent E]
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Commentary:

For more information on our unit's finances, contact ENTER NAME at (XXX) 111-2222.




CITIZENS' GUIDE TO LOCAL UNIT FINANCES - Village of Beverly Hills
1. Where we spend our money (all governmental funds)

2. Compared to the prior year

EXPENDITURES

#NAME? #NAME? % change
® General government General government #NAME? #NAME? #NAME?
. ) Police & fire #NAME? H#NAME? H#NAME?
M Police & fire .
Other public safety #NAME? #NAME? #NAME?
M Roads Roads #NAME? H#NAME? #NAME?
i ? ? ?
= Other public works Other public works #NAME? H#NAME? #NAME?
Health & welfare #NAME? #NAME? #NAME?
m Community & economic Community & economic developi  #NAME? H#NAME? H#NAME?
. g:‘c’reég?i?frg culture Recreation & culture #NAME? #NAME? #NAME?
Capital outlay #NAME? H#NAME? #NAME?
Capital outlay Debt service #NAME? #NAME? #NAME?
Interfund transfers (net) #NAME? #NAME? #NAME?
total expenditures #NAME? #NAME? #NAME?
3. Spending per capita - compared to the prior year 4. Historical trends of individual departments:
1 Police & fire E]
1 1
1
1 1
1
1 1
0 1
0
0 1
0 1
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Commentary:

For more information on our unit's finances, contact ENTER NAME at (XXX) 111-2222.




CITIZENS' GUIDE TO LOCAL UNIT FINANCES - Village of Beverly Hills

1. How have we managed our governmental fund resources (fund balance)?

1

o O O O +»r P P~k B

m total rqyenue M fptal expgnditureg = Total fund balance

3. Fund balance per capita - compared to the prior year

2. Compared to the prior year

Revenue
Expenditures

Surplus (shortfall)

Fund balance, by component:

Reserved
Designated

Undesignated
total fund balance

FINANCIAL POSITION

#NAME? #NAME? % change
#NAME? H#NAME? H#NAME?
#NAME? H#NAME? H#NAME?
#NAME? #NAME? #NAME?

529,238 534,662 1%
#NAME? #NAME? H#NAME?
#NAME? H#NAME? H#NAME?
#NAME? #NAME? #NAME?

4. Historical trends of individual components

12

10

HReserved

B Undgsignated fund balance

600,000
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100,000

H Beserveg

0 ™ Ungesignaged fund balance

Commentary:

For more information on our unit's finances, contact ENTER NAME at (XXX) 111-2222.



CITIZENS' GUIDE TO LOCAL UNIT FINANCES - Village of Beverly Hills OTHER LONG TERM OBLIGATIONS

1. Pension funding status 2. Retiree Health care funding status 3. Percent funded - compared to the prior year
25,000,000 18,000,000 100%
16,000,000 0%
] 0, -
20,000,000 14,000,000 20%
12,000,000 7o% -
15,000,000 o 60%
10,000,000 50% -
10,000,000 8,000,000 40% -
6,000,000 30% -
5,000,000 4,000,000 20% 1
10% -
2,000,000
0% -
6 A @ o O B ! ! ! ! ' Pensions OPEB Sum of all
& <:°t R ol Liabili S L S S > pension &
P Afsete® ~f~ Astuarial Liability = Agets® ~£- Agtuarial Liability ®12/31/2009 =OPEBPI2030
4. Long Term Debt obligations: 5. Debt & other long term obligations per capita - compared to the prior year
1 1
1 1
1 M Other claims & contingencies 1 m Other claims &
contingencies
1
) B Uninsured losses 1 H Uninsured losses
1
1 m Landfill closure & postclosure 1 = Landfill closure &
0 care 0 postclosure care
0 B Employee compensated 0 B Employee compensated
0 absences 0 absences
0 B Structured debt 0 M Structured debt
0 0 0 0 0 0 0

Commentary:

For more information on our unit's finances, contact ENTER NAME at (XXX) 111-2222.



