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Question

Comments

Yes

Does your municipality maintain an up-to-date municipal website containing at minimum the
following: past three years adopted budgets; the current year's proposed budget {including the
full adopted budget for the current year when approved by the governing body); most recent
annual financial statement and audits; notification(s) for solicitation of bids and RFPs; and
meeting dates, minutes and agendas for the governing body, planning board, board of
adjustment and all commissions?

Yes

Has your municipality filed a copy of all current shared service agreements and amendments
thereto, for which it provides a shared service, along with the estimated savings for each party,
with the Division as required by N.J.S.A. 40A:65-4b (excluding cooperative purchasing
agreements governed by the Local Public Contracts Law)?

county snow plowing

Yes

If a final judgment has been entered against the municipality in a legal matter such as a tax
appeal, tort claim, or contractual dispute, and there is no further adjudication, or if the
municipality reached a final settlement of a legal matter in the past year, has your municipality
satisfied its obligations under the final judgment or settlement in a timely fashion pursuant to
its terms? This question cannot be answered “Yes” if your municipality has satisfied a judgment
or settlement but additional interest and/or other penalties have been imposed for
noncompliance with its terms. This question does not apply to claims adjudicated or settled by
the municipality's JIF or insurance carrier.

Yes

The Local Government Ethics Law, designed 1o ensure fransparency in government, requires
jocal government officers to file Financial Disclosure Forms. Compliance by local elected
officials is particularly important. Have all of your local elected officiajs filed their Financial
Disclosure Farm in 2018 that covers the 2017 calendar year?

Yes

If the amount of a final judgment not covered by a JIF or an insurance carrier exceeds the
amount of reserves set aside through prudent fiscal planning, has your municipality submitted a
timely refunding bond application to the Local Finance Board in order to satisfy the judgment?
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Answer Question Comments
Has your municipality adopted a written vehicle use policy prohibiting personal use of municipal
No vehicles except for commuting? Only answer "N/A" if your municipality does not have any

municipally-owned vehicles.

Having conducted a review of several LOSAP Programs across the State, on June 30, 2015 the
Office of the State Comptroller issued a report raising concerns about LOSAP program oversight
and contributions not being made in compliance with applicable rules and regulations. Local

7 Yes Finance Notice 2016-3 discusses the report’s findings and provides updated guidance on LOSAP
administration. If your municipality administers a LOSAP Program, have relevant officials
reviewed LFN 2016-3 to ensure compliance with the LOSAP statute and implementing
regulations?

Did your municipaiity file its Annual Financial Statement (AFS) with DLGS by the statutory

Y
e deadline (Which may include the extended deadline of February 26, where applicable)?

Have all audit findings from the 2017 audit been identified in the corrective action plan? Please
Yes list the date the corrective action plan was submitted to DLGS under Comments. Only answer  |11/1/2018
"N/A" if there were no audit findings in the 2017 audit.

Have all audit findings from the 2016 audit been and addressed such that they are not repeated
No in the 2017 audit? If not, please list any repeat findings under Comments. Only answer "N/A" if
there were no audit findings in the 2017 audit.

Purchase orders not approved at
time of ordering

Has your municipality received its completed audit for the preceding fiscal year within the
statutory timeframe, and confirmed that its auditor has filed a certified duplicate copy of the

No audit report with the Division? You may only answer this question “N/A” if the Director
expressly granted an extension in response to a governing body resolution petitioning for
same.

Ves Did your municipality file its Annual Debt Statement for the preceding fiscal year with the
Division no later than lanuary 31 or luly 31, as appropriate?

Yes Is your municipality fully compliant with all outstanding debt disclosure obligations as contained

in Local Finance Notice 2014-097
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Answer

Question

Comments

Yes

The “Director's Ratio” {the average ratio of assessed to true market value) for each municipality
as determined by the Director of the Division of Taxation, in the Table of Equalized Valuations
promulgated annually pursuant to N.J.S.A. 54:1-35.1. A Director's Ratio of lower than 85
percent generally reflects inequitable assessments and the need for revaluation. N.J.A.C.
18:12A-1.14. If the ratio of assessed values to market values in your municipality is presently
less than 85%, has your municipality retained an assessor, issued an RFP for revaluation
services, or voted to conduct a revaluation within the next two years?

Yes

Effective for CY2017/5FY2018 and CY2018/SFY2019 municipal budgets, the annual maximum
contribution a municipality can appropriate for use by its volunteer fire companies or board of
fire commissioners pursuant to N.J.S.A. 40A:14-34 is $150,750. In any municipality where
there are more than three volunteer fire companies or fire districts, the governing body may
appropriate an additional $50,000 annually for each additional volunteer company or fire
district. At least 50% of the municipality’s annual appropriation must be used by a volunteer
fire company or board of fire commissioners for the purchase of fire equipment, materials and
supplies. N.J.5.A. 40A:14-34 requires the volunteer fire company or fire district to provide the
municipal governing body, on an annual basis, an accounting of the use of all municipal funds.
See Local Finance Notice 2017-6R for further details. Is your municipality obtaining from each
volunteer fire company or fire district an accounting of the use of all municipal funds?

Yes

Did your municipality introduce and adopt its current year budget no later than the dates
required by law or extended by the Director in Local Finance Notice 2017-267? This question
may only be answered N/A if your municipality is under State Supervision or was instructed by
the Division to delay budget adoption.

No

Revenue earned from construction code enforcement fees must be dedicated to enforcing the
UCC. N.J.A.C.5:23-4.17 and 4.18 and Local Finance Notice 2017-15 establish detailed
parameters governing municipal construction code fees. Can your municipality certify that its
UCC enforcement fees do not exceed the level necessary?
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Answer

Question

Comments

Yes

Bid Prequalification standards can comprise an anti-competitive practice. to ensure a fair and
open process, state law requires the Director of the Division of Local Government Services to
approve all prequaiification regulations enacted by contracting units subject to the Local Public
Contracts Law. Is your municipality compliant with the obligations set forth in N.JJ.S.A. 40A:11-
25, including seeking Director approval prior to implementing and enforcing all prequalification
regulations? “N/A” is only applicable where the municipality has not adopted any
prequalification reguiations.

Yes

Does your municipality publish the required notices regarding professional services contracts to
keep the public informed about the cost of professional services?

Yes

N.J.S.A. 34:13A-8.2 requires public employers, including municipalities, to file with the Public
Employment Relations Commission (PERC} a copy of all contracts negotiated with public
employee representatives. This includes, but is not limited to, collective bargaining
agreements, memoranda of understanding, contract amendments, and "side letter” or "side
bar" agreements. Copies of same may be emailed to contracts@perc.state.nj.us. Has your
municipality filed all current contracts with PERC?

Yes

Has your municipality taken measures to prevent employee discrimination and promote equal
pay for all groups protected under the Law Against Discrimination (N.J.S.A. 10:5-1 et seq.} in
light of the “Diane B. Allen Equal Pay Act” (P.L. 2018, c. 9), which greatly increases municipal
liability for the failure to assure such protections?

Additional Best Practices

Yes

Has your municipality explored shared service opportunities with other local governments
{including boards of education)} within the past year? in the Comments section, please identify
all shared service opportunities explored, whether an agreement resulted and, where no
agreement was reached, the reason(s) why.
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Have sufficient reserves been allocated towards satisfying any potential final judgment or
23 Yes settlement in a legal matter that is presently ongoing, including toward any deductible

reguirement imposed by the municipality’s IF or insurance carrier?
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Answer

Question

Comments

Yes

Does your municipality add a fringe benefit value to the gross income reported on the
employee’s W-2 for employees authorized to use municipal vehicles for commuting to/from
work (unless the vehicle meets the "qualified non-personal vehicle” criteria specified by the
IRS)? Only answer "N/A" if your municipality does not have any municipally-owned vehicles.

NIA

Within the past year, has your municipality’s governing body assessed the authority or
authorities it has created to ascertain whether they continue to serve the public interest and
are more efficient than other means of providing the same services and/or financing public
facilities?

N/A

Have the governing body’s findings and conclusions from the annual review of its authorities
been discussed as a public agenda item at a scheduled governing body meeting?

N/A

Has the governing body’s findings and conclusion from the annual review of its authorities been
incorporated into the publicly available meeting minutes? {Please identify the meeting date

under "Comments.")
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Answer

Question

Camments

N/A

Payments In Lieu of Taxes (PILOTs) are often used to spur economic development. It is
imperative that municipalities monitor PILOT agreements to ensure recipients comply with all
agreement terms, including timely payment and reporting. Does your municipality have an
appropriate official designated to monitor exemptions granted pursuant to the Long-Term
Exemption Law, N.J.S.A. 40A:20-1 et seq., and Five-Year Exemptions/Abatements granted
pursuant to N.J.S.A. 40A:21-1 et seq.?

N/A

Does your municipality have a documented process for ensuring compliance with the terms of
each PILOY agreement?

Yes

In the past year, has your municipality analyzed whether changes to its master plan and zoning
ordinances could improve flood and storm resiliency? For towns that
have experienced repeated or extended power outages in the past few years, please note in the
comments whether public utilities have improved a} communications and b) performance in
responding to those outages.

Yes

If your engineer, planner, or land use board has recommended changes as part of the
municipality’s review of its master plan and zoning ordinances for flood and storm resiliency, is
there a plan to implement the recommended changes? Please answer “No” or “Prospective” if
your municipality has not reviewed its master plan and zoning ordinances to analyze whether
changes could improve flood and storm resiliency.

