CHARLES L. CUNNINGHAM

2332 Vernell Way

Round Rock, Texas 78664

May  10, 2004

Mr. Frank Salvato, City Manager

City of Taylor

400 Porter St.

Taylor, TX 76574

2004-05 OPERATING BUDGET PREPARATION AND RELATED SERVICES:    

CITY OF TAYLOR

Mr. Salvato:

Thank you for allowing me the opportunity to present this proposal to provide consultancy services in preparation of the 2004-05 Operating Budget for the City of Taylor (“The City”). The “annual operating budget ” is perhaps the single most important management tool used by local governments to deliver public services to its citizens. By prescribing the quantity, distribution and use of all resources of The City for the coming fiscal year, the budget essentially codifies the scope and level of services to be provided for the twelve months beginning October 1st. Having participated in preparation of the City’s budget over the last seven years, I am in a unique position to provide valuable assistance in this critical process. If the Council is interested in availing themselves of the services offered below, I would be pleased to work with them, you and The City staff in preparing this important document for the 2004-05 fiscal year.  

Because these consultant services involve delivery of documents or performance of certain activities on a pre-determined schedule, the scope and content of their definition are outlined on a monthly basis. The proposed term of the engagement covers a total of four months beginning in the current month of May 2004.  

Consulting services proposed to the City of Taylor shall include the following:

May 2004 - Preparation of baseline data and orientation. 

· Finalize and publish Budget Preparation Manual

· Conduct Orientation Meetings (2)

· Coordinate preparation of year-to-date expenditure reports

· Coordinate compilation of  requests for new programs

June 2004 – Compilation of Straight line Budget Requests and Estimate of Revenue.

· Compile straight line budget (SLB) requests by department for review by City Manager

· Prepare preliminary estimate of revenue collections for all funds including report on impact of freezing tax rate for taxpayers age 65 and older

· Assist in budget sessions with CM and Department Heads

· Recompile SLB based after final review and adjustments by City Manager 

July 2004 – Preparation of Draft proposed Budget and Budget Workshops.

· Prepare draft budget documents in format suitable for review by the City Council.   

- Straight Line Budget

- Capital Improvement Budget (1 year)

- New programs, reclassifications, regradings

- Salary and Benefit programs 

· Assist in Budget Workshops (2)  with City Council

· Recompile Proposed Budget subsequent to review by City Council 

August 2004 - Preparation of Final Proposed and Adopted Budgets.

· Publish proposed budget for citizen review and input.  

· Prepare documents for initial discussions on tax rate and recorded vote. 

· Assist in public hearing on budget and meeting to adopt budget and tax rate. 

· Ensure compliance with Truth In Taxation statutes throughout process.

· Coordinate preparation of final budget amendment for 03-04 and 04-05 adopted budget.  

The number of total billable hours for Budget Preparation Services is 250 hours.  The number of scheduled hours per month for the “Budget Preparation Services” are shown on the attached “Scope of Services” in Exhibit A. For each month and under the general heading of services, the deliverables for that month are shown along with the maximum number of billable hours.  Unused billable hours in a preceding month may not be carried over and billed in the succeeding month. Services under this agreement may be terminated by the The City at anytime with written notice. In the event that termination of services occurs before the end of August 2004, only those services provided up to the date of termination may be billed. The consultant is obligated to turnover any work papers, electronic files or other data to The City, that were prepared from commencement of services to their conclusion.  

Assuming the City decides to initiate this study by May 14, 2004, those items shown in May will be completed by May 28, 2004. The schedule of services for each succeeding month are provided in “Exhibit A”. The list of terms and conditions following the chart in “Exhibit A” outlines anticipated administrative support and other conditions that will be required to bring this project to a successful conclusion.   

Professional fees will be billed on a monthly basis at $50.00 per hour.  Out-of-pocket expenses are included in this hourly rate. Total project budget will not exceed $12,500.

If this proposal is acceptable to you, please execute two copies of this letter, keeping one set for your records and returning the second set to me by mail or in person. Thank you for this opportunity; I look forward to working with you on this important engagement.

Very Truly Yours,

Charles L. Cunningham

ACCEPTED BY:

___________________________________________
___________________________








Date

EXHIBIT A
SCOPE OF SERVICES :

	 Month
	Scope of Work for Consulting Services:
	Deliverables
	Maximum  Billable Hours

	May 2004
	Preparation of Baseline Data and Orientation
	Budget Preparation Manual

Materials for staff workshops

Historical & Y-T-D Expenditure Reports
	      40 hours

	June 2004
	Compilation of Straight Line Budget Requests and Estimated Revenue
	Electronic file containing compiled requests by department for all funds

Preliminary Revenue Estimates

Salary and benefit projections 

Equipment Rental Rates 
	90 hours

	July 2004
	Preparation of Draft Proposed Budget and Budget Workshops
	Proposed Budget Summary:

     - SLB Summary, CIP, New Programs

Budget Workshop Materials (2)


	80 hours

	August 2004
	Preparation of Final Proposed and Adopted Budgets
	Final Draft of Proposed Budget

Budget Ordinances

Final Budget Amendment Ordinance(03-04)

Final Adopted Budget (04-05)
	40 hours


Additional Terms and Conditions:

It is assumed that several members of the City staff including yourself, City Department heads and certain members of the staff of the Department of Finance including but not limited to Starla Hall, Lisa Thompson, Lillie Lawler and Esther Walton will be available to provide input and support services during this project.  While no scheduling problems with regard to the timing or extent of the support expected to be provided is anticipated, the consultant with sufficient written notification to the Project Manager (City Manager) may request adjustments to the due dates of certain documents in the first three months, so long as the scheduled events and documents programmed for the month of August are met. 

It is further assumed that printing of all documents related to this project perhaps with the exception of correspondence between client and consultant will be performed in-house with City facilities, supplies and equipment.  If this is not the case, consultant reserves the right to charge for such out-of-pocket expenses as may be incurred. 
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