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[bookmark: _Toc23855674][bookmark: _fs_a6DNVLTELUy50g8DhIeChQ]Overview

	[bookmark: _Toc23855675][bookmark: _fs_SlopcYlIUytrHE274oTDw]Introduction 
	The Mill Levy Certification Application was created to streamline the submission of Mill Levies from the Tax Districts to Douglas County Government.  The new process is automated and allows you to submit your tax levy information from a secure interface into the Mill Levy Certification Application.  You will have the ability to instantly check, validate, and certify your data before submission.   



	[bookmark: _Toc23855676][bookmark: _fs_LA6Pu53eUWkwPgnbFJEiw]Learning Objectives 
	[bookmark: _fs_a9CMY8nikGkjBg27Ymrdg][bookmark: _Hlk22901316]At the end of the Mill Levy Application training, you will know how to do the following: 

· Login and navigate the application 
· Understand the functionality of each tab and how to input data 
· Understand how to review the summary tab
· How to certify and submit your Tax Districts Mill Levy
· Share your mill levy confirmation with additional recipients



	[bookmark: _Toc23855677][bookmark: _fs_qhQg3SBRUaKsoNu5OYdTw]Authorized User Guidelines 
	To gain access to the application, each Tax Districts will fill out and submit the “Mill Levy Entry Authorization Form” to Douglas County’s Budget Department. Once Authorized, the user will receive an email with their login credentials and a link to the application. 

[image: ]

Authorized Users will have the ability to: 
· Input mill levies into a secure application
· Review the auto populated information from last year’s Mill Levy submission
· Review and add additional Bonds, Contract and Judgements 
· Certify and Submit your Tax District’s mill levies 


[bookmark: _Toc23855678][bookmark: _fs_tHtV5T5xuEutFNDmrLC0TQ]Mill Levy Application Navigation 

	[bookmark: _Toc23855679][bookmark: _fs_NS6aFY64PkqfghAIotFNEA]Login Screen 
	After successfully submitting your “Mill Levy Entry Authorization Form”, you will receive an email with the login instructions and a link to access the application. 
 
· Input User ID and Password
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	[bookmark: _fs_kJDoFg4HbkSviOlyO0G2A][bookmark: _Toc23855680]
Landing Page Overview
	The Landing Page Screen

This is a read only screen, so you will not have the ability to update this screen 

· Start by selecting your Tax District.

[image: ][image: ]

 
Note:  If you have access to multiple Tax Districts, the drop down will display additional selections. Most authorized users will have access to one Tax District.




After selecting your Tax District from the drop-down field, the Gross & Net assessed valuation for current year will auto populate.  You will also see the Governing Body, Local Government, County Tax Entity Code, DOLA LGIF/SID and the Budget/Fiscal Year auto populated as well.  

· Click Proceed to enter your Mill Levy data
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The information appearing on the Landing Page is taken from the corresponding fields in the Mill Levy Entry Authorization Form and from the Assessor’s System.
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	[bookmark: _Toc23855681][bookmark: _fs_a7kq4W8rnDEyzcCGjod7YJQ]Navigation Overview 
	[bookmark: _fs_DrQmvuBYtUWVq9ickQeMkw]Let’s review and discuss each tab of the Mill Levy Certification Application. 
[bookmark: _fs_VlhKDg24HkG9EU9rgQFn2w]
[bookmark: _fs_OGaJDLGdRUa15ZFfoHZQeg]Helpful Tip:  Have a copy of your completed DLG 70 form for reference as we review each tab.  

[bookmark: _fs_rGATQuJ8EEyERIWCjoUJw]Screen Navigation: Use the screen caption below to learn about each section.  

Tax District is visible as you update each tab.
Tabs will light up “Green” as you navigate through each one.
Mill Levy fields are updatable so you can add data from the DLG 70 form.
The Switch Tax District link allows you to go back to the Tax District screen.  This feature allows you to select additional tax districts assigned to you. 
If you have already updated the tabs from a previous session, then you can select “Jump to Summary” to review your submissions in the “Summary” tab. 
The “Next” button allows you to navigate to the next Tab or you can select the Tab you wish to update.  
The “Logout” button can be selected after you have completed your updates or certified your submission. 
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Notable Feature:  The Mill Levy Certification Application auto saves your information as you update each field.  So, there is no need to save after each update.







	[bookmark: _Toc23855682][bookmark: _fs_QrsgWzgEyeKTbWv4B5g][bookmark: _fs_a2aedmGgpjkK6QzJ2Yjdzjw][bookmark: _Toc23855683]General Operating Tab
	[bookmark: _fs_cN4I4Le10KwMY3Kkw8RkA]The General Operating Tab 
[bookmark: _fs_CHwEpL6CMESrbNAc8dIvQ]
The General Operating Tab is where you will input this year’s mill levy and review the mill levies from the previous year.  

Let’s use the numbers below to review each field within this tab. 
 
Previous Years Mill Levy:  Will auto populate from last year
Current Year Mill Levy: You will need to add the mill levy
Tax Credits: Example “TABOR” –You will need to add any tax credits.  The parenthesis around the numbers entered will designate it as a negative number, so you will not need to enter a minus (-), (1.230) is a negative number
Previous Years Revenue – will auto calculate 
Current Years Revenue minus Tax Credit – will auto calculate
[bookmark: _fs_Nv4ALTaDUWq4FIZ49giBg]Capital Expenditures –   Example: Funding to purchase Fire Engines
Refund/abatements – Abatement Recovery Mill Levy
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	[bookmark: _Toc23855684][bookmark: _fs_a3Ra8vCEFU67kH9HaFPSBw]Bonds Tab
	The Bonds Tab allows you to review bonds from the previous year and add a new bond for the current year.  