Yes

Has your municipality designated at least one staff member or consultant for community and
economic development? One example would be a liaison designated to engage with
businesses, developers, and investors to solicit redevelopment proposals.

Yes

Does your municipality regularly coordinate planning, zoning, and development review
activities (e.g. interdepartmental meetings)?

Yes

Does your municipality actively maintain an inventory of blighted and vacant properties that
would benefit from redevelopment?
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Answer

Question

Comments

Yes

Does your municipality have a current community and/or economic development plan with
established metrics?

Yes

Does your municipality regularly review and measure progress toward the development goals
set forth in its community and/or economic development plan?

Yes

Does your municipality’s capital improvement program coordinate the replacement of
infrastructure to avoid disturbance of recent capital projects and avoid duplicated efforts?

Yes

Is your municipality dedicating sufficient revenues to fund maintenance, repair and
replacement of environmental and transportation infrastructure?

39

Yes

Municipalities are encouraged to investigate all available grant opportunities; however, certain
grants require commitment of matching funds, staffing levels, etc. For each grant accepted
within the past year, have each grant's benefits exceeded or are they expected to exceed the
actual and/or potential costs of the grant.

Yes

While the issuance and renewal of bond anticipation notes can be a reasonable and prudent
financing mechanism, failing to take advantage of low interest rates on permanent financing
can cause municipalities to incur unnecessary carrying and issuing costs. Has your municipality
evaluated its outstanding bond anticipation notes and developed a strategy to move toward
permanent financing?

Yes

Local Finance Notice 2018-13 discusses the Local Finance Board’s recent adoption of
regulations permitting all local units, county colleges, and schoo! district boards of
education/boards of trustees to use standard electronic funds transfer (EFT) technologies for
payments. Has your municipality’s chief financial officer and head procurement official
reviewed this Notice with the governing body to determine where the use of electronic
payment methods could benefit the municipality?

Yes

Has your municipality assessed whether the Local Finance Board’s adopted EFT regulations
require changes in the municipality’s current claims payment procedures as pertain to
electronic payment methods?
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Question

Comments

43

Yes

Does your municipality have a professional or professionals capable of evaluating and
recommending PILOTSs assess the utility and value of a PILOT before formalizing negotiations
and entering into a PILOT agreement?

Yes

Other states such as California and Florida have enacted Property Assessed Clean Energy (PACE)
legislation that authorizes municipalities to establish programs for public or private fina ncing of
energy, water and storm resilience projects through the use of voluntary special assessments
for certain property owners. There is currently a bill pending before the New Jersey Legislature,
$-1611, that would authorize these PACE programs in New Jersey. Is this something that your
municipality would take advantage of?

Yes

Does your municipality have a professional planner on staff?

Yes

The New Jersey Infrastructure Bank (NJIB, formerly NJEIT) offers low-cost financing to local
governments to reduce the cost of transportation and environmental infrastructure projects. If
your municipality will require financing for such projects, will it consider financing through
NJIB?

Prospective

Have you evaluated the SALT Charitable Contribution Law {P.L. 2018, c.8) and considered its
implementation?

N/A

Does your municipality buy hybrid vehicles in all cases except where no hybrid is available that
meets the municipality's needs? You may respond "N/A" only if the municipality does not own
any vehicles.

N/A

Does your municipality own any electric vehicles?

Yes

Is your municipality adhereing to the mandatory, proven emergency procurement standards to
ensure a process that minimizes costs to the municipality?

Prospective

Has your municipality adopted and implemented a more restrictive pay-to-play ordinance than
the state's pay-to-play laws?

Yes

Does your municipality only provide health care benefits for full time employees and officials
{ie: >30 hours per week)? Only answer "yes" if no part-time elected or appointed officials
receive health benefits. If your municipality has part-time elected or appointed officials who
elect to take State Health Benefits Program (SHBP) health benefits {or receive a waiver for not
doing s0) by virtue of serving in their position continuously since May 21, 2010, you must
answer "No".
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Question

Comments

53

Yes

Does your municipality have a policy that fixes the reimbursement rate for full-time employees
who waive benefits at the lesser of 25% or $5,000, after deducting the employee's required
contribution from the premium cost?

Yes

The Fair [abor STandards ACT{FISAT IS a Tederal law that establishes MINMUum Wage, OVertime
pay, recordkeeping, and child labor standards affecting full-time and part-time workers in the
private sector and in Federal, State, and local governments. The law requires that overtime pay
must be paid for all hours over 40 hours in a work week except for those employees classified
as exempt and thus not entitled to overtime. Management employees such as elected officials,
managers/administrators, municipal clerks, CFOs, public works superintendents, police chiefs
and other department heads are typically classified as having exempt status and thus not
entitled to overtime pay. Other municipal employees may also be classified as exempt under
the FLSA {(you should consult with labor counsel for more detailed guidance). Does your
municipality refrain from paying overtime to employees who are classified as exempt under the

ElSA?D

Yes

Does your municipality ensure that employees complete and file standardized forms to verify all
employee time worked (e.g. time cards, electronic time keeping)?

Yes

Does your municipality maintain centralized records accounting for all employee leave time
earned and used?

Yes

Are all employee time and attendance documentation reviewed and independently verified
before payroll/processing?
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Has your governing body reviewed the municipality’s policies on the use of criminal history
Yes when making personnel decisions, to ensure that it does not violate Title Vil in light of the 2017
amendments to the Local Budget Law (P.L. 2017, c. 183)?

Does your municipality have an established, documented process requiring department heads
Yes to submit notice of outside employment to the municipality prior to undertaking that
employment?

Upon receiving a notice of outside employment from a department head, does your

ves municipality's human resources office or equivalent assess whether a conflict of interest exists?
Employee personnel manuals serve as a valuable tool to convey a municipality’s policies,
procedures and benefits. Many insurance carriers encourage the adoption of such a document
and offer discounted rates for their use. These publications should review employees’ rights
and obligations in areas ranging from discrimination, safety, violence, and harassment to
Yes barbara

vacation and sick days, holidays, use of municipal vehicles, smoking and political activity, among
others. Has your municipality adopted or updated an employee personnel manual by
resolution or ordinance within the last five years? If yes, please provide in the Comments
section the date of the meeting during which the persennel manual was adopted.

Opportunity Zones Survey

If your municipality is on the list found in Column K, also answer the questions below. If not, please ignore and proceed to row 223:

The Opportunity Zones program was enacted as part of the 2017 federol Tax Cuts and Jobs Act and is designed to drive long-term capital investments into low-

income rural and urban communities. This federal program provides opportunities for private investors to support investments in distressed communities

through participation in Qualified Opportunity Funds.

This survey is intended to gauge the needs, priorities, and capacities of municipalities with designated Opportunity Zones, to aid the State in helping these
communities attract locally-appropriate businesses, investment, and development and make the most of their Opportunity Zone designations.
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Question

Comments

Yes

N.J.S.A. 34:13A-8.2 requires public employers, including municipalities, to file with the
Public Employment Relations Commission (PERC) a copy of all contracts negotiated with
public employee representatives. This includes, but is not limited to, collective bargaining
agreements, memoranda of understanding, contract amendments, and "side letter" or
"side bar" agreements. Copies of same may be emailed to contracts@perc.state.nj.us. Has
your municipality filed all current contracts with PERC?

No

Has your municipality adopted a written vehicle use policy prohibiting personal use of
municipal vehicles (except for commuting), and providing that employees authorized to
use such vehicles for commuting to/from work have a fringe benefit value added to the
gross income reported on the employee’s W-2 (unless the vehicle meets the "qualified
non-personal vehicle" criteria specified by the IRS)? Only answer "N/A" if your
municipality does not have any municipally-owned vehicles.

Yes

Active monitoring management of a municipality’s ratable base is fundamental to helping
ensure fiscal stability. There should be communication with the municipal tax assessor to
ensure that the municipality has sufficient time to factor potential exposure to tax appeal
judgements into their budgetary planning. Does your municipality have an established
written policy requiring its tax assessor to notify the chief financial officer and the

governing body of all tax appeals upon filing, but no later than June 1st each year? The
policy should, at minimum, require the assessor's report to break down by property class
the number of pending appeals, the current assessed value, and the reduction in assessed
value if all appeals were successful. If there are appeals for which complete information is
unavailable as of June 1, those appeals should be reported as information becomes
available. Only answer "N/A" if your municipality is in Gloucester County (county
assessor pilot program) or participates in the Monmouth County assessment
demonstration program.
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Yes

Does your municipality maintain an up-to-date municipal website containing at minimum
the following: past three years adopted budgets; the current year's proposed budget
(including the full adopted budget for the current year when approved by the governing
body); most recent annual financial statement and audits; notification(s) for solicitation of
bids and RFPs; and meeting dates, minutes and agendas for the governing body, planning
board, board of adjustment and all commissions?

Yes

The “Director's Ratio” (the average ratio of assessed to true market value) for each
municipality as determined by the Director of the Division of Taxation, in the Table of
Equalized Valuations promulgated annually pursuant to N.1.S.A. 54:1-35.1. A Director's
Ratio of lower than 85 percent generally denotes lack of uniformity in assessments and
indicates a need for revaluation. N.LLA.C. 18:12A-1.14. |f the ratio of assessed values to
market values in your municipality is presently less than 85%, has your municipality at
minimum awarded a contract for the updating of tax maps and earmarked funds in its
budget for the hiring of relevant firms and/or professionals?

