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Rules for Use of City Funds

To be open and accessible to all voters of the city residing in the ward

To help obtain residents' views of city needs

To provide advice to City Commissions or the City Council relating to community development, housing
programs, the City's Comprehensive Development Plan, waterfront planning activities, and the City
budget.




Examples of Eligible Expenses

o Childcare for meeting » Cash to a person or family
attendees in need
 Advertising or outreach » Charity donations

for promoting meetings
 Supplies or services

. Meeting supplies such as intended to be used next
food or paper products fiscal year



Purchasing Process Overview

Decide as a Ward
how the budget
should be spent

See NPA Budgeting Tool
sheet for assistance
e What goals or projects will
you accomplish this year?
e What vendors/businesses
could you use?

Request for Direct
Payment Form

To avoid personal payment,
submit an NPA Direct
Payment Form to the NPA
Coordinator at least 3 weeks
in advance, including
purchase details and vendor
estimates.

Request for
Reimbursement

Please submit an NPA
Reimbursement Form
with itemized receipts to
the NPA Coordinator for
reimbursement. Checks
will be mailed unless
pickup at City Hall is
requested.

Request Ward
Budget Updates

Request an updated Ward
budget from the NPA
Coordinator at any time during
the year



Ward

Expense Budget
Categories 52,500
JULY AUG SEP QCT NOV DEC JAN FEB MAR APR MAY JUN

Food & Refresh
Advtment

Meeting Facilities

Equipment
Childcare

Qutreach
Other - specify

Total Expenditures $0.00

Budget Remaining $2,500.00




NPA- REQUEST FOR DIRECT PAYMENT

DATE: 04/29/2024

VENDOR NAME: City Market

VENDOR CONTACT: 292-557-7200

REQUESTOR NAME: Jane Doe

REQUESTOR CONTACT: 955-555-5555

WARD NUMBER: °

DESCRIPTION OF REQUEST: Catering Sevices for August Meeting 8/11/24

ITEM/SERVICE EXPENSE CATEGORY AMOUNT

Catering Sves for 50 Food Reim 500.00

tortaL |500.00

-Submit one form per vendor to the NPA Coordinator for approval

-Requests of at least $1,000.00 in goods or $2,500.00 in services must come with at least 3
quotes

attached and a reasoning for selection (price, timeframe, local business, type of service, etc.)
-Requests must be submitted at least 3 weeks before expected payment




REQUEST FOR REIMBURSEMENT:
NPA SUPPORT

DATE: 04/29/2024

CHECK PAYABLE TO: Jane Doe

ADDRESS:

149 Church St

Apt 2

Burlington VT 05401

DESCRIPTION: NPA Request for Reimbursement

WARD NUMBER: 2

Check to be picked up at City Hall:

VENDOR EXPENSE CATEGORY ~ AMOUNT
City Market Food Reim 15.00

Best Buy Other 5.00

John Doe (2 hrs) Childcare 50.00
Seven Days Advertising 30.00

......................................... BT

TOTAL $100.00

-Email this completed form and an itemized receipt for each

purchase to the NPA Coordinator for approval.

-Eligible expense categories include: Food Reimbursement,

Advertising, Room Rental, Childeare, 'Other’.

-Checks can be picked up at 3rd Floor of City Hall for prompter payment




End of Fiscal Year

Please submit all reimbursement
paperwork in order for CEDO

to allow for last minute budget usage

June expenses need discussion with NPA
Coordinator due to tight deadline.




