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North Bay Village
Memorandum

Date: April 13, 2021

To: Mayor, Vice Mayor, and Commission

From: Ralph Rosado, Village Manager

Subject: Budget Amendment
______________________________________________________________________
As per the applicable Code Section §35.21, the Village’s annual budget may be 
amended from time to time in the following manner: 

(A) Minor amendments. Transfers between line items within a departmental budget, or 
decreases in line items, not amounting to more than 5% of the total budget of each 
department, may be made by the Village Manager by written statement describing the 
transfers and the reasons therefore. A copy of such statement shall be filed with the 
Village Clerk and delivered to the Mayor and each of the Village Commissioners. A copy 
shall also be posted at a conspicuous place in Village Hall. The transfers shall become 
effective 14 days after posting, unless within that time, the Mayor or any Village 
Commissioner shall notify the Village Clerk that they wish the transfer placed upon the 
Village Commission agenda for consideration by the Village Commission. Any transfer 
considered by the Commission must be approved by majority vote of the Commission.

(B)   Other amendments. All other budgetary transfers shall be approved by resolution 
of the Village Commission.

(C)   Nothing in this section shall authorize the Village Manager to expend 
unanticipated revenues which may accrue to the Village during the course of the fiscal 
year, unless and until the unanticipated revenues have been budgeted by the Village 
Commission.”

The purpose of this Budget Amendment Procedure Memo and Budget Amendment 
Form is to provide a process for making changes to North Bay Village's budget. This 
policy applies to all departments having funds appropriated in the Annual Budget 
Ordinance.

Departments are responsible for monitoring their budgets and determining if a Budget 
Amendment is necessary. Funds must be available in the appropriate line item prior to 
purchasing of goods or services. Therefore, Budget Amendments must be fully 
processed before purchases are made.

When to initiate a Budget Amendment:



1. Funds need to be transferred from one line item to another line item within the 
Department;

2. Department Budget needs to increase or decrease in total;
3. A new Capital Project is established;
4. A Capital Project’s Budget needs to be increased or decreased;
5. Additional revenues received that the Department anticipates using to fund 

current operations.

Guidelines for completing a Budget Amendment:

1. Departments must use the Budget  Amendment Form (Attached);
2. The “Explanation for Change” Section on the form must also be filled out;
3. The form should be signed by the Department Head and forwarded to the 

Finance Department;
4. Chief Financial Officer or designee will review the Amendment request and 

forward it to the Village Manager or designee;
5. The Village Manager or designee will either approve or deny the request;
6. Budget Amendment requests that increase or decrease the Department’s Budget 

must be approved by Commission.

General Government 

BACKGROUND

The Village’s branding identity is currently limited to its present Village Seal. There are 
no official Village colors, word marks (also referred to as a flat logo), or Village taglines.

A Branding Guide is essential to establish a cohesive and consistent identity for the 
Village. Such guides are standard and affect many aspects of a City’s presence, 
including signage, website design, app design, letterheads, email signatures, social 
media, and more.

Working in conjunction with the Heart of the Bay Task Force— created by the Village 
Commission to discuss opportunities in public relations, positioning, branding, and 
marketing for North Bay Village— Village staff believe it is necessary to establish a 
Branding Guide. 

The Village recently conducted a small survey to understand the direction branding 
should take. The Village Commission and representatives from Village Advisory Boards 
provided branding-related feedback.

The Village requested quotes from vendors not to exceed $10,000.00 to establish 
rebranding identity and campaign development services. The scope of work includes 
the following:

• Branding Style Guide to include a Color Palette, an updated Village Seal, Font 
Package, and Word Marks with Icons for use without the Village Seal

• Tagline Development for North Bay Village
• Templates / Assets (Social Media frames, Office Documents - Letterhead, 

PowerPoint, Memo Sheet, etc.)



FINANCIAL

This Branding Guide was an unforeseen expenditure that is not included in the adopted 
budget. Therefore, the request is to appropriate portions of the following General Ledger 
line items to provide enough funds to cover a branding guide. 

GL Account
GL Account 
Description

Current Budget 
Remaining

Amount for 
Branding

001-71-571-4810  Newsletter PSA $7,751 $3,000 
001-19-519-4809 Advertising $1,825 $500 

001-19-519-5340 

Legislative - Travel 
Conferences and 
Meetings $10,500 $5,500 

001-12-512-5340

Village Manager -
Travel, Conferences 
and Meetings $3,834 $1,000 

Total: $10,000 