Yes

The Local Government Ethics Law, designed to ensure transparency in government,
requires local government officers to file Financial Disclosure Forms. Compliance by local
elected officials is particularly important. Have all of your local elected officials filed their

Financial Disclosure Form in 2017 that covers the 2016 calendar year?

Yes

While outside employment by municipal officials can sometimes be acceptable, it is
imperative that no conflicts of interest impinge on municipal governance. Does your
municipality have 1) an established documented process requiring department heads to
submit notice of outside employment, and 2) upon receiving such notice, does your
municipality have a documented process within its human resources function to
determine whether or not a conflict of interest exists?
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N/A

WTENy TUNTCIPANTIES TIave Createl O OF NoTE utnorias [ICruarmg Mre ursIrTeTS, UHIes
authorities, redevelopment authorities, housing authorities, port authorities, etc.) to
provide greater focus and attention on addressing a public need, or to reduce governing
body burdens. While creation of an authority is often appropriate, and many authorities
successfully fulfill their missions, autherities with weak membership or insufficient local-
level maonitoring can become wasteful, inefficient and unresponsive to the public they
serve, N.J.S.A. 40A:5A-20 allows a local governing body to dissolve an authority subject to
certain parameters and with Local Finance Board approval. Municipalities should at least
annually assess the authority or authorities they created and publicly discuss their findings
and conclusions. Findings and conclusions should address whether their existing
authorities 1) continue to serve the public interest, and 2) are more efficient than other
potential alternatives in providing services and financing public facilities. Within the past
year, 1) has the above-referenced discussion appeared as a listed agenda item on a

scheduled governing body meeting, and 2) do the findings and conclusion appear in
publicly-available meeting minutes? Please identify the meeting date under

L apopeegeer et

Yes

Audit findings address areas needing improvement. Ignoring these findings devalues the
process; therefore, municipalities should correct noted deficiencies. Have all audit findings

from the 2015 audit been 1) identified in the corrective action plan and 2) addressed such
that they are not repeated in the 2016 audit? If the answer is no, please list the repeat
findings, along with the date the corrective action plan was submitted to DLGS, under
Comments. Only answer "N/A" if there were no audit findings in 2014.

N/A

Payments In Lieu of Taxed (PILOTs) are often used as a tool for economic development. [t
is imperative that municipalities monitor PILOT agreements to ensure recipients
complying with all agreement terms, including but not limited to timely payment and
reporting. Does your municipality 1) have an official designated to monitor exemptions
granted pursuant to the Long-Term Tax Exemption Law (N.J.S.A. 40A:20-1 et seq.) and Five-
Year Exemptions/ Abatements granted pursuant to N.J.S.A. 40A:21-1 et seq., and 2) have
in place a documented process for ensuring compliance with the terms of each PILOT
agresment?
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Yes

N.J.S.A. 40A:5-4 requires municipalities to complete their annual audit for the preceding
fiscal year within 6 months after the close of their fiscal year. Further, N.J.S.A. 40A:5-6
requires the municipality’s auditor to submit a certified duplicate copy of the audit report
and recommendations with the Division within 5 days after filing the original with the
municipal clerk. Has your municipality received its completed audit for the preceding
fiscal year within the statutory timeframe, and confirmed that your auditor has filed a
certified duplicate copy of the audit report with the Division? You may only answer this
question “N/A” if the Director expressly granted an extension in response to a governing
body resolution petitioning for same.

Yes

Pursuant to N.J.S.A. 40A: 2-40, the chief financial officer each municipality shall, before the
end of the first month of the fiscai year, file its Annual Debt Statement with the Division of
Local Government Services. The annual debt statermnent must be filed electronically
following the procedure described in Local Finance Notice 2013-3. Did your municipality
file its electronic Annual Debt Statement for the preceding fiscal year with the Division no
later than January 31 (July 31 for SFY municipalities)?

Yes

While the issuance and renewal of bond anticipation notes can be a reasonable and
prudent financing mechanism, failing to take advantage of low interest rates on
permanent financing can cause municipalities to incur unnecessary carrying costs and
inflated costs of issuance. Has your municipality evaluated its outstanding bond
anticipation notes and developed a strategy to move toward permanent financing?
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Comments

NIA

Pursuant to N.J.S.A. 40A:11-25, the Director of the Division of Local Government Services
must approve all prequalification regulations enacted by contracting units subject to the
Local Public Contracts Law. Prequalification requirements can be fixed according to
experience, financial ability, capital, and equipment. Absent Director approval, bid
prequalification regulations are of no force and effect and may not be required as a
condition of bid acceptance on any public contract. Local Finance Notice 2016-12 goes
into further detail concerning prequalification regulations under the Local Public Contracts
Law. Is your municipality following the process set forth in N.J.S.A. 40A:11-25, including
seeking Director approval prior to implementing and enforcing all prequalification
regulations? “N/A” is only applicable where the municipality has not adopted any
prequalification regulations.

Yes

N.J.A.C. 5:30-3.8(a) requires that the introduced annual municipal budget incorporate a
User-Friendly Budget section. s your municipality providing the public with its introduced
User-Friendly Budget at least one week prior to the date of the public hearing on adopting
the annual budget?

Yes

Unless the Director sets forth a later date pursuant to N.J.S.A, 40A:4-5.1, N.LSA

40A:4-5 requires that calendar year municipalities approve their introduced budgets no
later than February 10 (or August 10 for state fiscal year municipalities) and N.J.S.A. 40A:4-
10 requires that calendar year municipalities adopt their budgets no later than March 20
(or September 20 for state fiscal year municipalities}). Did your municipality introduce
and adopt its current year budget no later than the dates provided by law or as extended
by the Director in Local Finance Notice 2016-207? This question may only be answered
N/A if your municipality is under State Supervision or if the Division instructed the
municipality to delay budget adoption.
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Comments

No

Does your municipality exclude from healthcare coverage part-time elected and appointed
officials {less than 35 hours per week)? Only answer "yes" if no part-time elected or
appointed officials receive health benefits. If your municipality has part-time elected or
appointed officials who elect to take State Health Benefits Program (SHBP) health
benefits {or receive a waiver for not doing so) by virtue of serving in their position
continuously since May 21, 2010, you must answer "No". If you answered "No", please
list in the Comments section the name and title of each elected or appointed official
receiving either health benefits or a waiver payment in lieu of health benefits.

Mayor F. Valenzuela

Yes

Is your municipality collecting at least the amount set forth by the Chapter 78 Grid for
health benefit contributions {or 1.5% of base salary, whichever is greater) for all officers
and employees?

Yes

Payments for waivers filed before May 21, 2010, and maintained continuously since,
cannot exceed fifty percent (50%) of the amount saved by the local unit as a result of the
employee’s waiver of coverage. For waivers filed on or after May 21, 2010, which is the
effective date of P.L. 2010, c. 2, payments cannot exceed the lesser of twenty-five percent
(25%} of the amount saved by the local unit as a result of the waiver, or $5,000. When
calculating an employee’s waiver payment, the local unit must deduct the employee’s
healthcare contribution obligation from the total premium cost. Local units have sole
discretion as to whether or not to offer employees payments for waiver of health benefits,
and may offer waiver payments lower than the statutory maximum. Health benefit waiver
payments are statutorily excluded from collective bargaining. See Local Finance Notices
2010-12 and 2016-10 for further discussion on health benefit waiver payments. Does your
municipality 1) refrain from paying waiver payments in excess of the statutory maximum;
2) deduct employee healthcare contribution chligations from the total premium cost
when calculating waiver payments; and 3) refrain from incorporating healthcare waiver
payments in any labor agreement? “N/A” is only applicable where the municipality has a
policy of not making payments in lieu of health benefits.
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Quaestion

Comments

Yes

The Fair Labor Standards Act (FLSA) is a federal law requiring that overtime pay must be
paid for all hours over 40 hours in a work week except for those employees classified as
exempt and thus not entitled to overtime. Management employees such as elected
officials, managers/administrators, municipal clerks, CFOs, public works superintendents,
police chiefs and other department heads are typically classified as having exempt status
and thus not entitled to overtime pay. Other municipal employees may also be classified
as exempt under the FLSA {you should consult with labor counsel for more detailed
guidance}. Exempt status would also preclude overtime pay for time worked during
emergencies, attendance at night meetings and participation in training sessions.
Compensated leave time in lieu of cash payments is considered to be a form of overtime
pay uniess such leave is utilized in the same pay period. Does your municipality refrain
from paying overtime to employees classified as exempt under the FLSA?

Yes

For any employees covered by a collective bargaining agreement, has your municipality
instituted a policy to not compensate said employees for sick leave accumulated after a
certain date? If such provisions were imposed by an arbitrator in binding arbitration but
the municipality is seeking to eliminate such a contractual obligation through coliective
bargaining, your answer can be “N/A”. If answering "N/A", the municipality must identify
under “Comments” each such provision imposed by an arbitrator, along with the status of
the collective bargaining negotiations to eliminate each such provision.

Yes

Has your municipality instituted a written policy to not compensate non-union employees
for sick leave accumulated after a certain date?

Yes

Has your municipality adopted an ordinance, resolution, regulation or written policy
eliminating longevity awards, bonuses or payments for non-union employees?
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Answer

Question

Comments

Yes

For any employees covered by a collective bargaining agreement, has your municipality
eliminated all longevity awards, bonuses or payments for employees hired on or after a
specified date, and refrained from increasing any longevity awards, bonuses or payments
for emplovees hired before a specified date? The answer to this question can be "N/A" if

such provisions were imposed by an arbitrator in binding arbitration but the municipality is
seeking to eliminate such a contractual obligation through collective bargaining. If
answering "N/A", the municipality must identify under “Comments” each such provision
imposed by an arbitrator, along with the status of the collective bargaining negotiations to
eliminate each such provision.

Yes

Employee personnel manuals or handbooks serve as a valuable tool to convey a
municipality’s policies, procedures and benefits. Many insurance carriers encourage the
adoption of such a document and offer discounted rates for their use. These publications
should review employees’ rights and obligations in areas ranging from discrimination,
safety, violence, and harassment to vacation and sick days, holidays, use of township
vehicles, smoking and political activity, among others. Has your municipality adopted or
updated an employee personnel manual/handbook by resolution or ordinance within the

last five years? If yes, please provide in the Comments section the date of the meeting at

which the personnel manual was adopted or updated.
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0 Select
20 Yes
2 No
3 N/A
25 Total Answered:
23 Score (Yes + N/A)
92%

Score %

Chief Administrative Officer's Certification

1 hereby certify that the information provided in this Best Practices Inventory is accurate Certification #(s)
to the best of my knowledge.
Date

Name & Title

Chief Financial Officer's Certification

I hereby certify that the information provided in this Best Practices Inventory is accurate

Certification #(s)

to the best of my knowledge.

Name

Date

Municipal Clerk's Certification

[ hereby certify that the Governing Body of the <insert Municipality> in the County of

<insert County> discussed/will discuss the CY 2017/SFY 2018 Best Practice Inventory as

completed herein at a public meeting on <insert date>, with the Inventory results, and the

certification thereof by the Chief Administrative and Chief Financial Officers, respectively, to

Certification #(s)

be stated in the minutes of said public meeting.

Name

Date
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Answer

Question

Comments

ed = "Yes; "No"; "N/A answers permitted

reen = Only "Yes" and "No" answers permitted

Question |Table of Weblinks
12 hitp: /fwww ni gov/dca/divisions/digs/ifns/13/2013-3.pdf
14 hitp.//www.ni.gov/dcal/divisions/dlgs/ifns/16/2016-12.pdi
16 hitp:/fwww.ni.gov/dca/divisions/dlgs/lins/16/2016 20.pdf
19 hitp:/fwww.ni.gov/dca/divisions/dlgs/ifns/10/2010-12.doc
19 hitp://www . ni.gov/dealdivisions/dligs/iing/16/2016-10.pdf
Score |Aid Withheild
21-25 |No Penalty
16-20 |25% of final CMPTRA and ETR payment withheld
11-15 |50% of final CMPTRA and ETR payment withheid
6-10 |75% of final CMPTRA and ETR payment withheld
0-5 100% of final CMPTRA and ETR payment withheld
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Question

Yes

Has your municipality 1) explored all potential shared service opportunities; and 2) filed a
copy of all shared service agreements presently in effect for which it provides the service,
along with any amendments thereto, with the Division (excluding cooperative purchasing
agreements governed by the Local Public Contracts Law)? In the Comments section,
please identify all explored all potential shared service opportunities, whether an
agreement resulted and, where no agreement was reached, the reason(s) why.

county health services, building inspectors

No

Has your municipality adopted a written vehicle use policy prohibiting personat use of
municipal vehicles {except for commuting), and providing that employees authorized to
use such vehicles for commuting to/from work have a fringe benefit value added to the
gross income reported on the employee's W-2 (unless the vehicle meets the "qualified
non-personal vehicle" criteria specified by the iRS)? Only answer "N/A" if your
municipality does not have any municipally-owned vehicles.

No

Active monitoring management of a municipality’s ratable base is fundamental to helping
ensure fiscal stability. Does your municipality have an established written policy requiring
its tax assessor to notify the chief financial officer and the governing body of all tax
appeals upon filing, but no {ater than June 1st each year?
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Answer

Question

Comments

Yes

Does your municipality maintain an up-to-date municipal website containing at minimum
the following: past three years adopted budgets; the current year's proposed budget
{including the fuli adopted budget for the current year when approved by the governing
body); most recent annual financial statement and audits; notification{s) for solicitation of
bids and RFPs; and meeting dates, minutes and agendas for the governing body, planning
board, board of adjustment and all commissions?

Yes

A municipality's participation in FEMA's National Flood Insurance Program Community
Rating System can lead to significant flood insurance premium reductions for its
homeowners. An explanation of the program may be found on FEMA's website at
http://www.fema.gov/national-flood-insurance-program/national-flood-insurance-
program-community-rating-system, and more information on how the NIDEP's statewide
CRS coardinator can assist with improving your rating can be found at
http://www.nj.gov/dep/floodcontrol/about.htm. Does your municipality have, or has your

municipality made an application to FEMA for, a Community Rating System ranking of at
least Class 97
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Answer

Question

Comments

Yes

The “Director's Ratio” (the average ratio of assessed to true market value) for each
municipality as determined by the Director of the Division of Taxation, in the Table of
Equalized Valuations promulgated annually pursuant to N.J.S.A. 54:1-35.1. A Director's
Ratio of lower than 85 percent generally denotes lack of uniformity in assessments and
indicates a need for revaluation. N.J.A.C. 18:12A-1.14. |f the ratio of assessed values to
market values in your municipality is presently less than 85%, has your municipality at

minimum awarded a contract for the updating of tax maps and earmarked funds in its

budget for the hiring of relevant firms and/or professionals?

Yeas

The Local Government Ethics Law, designed to ensure transparency in government,
requires local government officers to file Financial Disclosure Forms. Compliance by local
elected officials is particularly important. Have all of your local elected officials filed their

Financial Disclosure Form in 2016 that covers the 2015 calendar year?

No

While outside employment by municipal officials can sometimes be acceptable, it is
imperative that no conflicts of interest impinge on municipal governance. Does your
municipality have 1) an established documented process requiring department heads to
submit notice of outside employment, and 2) upon receiving such notice, does your
municipality have a documented process within its human resources function to
determine whether or not a conflict of interest exists?
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Answer

N/A

Question

Comments

[ TOTTTY TITOTICIP TS 1Tave Created ONE O TTOTE aUTNoTTiES TNCIIOME TITE STPICTS,; GUTes
authorities, redevelopment authorities, housing authorities, port authorities, etc.) to
provide greater focus and attention on addressing a public need, or to reduce governing
body burdens. While creation of an authority is often appropriate, and many authorities
successfully fulfill their missions, authorities with weak memhership or insufficient locai-
leve! monitoring can become wasteful, inefficient and unresponsive to the public they
serve. N.J.S.A. 40A:5A-20 allows a local governing body to dissolve an authority subject to
certain parameters and with Local Finance Board approval. Municipalities should at least
annually assess the authority or authorities they created and publicly discuss their findings
and conclusions. Findings and conclusions should address whether their existing
authorities 1) continue to serve the public interest, and 2) are more efficient than other
potential alternatives in providing services and financing public facilities. Within the past
year, 1) has the above-referenced discussion appeared as a listed agenda itemon a
scheduled governing body meeting, and 2} do the findings and conclusion appear in
publicly-available meeting minutes? Please identify the meeting date under

roammaontc!
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Answer

Question

Comments

Yes

Audit findings address areas needing improvement. ignoring these findings devalues the
process; therefore, municipalities should correct noted deficiencies. Have all audit findings

from the 2014 audit been 1) identified in the corrective action plan and 2) addressed such

that they are not repeated in the 2015 audit? #f the answer is no, please list the repeat

findings, along with the date the corrective action plan was submitted to DLGS, under
Comments. Only answer "N/A" if there were no audit findings in 2014.

N/A

Payments In Lieu of Taxed (PILOTs) are often used as a tool Tor economic development. Tt
is imperative that municipalities manitor PILOT agreements 1o ensure recipients

complying with all agreement terms, including but not limited to timely payment and
reporting. Does your municipality 1} have an official designated to monitor exemptions
granted pursuant to the Long-Term Tax Exemption Law {N.1.S.A. 40A:20-1 et seq.) and Five-
Year Exemptions/ Abatements granted pursuant to N.J.S.A. 40A:21-1 et seq., and 2} have
in place a documented process for ensuring compliance with the terms of each PILOT
agresment?

Yes

N.JL.S.A. 40A:5-4 requires municipalities to complete their annual audit for the preceding

fiscal year within & months after the close of their fiscal year. Further, N.1.S.A. 40A:5-6
requires the municipality’s auditor to submit a certified duplicate copy of the audit report
and recommendations with the Division within 5 days after filing the original with the
municipal clerk. Has your municipality received its completed audit for the preceding
fiscal year within the statutory timeframe, and confirmed that your auditor has filed a
certified duplicate copy of the audit report with the Division? You may only answer this
question “NfA" if the Director expressly granted an extension in response to a governing
body resclution petitioning for same.

Yes

Pursuant to N.LS.A. 40A: 2-40, the chief financial officer each municipality shall, before the
end of the first month of the fiscal year, file its Annual Debt Statement with the Division of
Local Government Services. The annual debt statement must be filed electronically
following the procedure described in Local Finance Notice 2013-3. Did your municipality
file its electronic Annual Debt Statement for the preceding fiscal year with the Division no

later than January 31 (July 31 for SFY municipalities}?




Best Practices Worksheet CY 2016/SFY2017

Rochelle Park Township {Bergen)

0254

Please see Color Key at bottom of sheet for limits on answers

Answer

Question

Comments

Local Finance Notice 2014-09 contains important information about the need for
municipalities that have certain outstanding debt to abide by requirements to annually
disciose certain information with respect to financial conditions. The continuing financial
disclosure obligations are required by federal law and local agreements executed as part
of pastissuances of debt. Failure to comply can result in penalties against local
governments and individual officers responsible for various filings. Failure to comply can
also result in a lack of access to capital markets. Is your municipality up to date and fully
compliant with continuing disclosure obligations as discussed in Loca! Finance Notice 2014-

09?

The Prompt Payment Law, enacted as P.L. 2006 ¢.96, establishes timing standards for the
payment of obligations under a wide range of construction-related contracts. The law
seeks 1o ensure that contractors submitting bills for completed work are paid on a timely,
established schedule, and that the full chain of subcontractors receive timely payment
from their hiring contractor. Local Finance Notice 2006-21 discusses the law and its
impact on local governments. Have your municipality’s claim payment procedures been
reviewed by legal counse] and appropriate municipal staff to ensure compliance with the
Prompt Payment Law?

While the issuance and renewal of bond anticipation notes can be a reasonable and
prudent financing mechanism, failing to take advantage of low interest rates on
permanent financing can cause municipalities to incur unnecessary carrying costs and
inflated costs of issuance. Has your municipality evaluated its outstanding bond

anticipation notes and developed a strategy to move toward permanent financing?
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Answer

Question

Comments

NIA

Pursuant to N.J.S.A. 52:15C-10(a}, municipalities (among other government entities) must
notify the State Comptroller within no later than 20 business days of awarding most
contracts greater than $2 million but {ess than $10 million. For contracts $10 million or
more, N.J.5.A. 52:15C-10(b) requires written notification to the State Comptroller of any
negotiation or solicitation no later than 30 days before advertisement; from which point
the State Comptroller has 30 days to approve the procurement moving forward unless said
period is waived. Further information on the law and applicable forms is available on the
State Comptroller’s website. Did your municipality comply with the notice and approval
provisions of N.J.S.A. 52:15C-10 in the prior year?

Yes

Pursuant to N.J.S.A. 40A:11-25, the Director of the Division of Local Government Services
must approve all prequalification regulations enacted by contracting units subject to the
Local Public Contracts Law. Prequalification requirements can be fixed according to
experience, financial ability, capital, and equipment. Absent Director approval, bid
prequalification regulations are of no force and effect and may not be required as a
candition of bid acceptance on any public contract. Local Finance Notice 2016-12 goes
into further detail concerning prequalification regulations under the Local Public Contracts
Law. Is your municipality following the process set forth in N.J.S.A. 40A;11-25, including
seeking Director approval prior to implementing and enforcing all prequalification
regulations? “NfA” is only applicable where the municipality has not adopted any
prequalification regulations.

Yes

N.L.S.A. 40A:11-5 (a}i) states that, if a municipality utilizes the professional services
exemption from the Local Public Contracts Law, “The governing body shall in each instance
state supporting reasons for its action in the reselution awarding each contract and shall
forthwith cause to be printed once, in the official newspaper, a brief notice stating the
nature, duration, service and amount of the contract, and that the resolution and contract
are on file and available for public inspection in the office of the clerk of the []
municipality...”. With respect to the award of professional services contracts, is your
municipality complying with the above referenced provision of the Local Public Contracts
Law?
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Answer

Question

Comments

dget Preparation and Presentati

Yes

N.JA.C. 5:30-3.8(a) requires that the introduced annual mumapal budget incorporate a
User-Friendly Budget section. Is your municipality providing the public with its introduced
User-Friendly Budget at least one week prior to the date of the public hearing on adopting
the annual budget?

Yes

Unless the Director sets Tforth a later date pursuant to N.L.S.A. 40A:4-5.1, N.J.S.A.

40A:4-5 requires that calendar year municipalities approve their introduced budgets no
later than February 10 (or August 10 for state fiscal year municipalities) and N.J.S.A. 40A:4-
10 requires that calendar year municipalities adopt their budgets no later than March 20
{or September 20 for state fiscal year municipalities). Did your municipality introduce
and adopt its current year budget no later than the dates provided by law or as extended

by the Director in Local Finance Notice 2015-277 This question may only be answered N/A

if your municipality is under State Supervision or if the Division instructed the municipality
jg_dglgi_hudqet adont n.

h Insurance - HI

No

Does your municipality exclude from healthcare coverage part-time elected and appointed
officials {less than 35 hours per week)? Only answer "yes" if no part-time elected or
appointed officials receive health benefits. If your municipality has part-time elected or
appointed officials who elect to take State Heaith Benefits Program (SHBP) heaith
henefits (or receive a waiver for not doing so} by virtue of serving in their position
continuously since May 21, 2010, you must answer "No". If you answered "No", please
list in the Comments section the name and title of each elected or appointed official
receiving either health benefits or a waiver payment in lieu of health benefits.

Kovalcik, councilperson,
Valenzuela,councilperson

Yes

ts your municipality collecting at least the amount set forth by the Chapter 78 Grid for
health benefit contributions {or 1.5% of base salary, whichever is greater) for all officers
and employees?
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Answer

Question

Comments

Yes

Payments for waivers filed before May 21, 2010, and maintained continuously since,
cannot exceed fifty percent (50%) of the amount saved by the local unit as a resuit of the
employee’s waiver of coverage. For waivers filed on or after May 21, 2010, which is the
effective date of P.L. 2010, c¢. 2, payments cannot exceed the lesser of twenty-five percent
{25%) of the amount saved by the local unit as a result of the waiver, or $5,000. When
calculating an employee’s waiver payment, the local unit must deduct the employee’s
healthcare contribution obligation from the total premium cost. Local units have sole
discretion as to whether or not to offer employees payments for waiver of health benefits,
and may offer waiver payments lower than the statutory maximum. Health benefit waiver
payments are statutorily excluded from collective bargaining. See Local Finance Notices
2010-12 and 2016-10 for further discussion on health benefit waiver payments. Does your
municipality 1) refrain from paying waiver payments in excess of the statutory maximum;

2) deduct employee healthcare contribution obligations from the total premium cost

when calculating waiver payments; and 3} refrain from incorporating healthcare waiver

payments in any labor agreement? “N/A” is only applicable where the municipality has a

policy of not making payments in lieu of health benefits.
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Answer

|Persons

Question

Yes

The Fair Labor Standards Act {FLSA) is a federal law requiring that overtime pay must be
paid for all hours over 40 hours in a work week except for those employees classified as
exempt and thus not entitled to overtime. Management employees such as elected
officials, managers/administrators, municipal clerks, CFOs, public works superintendents,
police chiefs and other department heads are typically classified as having exempt status
and thus not entitled to overtime pay. Other municipal empioyees may also be classified
as exempt under the FLSA {you should consult with labor counsel for more detailed
guidance). Exempt status would also preciude overtime pay for time worked during
emergencies, attendance at night meetings and participation in training sessions.
Compensated leave time in lieu of cash payments is considered to be a form of overtime
pay unless such leave is utilized in the same pay period. Does your municipality refrain
from paying overtime to emgployees classified as exempt under the FLSA?

Comments

Yes

For any emplovees covered by a collective bargaining agreement, has your municipality
instituted a policy to not compensate said employees for sick leave accumulated after a
certain date? If such provisions were impaosed by an arbitrator in binding arbitration but
the municipality is seeking to eliminate such a contractual obligation through collective
bargaining, your answer can be “N/A". If answering "N/A", the municipality must identify
under “Comments” each such provision imposed by an arbitrator, along with the status of
the collective bargaining negotiations to eliminate each such provision.

No

Has your municipality instituted a written policy to not compensate non-union employees
for sick leave accumulated after a certain date?

Yes

Has your municipality adopted an ordinance, resolution, regulation or written policy
eliminating longevity awards, bonuses aor payments for non-union employees?
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Answer

Question

Comments

Yes

For any employees covered by a collective bargaining agreement, has your municipality
eliminated all longevity awards, bonuses or payments for employees hired on or after a
specified date, and refrained from increasing any longevity awards, bonuses or payments
Tor employees hired before a specified date? The answer to this question can be "N/A" if
such provisions were imposed by an arbitrator in binding arbitration but the municipality is
seeking to eliminate such a contractual obligation through collective bargaining. If
answering "NfA", the municipality must identify under “Comments” each such provision
imposed by an arbitrator, along with the status of the coliective bargaining negotiations to
eliminate each such provision.

Yes

which the personnel manual was adopted or updated.

sy, ————————————— oo

Employee personnel manuals or handbooks serve as a valuable tool to convey a
municipality’s policies, procedures and benefits. Many insurance carriers encourage the
adoption of such a document and offer discounted rates for their use. These publications
should review employees’ rights and obligations in areas ranging from discrimination,
safety, violence, and harassment to vacation and sick days, holidays, use of township
vehicles, smoking and political activity, among others. Has your municipality adopted or
updated an employee personnel manual/handbook by resclution or ordinance within the

last five years? If yes, please provide in the Commaents section the date of the meeting at
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0 Select
22 - 1Yes
5 - .INo
3 NSA
30 Total Answered:
25  |Score {Yes + N/A)
83% (Score %

Chief Administrative Officer's Certification

I hereby certify that the information provided in this Best Practices Inventory is accurate Certification #(s)
to the best of my knowledge.
Name & Title Date
i
Chief Financial Officer's Certification
[ hereby certify that the information provided in this Best Practices Inventory is accurate Certification #(s)
to the best of my knowledge.
Date

Name

Municipal Clerk's Certification

I hereby certify that the Governing Body of the <insert Municipality> in the County of

<insert County> discussed/will discuss the CY 2016/SFY 2017 Best Practice Inventory as

completed herein at a public meeting on <insert date>, with the Inventory results, and the

certification thereof by the Chief Administrative and Chief Financial Officers, respectively, to

Certification #(s)

be stated in the minutes of said public meeting.

Name

Date
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Answer

Question

Comments

Red = "Yes; "No"; "N/A answers permitted

reen = Only "Yes" and "No" answers permitted

Question |Table of Weblinks

5 http:/fwww fema.govinational-flood-insurance-pragram-community-rating-system
5 hitp:/Ameww . nj.govidep/fioodcontrol/about. him

13 hitp:/Awww. ni.gov/dcaldivisions/digs/ifns/13/2013-3 pdf
14 hitp/Awww.nj.qov/dealdivisions/dlgs/ifns/14/2014-09.pdf
15 hitp://www . ni.govidcaldivisions/digs/ifns/06/2006-21.dec
17 http./fwww.nj.gov/comptroller/compliancefindex.himl

18 hitp:/iwww.nj.qov/dcaldivisions/dlgs/ifins/16/2016-12. pdf
21 hitp:/fwww . nj.govidcal/divisions/digs/ifns/15/2015-27 pdf
24 hitp:/fwww . nj.gov/dcal/divisions/digs/ifns/10/2010-12.doc
24 hitp://www.nj.gov/dcaldivisions/digs/ifns/16/2016-10.pdf
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Answer Question

[General Managemer .
Sharing services has been promoted for many years as a means to control costs. In
addition to sharing resources such as labor, facilities and equipment with a county or with
neighboring communities, shared services include similar agreements with school boards,
independent authorities and fire districts. Shared services do not include cooperative

Yes |purchasing, cooperative pricing or commodity resale agreements. Did your municipality
actively negotiate {i.e. meet with representatives from a neighboring town, your county or
another local unit) and/or enter into at least one new shared service agreement, or
actively negotiate or enter into the renewal of at least one existing shared service
agreement, in the preceding year?

If a final judgment has been entered against the municipality and there is no further
adjudication, or if the municipality reaches a final settiement, has your municipality
satisfied its obligations under a final judgment or settlement in a timely fashion pursuant
to their terms {e.g. tax appeals, tort claims, contractual disputes}? This question cannot be
answered “Yes” if your municipality has satisfied a judgment or settlement but additional
interest and/or other penalties have been imposed as a resuit of noncompliance with the
terms thereof. This guestion does not apply to claims adjudicated or settlied by the
municipality's JIF or insurance carrier.

2 Yes

Has your municipality adopted a vehicle use policy prohibiting personal use of municipal
vehicles (except for commuting), and providing that employees authorized to use such
vehicles for commuting to/from work have a fringe benefit value added to the gross
income reported on the employee’s W-2 {unless the vehicle meets the "qualified non-
personal vehicle" criteria specified by the IRS)? Only answer "N/A" if your municipality
does not have any municipally-owned vehicles.

No

Has the appropriate administrative official reviewed the State Comptroller’s June 25, 2013
Yes JReport on local government legal fees, and does your municipality follow the best
practices outlined in the checklist annexed as an Appendix to the report?




Best Practices Worksheet CY 2015/SFY2016

Rochelle Park Township {Bergen)

0254 Please see Color Key at bottom of sheet for limits on answers

Answer Question Comments

Does your municipality maintain an up-to-date municipal website containing at minimum
the following: past three years adopted budgets; the current year's proposed budget
(including the full adopted budget for the current year when approved by the governing
body}; most recent annual financial statement and audits; notification(s) for solicitation of
bids and RFPs; and meeting dates, minutes and agendas for the governing body, planning
board, board of adjustment and all commissions?

Yes

Does your municipality require its elected officials to attend on an annua!l basis at least
one instructional course covering the responsibilities and obligations of elected officials
{for example: ethics, municipal finance, labor relations, risk management, shared services,
Yes |purchasing, land use administration, personnel, technology etcetera)? This item may be
satisfied either through a course approved for continuing education credit by DLGS, or in-
house education provided by a professional, vendor or staff member {provided they have
significant expertise in their profession and routinely prepare public presentations}.

With regard to your municipality's collective bargaining agreements that replaced
Yes |contracts expiring on or after 1/1/11, is the overall impact of the aggregate economic
costs limited to an average increase of 2% or less per year over the contract term?

A municipality's participation in FEMA's National Flood Insurance Program Community
Rating System can lead to significant flood insurance premium reductions for its
homeowners. An explanation of the program may be found on FEMA's website at
http://www . fema.gov/national-flood-insurance-program/national-fiood-insurance-

Yes |program-community-rating-system, and more information on how the NIDEP's statewide
CRS coordinator can assist with improving your rating can be found at
http://www.nj.gov/dep/floodcontrol/about.htm. Does your municipality have, or is your
municipality in the process of attaining, a Community Rating System ranking of at least
Class 97
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Answer Question Comments

If the ratio of assessed values to market values in your municipality is presently less than

Yes . e . .
65%, is your municipality in the process of conducting a reassessment or revaluation?
The Local Government Ethics Law, designed to ensure transparency in government,

Ves requires local government officers to file Financial Disclosure Forms. Compliance by local

elected officials is particularly important. Have all of your local elected officials filed their
Financial Disclosure Form in 2015 that covers the 2014 calendar year?

Many municipalities have created one or more authorities (including fire districts, utilities
authorities, redevelopment authorities, housing authorities, port authorities, etc.) to
provide greater focus and attention on addressing a public need, or to reduce governing
body burdens. While creation of an authority is often appropriate, and many authorities
successfully fulfill their missions, authorities with weak membership or insufficient local-
level monitoring can become wasteful, inefficient and unresponsive to the public they
Yes |serve. N.JL.S.A. 40A:5A-20 allows a local governing body to dissolve an authority subject to
certain parameters and with Local Finance Board approval. Municipalities should at least
annually assess the authority or authorities they created and publicly discuss their findings
and conclusions. Findings and conclusions should address whether the authority’s
continued existence is appropriate, and whether the authority is appropriately and
efficiently serving its residents. Does the governing body meet at least once annually to
discuss an assessment of the authority or authorities they have created?
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Comments

inance’s k

Yes

Internal accounting control processes, procedures and authorizations are designed to
safeguard assets and to limit the risk of loss or misstatement. 1) Are internal accounting
control processes, procedures and authorizations documented and communicated to staff:

and 2) Does your Administrator/Manager or CFO, as appropriate, evaluate and discuss risk

assessment annually with your governing body or an appropriate subcommittee thereof
(such as the Audit or Finance Committee) with a focus on developing and updating
accounting control processes, procedures and authorizations? If you selected "yes",
please state in the Comment section in the approximate date of the discussion and
whether the discussion was with the governing body or, if with a subcommittee thereof,
name the subcommittee.

February, April, July

Yes

In Local Finance Notice 2007-5, the Division issued guidance concerning the collection and
accounting of fees by mayors for the performance of marriage and civil union ceremonies.
If your municipality’s mayor collects fees for performing weddings and civil unions, are the
guidelines on pages 2 and 3 of LFN 2007-5 being followed?

Yes

Does your municipality have a Finance Committee (or equivalent) made up of one or more
members of the governing body and other appropriate personnel, as may be needed, that
meets at least quarterly and discusses all significant financial issues? If you answer "Yes",
phrase state in the Comment section the approximate date of your municipality’s most
recent Finance Committee meeting.

Apr-15

Yes

Audit findings address areas needing improvement. Ignoring these findings devalues the
process; therefore, municipalities should correct noted deficiencies. Have all audit findings

from the 2013 audit been 1) identified in the corrective action plan and 2) addressed such
that they are not repeated in the 2014 audit? If the answer is no, please list the repeat

findings in the comments section. Only answer "N/A" if there were no audit findings in
2013. If your municipality wishes to appeat the result of this question, the Director shall
determine based on the comment(s) whether the finding(s) is/are sufficiently material to
warrant a "no" answer,
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The CFO should be capable of preparing the annual financial statement, annual debt
statement and budget scheduies. Excessive auditor assistance on these documents could
create a perception that the auditor is not truly independent of the client in auditing the
client’s financial statements. At a minimum, each CFQ should prepare balanced and
reconciled financial records including books of original entry, general ledgers, subsidiary
ledgers and other computer reports that accurately analyze and reflect the municipality's
financial position. These records should have sufficient detail for an accountant with
sufficient knowledge of New lersey's municipal accounting system to extract information
necessary to prepare financial and debt statements. This requires that, within acceptable
tolerance, all financial transactions (cash and non-cash) be posted in the general ledger
and that all general ledger accounts be supported by subsidiary ledgers, reports,
reconciliations or are otherwise analyzed. A "yes" answer is appropriate if 1} your CFO
prepares the annual financial statement, annual debt statement and annual budget, or 2}
your CFO presents balanced and recenciled financial records, or 3} you are retaining
outside assistance to do so from an individual or entity separate from your municipality's
audit firm. Please note that item #2 cannot count as a "yes" answer if the Report of Audit
contains comments and recommendations regarding the General Ledger or Cash Account
balances not being reconciled.

Yes

Grant programs can create a significant burden on a municipality's cash flow if program
expenses are either not timely reimbursed or are charged to other operating accounts
instead of to the grant. Are all grant revenues, along with their corresponding
appropriations, reviewed at least quarterly to determine that all program expenses have
1) been filed for reimbursement and 2) have been properly charged to the grant, with
follow up communication to grantor agencies in instances where payments are delayed?

Yes
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N.J.5.A. 40A:5-4 requires municipalities to complete their annual audit for the preceding
fiscal year within 6 months after the close of its fiscal year. Further, N.).5.A. 40A:5-6
requires the municipality’s auditor to submit a certified duplicate copy of the audit report
and recommendations with the Division within 5 days after filing the original with the

Yes imunicipal clerk. Has your municipality received its completed audit for the preceding
fiscal year within the statutory timeframe, and confirmed that your auditor has filed a
certified duplicate copy of the audit report with the Division? You may only answer this
question “N/A" if the Director expressly granted an extension in response to a governing
body resolution petitioning for same.

For its most recent audit period completed, has the municipality: 1) not had findings
reported in the Schedule of Findings and Questioned Costs related to potential or actual
Yes [questioned costs; or 2} not accrued a liability or made payment to a grantor for
questioned costs or disallowed expenditures; or 3) not been notified of an amount that
must be refunded to a grantor as a result of a contract audit or for any other reason?

Pursuant to N.J.S.A. 40A: 2-40, the chief financial officer each municipality shall, before the
end of the first month of the fiscal year, file their Annual Debt Statement with the Division
of Local Government Services. The annual debt statement must be filed electronically
following the procedure described in Local Finance Notice 2013-3. Did your municipality
file its electronic Annual Debt Statement for the preceding fiscal year with the Division no
later than January 31 {July 31 for SFY municipalities)?

Yes

Local Finance Notice 2014-09 contains important infarmation about the need for
municipalities that have certain outstanding debt to abide by requirements to annually
disclose certain information with respect to financial conditions. The continuing financial
disclosure obligations are required by federal law and local agreements executed as part
Yes [of past issuances of debt. Failure to comply can result in penalties against local
governments and individual officers responsible for various filings. Failure to comply can
also result in a lack of access to capital markets. Has your CFO done all of the following:
{1} reviewed Local Finance Notice 2014-09; and {2} undertaken, or caused to be
undertaken, a review of past compliance with such requirements?
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Is your municipality up to date and fully compliant with continuing disclosure obligations
as discussed in the previous question?
Municipalities and their agencies are allowed to prohibit the award of public contracts to
business entities that have made certain campaign contributions exceeding $300 and to
limit the contributions that the holders of a contract can make during the term of a

Yes [contract to $300. A model ordinance concerning pay-to-play can be found at
http://www.nj.gov/dca/divisions/dlgs/resources/muni_st_docs/ pay_to_play_ordinance-
contractor.doc. Has your municipality adopted a pay-to-play ordinance pursuant to N.J.5.A.
40A:11-51 that is more restrictive than state statutory requirements?

Yes

Pursuant to N.J.5.A. 52:15C-10(a), municipalities (among other government entities) must
notify the State Comptroller within no later than 20 business days of awarding most
contracts greater than $2 million but less than $10 million. For contracts $10 million or
more, N.J.S.A. 52:15C-10(b)} requires written notification to the State Comptroller of any
24 Yes [negotiation or solicitation no later than 30 days before advertisement; from which point
the State Comptroller has 30 days to approve the procurement moving forward unless said
period is waived. Further information on the law and applicable forms is available on the
State Comptrolier’s website. Did your municipality comply with the notice and approval
provisions of N.J.S.A. 52:15C-10 in the prior year?

The Prompt Payment Law, enacted as P.L. 2006 c.96, establishestiming standards for the
payment of obligations under a wide range of construction-related contracts. The law
seeks to ensure that contractors submitting bills for completed work are paid on a timely,
established schedule, and that the full chain of subcontractors receive timely payment
from their hiring contractor. Local Finance Notice 2006-21 discusses the law and its
impact on local governments. Have your municipality’s claim payment procedures been
reviewed by legal counsel and appropriate municipal staff to ensure compliance with the

Pramnt Pavment | aw?
Has your municipality established a chain of command as required by N.J.A.C. 5:34-6.1(b)

to ensure appropriate individuals are in place to determine when emergency procurement
is necessary, and to ensure that the provisions for emergency purchasing set forth in
N.1.S.A. 40A:11-6 are properly implemented?

Yes

Yes
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N.J.S.A. 40A:11-5 (a)(i} states that, if a municipality utilizes the professional services
exemption from the Local Public Contracts Law, “The governing body shall in each instance
state supporting reasons for its action in the resolution awarding each contract and shall
forthwith cause to be printed once, in the official newspaper, a brief notice stating the

Yes |nature, duration, service and amount of the contract, and that the resolution and contract
are on file and available for public inspection in the office of the clerk of the [}
municipality...”. With respect to the award of professional services contracts, is your
municipality complying with the above referenced provision of the Local Public Contracts
Law?
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Answer

Question

{Budget Preparation a

No

in preparing your annual budget it is important for both the governing body and public to
understand the concept of surplus and how it accumulates {(or declines) over the years. A
formal policy regarding surplus serves as a basis for decisions concerning future financial
solvency, and the lack of a policy could lead bond rating agencies to downgrade your
municipality's credit rating. in developing said surplus policy your CFO should analyze and
explain at least a five-year trend of surplus; illustrating the factors causing each annual
increase or decrease. A surplus policy with realistic and sustainable goals can then be
determined. Does your municipality have a written policy goal for the amount of surplus
available in support of municipal operations, and is this goal evaluated annually?

Yes

In preparing your annual budget, it is important that the impact that current budgeting
decisions may have on future years' budgets be presented, evaluated and considered
before the governing body takes final action. Long term plans concerning revenue,
appropriations, tax levy, tax levy cap and surplus are critical to sustaining (or achieving) a
solid fiscal condition. Are budget projections 1} factoring in the impact that the current
year's budget may have on the future tax levy (as restricted by the levy cap) and future
surplus balances for at least two future year's budgets, and 2) are these budget projections

discussed with the governing body?

Yes

Certain municipalities have indirectly pledged prompt payment (i.e. issued a guarantee) of debt
service with respect to debt issued by counties, independent authorities or developers. Bond
Rating Agencies {e.g. Moody's, Fitch, Standard & Poor's) have downgraded certain municipalities'
bond ratings to below investment grade for lack of preparation in the event a lender calls in a debt
guarantee. if your municipality guarantees any debt, are direct service revenues that may be
pledged against debt repayment monitored by the municipal CFO; and to the extent that cash flow
from pledged revenue will not satisfy the debt repayment, are sufficient funds held in reserve to
satisfy the guarantee or is an existing authorization in place to issue debt {e.g. a bond ordinance) in
the event a lender calls in the guarantee?

No

Do elected officials receive a written status report at least quarterly on all budget
revenues and appropriations as they correspond to the annual adopted budget?
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Yes

In developing your multi-year capital plan, is your municipality dedicating sufficient
revenues to fund maintenance, repair and eventual replacement of infrastructure such as
roads, storm sewers, sanitary sewers and water systems?

Yes

N.J.S.A. 40A:4-5 requires that calendar year municipalities approve their introduced
budgets no later than February 10 (or August 10 for state fiscal year municipalities) unless
the Director sets forth a later date pursuant to N.J.S.A. 40A:4-5.1. Did your municipality
approve its introduced current year budget no later than the date provided by law or as
extended by the Director in Local Finance Notice 2014-21? This question may only be
answered N/A if your municipality is under State Supervision.

Yes

N.J.S.A, 40A:4-10 requires that calendar year municipalities adopt their budgets no later

than March 20 (or September 20 for state fiscal year municipalities), unless the Director
sets forth a later date pursuant to N.J1.S.A. 40A:4-5.1. Did your municipality adopt its
current year budget no later than the date provided by law or as extended by the Director
in Local Finance Notice 2014-217? This question may only be answered “N/A” if your
municipality is under State Supervision, or delayed its budget adoption because it

awaited a Division determination concerning a grant award or Transitional Aid award.

No

Does your municipality exclude from healthcare coverage part-time elected and appointed
officials (less than 35 hours per week)? Only answer "yes" if no part-time elected or
appointed officiais receive health benefits. If your municipality has part-time elected or
appointed officials who elect to take State Health Benefits Program (SHBP) health
benefits (or receive a waiver for not doing sc) by virtue of serving in their position
continuously since May 21, 2010, you must answer “No”. if you answered "No", please
list in the Cornments section the name and title of each elected or appointed official
receiving either heaith benefits or a waiver payment in lieu of health benefits.

councilmen: Kovalcik,Valenzuela
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Does your municipality conduct a monthly review of health benefit covered lives itemized
on health insurance invoices to determine that health insurance invoices do not include
employees, former employees, spouses or dependents who should no longer be receiving
coverage?

Yes

Municipalities frequently contract with or designate insurance brokers to secure
healthcare coverage from insurance carriers. Brokers are typically paid by third-party
administrators (TPA’s) hired to coliect, review and pay healthcare bills. The municipality
pays the TPA, who in turn pays the broker. Broker fees are often directly related to the
amount of insurance premiums or fees paid by the municipality {i.e. the higher the
Yes |premium, the larger the broker's commission). Thus, the municipality-broker-TPA
arrangement is vulnerable to abuse because brokers could face conflicting incentives in
seeking lower-cost insurance alternatives. If your municipality contracts with or otherwise
designates an insurance broker, is the structure for broker payments set at a flat-fee
rather than on a commission basis {so as to mitigate the risk of brokers recommending
nsive insurance coverase {o earn higher fees)?

e State Health Benetits Program (SHBP) offers medical, prescription and dental coverage
options for more than 850,000 participants, including employees, dependents and
retirees. All plans have substantial networks of healthcare providers, and provide services
nationwide. 62% of municipalities, and 33% of counties, within New Jersey participate in
SHBP. If your municipality has non-SHBP coverage, as your coilective bargaining
agreements come up for renegotiation, do vour municipality's negotiation proposals seek
contract provisions allowing its employees to be switched to SHBP or another non-SHBP
nlan of lesser cost?

Yes
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Prior to municipal officers and employees being required to substantially share in the cost
of their health benefits, there was no disincentive to officers and employees accepting
coverage even though they had alternative coverage. Many municipalities would offer
payments in lieu of health benefits to encourage officers and employees to voluntarily
drop coverage, provided they had coverage from another source. The policy often saved
money by replacing the expensive cost of providing health care with the less expensive
payment in lieu of health benefits. The need to pay officers and employees money to not
take a health insurance benefit they can receive from another source has lessened,
because the cost of premium sharing will cause officers and employees to drop coverage if
alternative coverage is available. Has your governing body had a thorough and adequate
discussion about its current policy regarding payments in lieu of health benefits, its impact
on the municipal budget, and whether said payments are still warranted? “N/A” is only
applicable where the municipality has a policy of not making payments in lieu of health
benefits.

Yes
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The Fair Labor Standards Act (FLSA) is a federal law that establishes minimum wage,
overtime pay, recordkeeping, and child labor standards affecting full-time and part-time
workers in the private sector and in Federal, State, and iocal governments. The law
requires that overtime pay must be paid for all hours over 40 hours in a work week except
for those employees classified as exempt and thus not entitled to overtime. Management
employees such as elected officials, managers/administrators, municipal clerks, CFOs,
public works superintendents, police chiefs and other department heads are typically
classified as having exempt status and thus not entitled to overtime pay. Gther municipal
employees may also be classified as exempt under the FLSA (you should consult with labor
counsel for more detailed guidance). Does your municipality refrain from paying overtime
to employees who are classified as exempt under the FLSA? In answering this question,

be aware that exempt status would also preclude overtime pay for time worked during
emergencies, attendance at night meetings, participation in training sessions, and police
“off-duty” assignments {a/k/a “Jobs in Blue”). Also, please note that compensated leave
time in lieu of cash payments is considered to be a form of overtime pay unless such leave
is utilized in the same pay period.

N.J.5.A. 34:13A-8.2 requires public employers, including municipalities, to file with the
Public Employment Relations Commission {PERC) a copy of all contracts negotiated with
public employee representatives. This includes, but is not limited to, collective bargaining
agreements, memoranda of understanding, contract amendments, and “side letter” or
"side bar" agreements. Copies of same may be emailed to contracts@perc.state.nj.us. Has
vour municipality filed all current contracts with PERC?

Yes

Yes
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Does your municipality make available to the public free of charge, either through an
Yes [internet posting or on-site review, documents that show the current salaries of all
personnel?

Accurate records of employee time are critical not only for financial accountability, but
also effective management of your workforce. Is your municipality ensuring that 1)
employees complete and file standardized forms, either electronically or by paper, to
verify all employee time worked (e.g. time cards, electronic time keeping); 2) your

Yes [personnel/human resources office maintains records accounting for all employee leave
time earned and used; and 3) supervisors are reviewing and approving/denying employee
time and attendance documentation before those records are submitted to management
and, in the case of department heads, is such documentation reviewed and verified
independently?

Has your municipality instituted a policy to not compensate employees for sick leave

Yes .
accumdulated after a certain date?

Does your municipality have a transitional duty program (light duty) to encourage

No .
employees out on workers compensation to return to work?

‘the State Workers Compensation Law provides that, when an employée receives a work-
related injury producing temporary disability, the employee is entitiled to wage-
continuation equal to 70% of the employee's weekly wages, subject to a maximum
compensation as determined by the Commissioner of Labor. Does your municipality limit
benefits for work-related injuries to the above statutory benefit? The answer to this
question can be "prospective” if such a provision was imposed by an arbitrator in binding
arbitration but the municipality is seeking to eliminate such a contractual obligation
throush collective bareaining

Yes
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47

Yes

The weekly benefit rate provided under the State Temporary Disability Law for a non-worl

related injury is calculated on the basis of claimant's average weekly wage. Each claimant
is paid 2/3 of their average weekly wage up to the maximum amount payable, which is
5604 for disabilities beginning on or after 1/1/15. Does your municipality refrain from
supplementing the Temporary Disability benefit? The answer to this question can be
"prospective” if such a provision was imposed by an arbitrator in binding arbitration but
the municipality is seeking to eliminate such a contractual obligation through collective
bargaining. Only answer "N/A" if your municipality does not participate in the State
Temporary Disability Program.

Yes

Has your municipality adopted an ordinance, resolution, regulation or policy eliminating
longevity awards, bonuses or payments for non-union employees?

49

Yes

For any employees covered by a collective bargaining agreement, has your municipality
eliminated longevity awards, bonuses or payments for employees hired on or after a
specified date, and refrained from increasing longevity awards, bonuses or payments for
employees hired before a specified date? The answer to this question can be
"prospective” if such provisions were imposed by an arbitrator in binding arbitration but
the municipality is seeking to eliminate such a contractual obligation through collective
baregainine

Yes

Employee personnel manuals or handbooks serve as a valuable tool to convey a
municipality’s policies, procedures and benefits. Many insurance carriers encourage the
adoption of such a document and offer discounted rates for their use. These publications
should review employees’ rights and obligations in areas ranging from discrimination,
safety, violence, and harassment to vacation and sick days, holidays, use of township
vehicles, smoking and political activity, among others. Has your municipality adopted or
updated an employee personnel manual/handbogk by resolution or ordinance within the

last five vears? If yes, please provide in the Comments section the date of the meeting
during which the personnel manual was adopted.

March 2013 JIF requirement
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0 Select
455 Yes
5 INo
0 N/A
0 Prospective
50 . |Total Answered:
45 Score {Yes + N/A + Prospective)
90% |Score %
0%  |Percent Withheld

Chief Administrative Officer's Certification

I hereby certify that the information provided in this Best Practices Inventory is accurate Certification #(s)
to the best of my knowledge.
Name & Titie Date

- |Robert Davidsen 10/14/2015
Chief Financial Officer's Certification
I hereby certify that the information provided in this Best Practices Inventory is accurate Certification #(s)
to the best of my knowiedge. n(247
Name Date

|Roy Riggitano : 10/14/2015

Municipal Clerk's Certification

I hereby certify that the Governing Body of the Township of Rochelle Park in the County of

Bergen discussed discuss the CY 2015/SFY 2016 Best Practice lnventory as

completed herein at a public meeting on October 14, 2015 , with the Inventory results, and the

certification thereof by the Chief Administrative and Chief Financial Officers, respectively, to

Certification #(s)

be stated in the minutes of said public meeting.

Name

Date

Eizabeth Kroll

10/14/2018
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Red = Repeat Question; Praspective answers not permitted

Blue = Questions where neither "not applicable” nor "N/A" answers are permitted

Green = Repeat questions where neither "Prospective” nor "Not Applicable" are permitted

No Color = "Yes"; "No"; "Prospective” and "Not Applicable” are all permissible answers

# of Questionsscored | ..
i f Amount of Aid . ) .
yes, prospective, or .. f impact on final 5% aid payment/impact on total aid
P . ” Disbursed
not applicable
41-50 100% No penalty
- T 33-40 B0% Lose 0% which éguals 1% of total aid
2532 50% Lose-48% which-equals-29%-of- totataid
17-24 80 Lose 60% which equals 3% of total.aid
9-16 20% Lose 80% which eguals 4% of total aid
0-8 0% Lose 100% which equals 5% of total aid
Question {Table of Weblinks
4 hitp://ni gov/comptroller/news/docs/press_local_government legal fees.pdf
8 hitp:/Awww.fema.gov/national-flood-insurance-program-community-rating-system

8 hitp:/fwww. nj.gov/dep/floedcontrol/about. htm

13 hitp://www, nj.gov/dcaldivisions/dlgs/ifns/07/2007-5.doc

20 hitp:/Awww . ni.govidealdivisions/dlgs/ifns/13/2013-3.pdf

214 hitp://mww. nj.qov/dcaldivisions/digs/ifns/14/2014-09.pdf

23 hitp:/iwww.nj.gov/dca/divisions/digs/resources/muni st docs/pay to play ordinance-contractor.doc

24 hitp:/Awww. nj. gov/comptroller/compliancefindex. htmt

25 htto:/iwww.nj.gov/dcaldivisions/diqs/ifns/06/2006-21.doc

33 & 34 |hitowww nj.gov/dealdivisions/dlgs/ifns/14/2014-21.pdf