· [bookmark: _fs_pGyFX3BZ0uwTPLRBnd20A]You can review the Purpose of Issue as listed on your DLG 70 form
· You can review the Mills for the Current Year
· You can add new Bonds by selecting the Add button
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	[bookmark: _fs_OSuShasgUirJl7JcEZRg][bookmark: _fs_a0Iw6Y8xc05rhVA8xOdig]DLG 70 Page 2
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[bookmark: _fs_wbDoLxiH5EaEvIVAu4xaRQ]



	[bookmark: _Toc23855685][bookmark: _fs_lz3F2ydmy06VRye6RABf5A]Adding a Bond
	[bookmark: _fs_IoJ72x97LUyqlJzjfFUpeA]If you need to add a new Bond for this year, then click on the “Add” button. 

[bookmark: _fs_TgFMFJ4VFUuObxjmoj3bg]After selecting “Add” a new screen will open so that you can add the new Bond information.  The required fields will have an (*) and there will be different required fields for “Issued” & “Proposed”. 

Follow the steps below: 
Select the Add button to add a new Bond
Select “Proposed” or “Issued” 
[bookmark: _fs_YdhtxnGukir7uCJtn41fw]Proposed Bonds: Is a Bond in process that has not been officially issued
Issue Bonds:  Is a current bond 
Update the purpose of issue
Add a Series:  Usually the year of issue and possibly a letter “A” or “B”
Add the date of issue
Add the maturity date
[bookmark: _fs_a3DNCEiEfeEWUGLMxdGNNg]Add the levy amount
The Revenue will automatically calculate   
Select “Add” to save it to the Tab
[bookmark: _fs_SbUip9sv20m4AKStnKlPIw]
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	[bookmark: _Toc23855686][bookmark: _fs_ALHp0pUb0S8xHVV66e1yQ]Adding a Bond continued 
	The New Bond will display within the Bond tab

· [bookmark: _fs_jq01oXVCTk2Fao6emHIrLQ]Review the new updated Bond information 
· Compare the new Bond information with your DLG 70 form 



[bookmark: _fs_ulWMGenYqkCpk5YTu18k0A]
[image: C:\Users\RFELTO~1.DCG\AppData\Local\Temp\SNAGHTML9486d8a.PNG]

	[bookmark: _Toc23855687][bookmark: _fs_QNJrpqjhE2c6FO2Bo9jsA]Deleting or Inactivating a Bond
	Bonds can be inactivated or deleted within the Bonds tab.  

[bookmark: _fs_vTvWO0hEIkmO0mRSKzkcPA][bookmark: _fs_V7wRTBOG0mgYXXKZ2cQ5A]If the Bond information was inputted incorrectly then select “Inactivate Fund” If the Bond has reached its Maturity Date, then select “Inactivate Fund” to remove the Bond. If you inputted the incorrect data within the new Bond, then you can select “Delete Fund” and then then follow the Add Bond process again.
[bookmark: _fs_CGgIeMcx80uo70ibwcPM1g]
 [image: ]

Select “Inactivate” or “Delete” and the Bond will be deleted from the screen[image: ]
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	[bookmark: _Toc23855688][bookmark: _fs_a7jClQWc8DkmRIvbTES6MmQ][bookmark: _fs_mRSWkSagtEahfdWoF0eqbA]Contracts Tab
	[bookmark: _fs_F4fj5FIGJ0aEmdm3K52Cg]The Contracts Tab allows you to review the Contracts from the previous year and add a new contract for the current year. 

· [bookmark: _fs_a96Qba9Q3EkaOHpdn5Az1cA]The Purpose of Issue is listed in the first Column
· The Current Year Levy is listed with the Mills – Add your new Mills 
· [bookmark: _fs_H02uCLPwvUSTceO9600ykQ]The revenue for the Current Year is listed in the Revenue Column
[bookmark: _fs_F3UpNCmth0Koxr8r5oH4GA]
[image: C:\Users\RFELTO~1.DCG\AppData\Local\Temp\SNAGHTML95552af.PNG]




	[bookmark: _Toc23855689][bookmark: _fs_NMrzkX9elUWxnKmPxJvYog][bookmark: _fs_YAHPKerLOE6vdcXsNmwu5A][bookmark: _fs_UQowfyJ9kqL5BVR8bAGKA][bookmark: _fs_gqA8Ltximk2vSP0AUbNUhA]Adding a Contract

	Like the Bonds Tab, you can Add a Contract for the Current Year and Delete a Contract that was entered incorrectly.  Contracts that have reached their Maturity date can also be inactivated. 
[bookmark: _fs_mIoixoZmdk67XO0MiEyllw]
[image: ]
[bookmark: _fs_HDqSCB5awU2rsQWoVkL4xQ]
· Follow the same steps for Inactivate and Deletions as you followed for Bonds. 



	[bookmark: _Toc23855690][bookmark: _fs_MxzW3QdgBEediCeTy4o0A][bookmark: _fs_fUcubFX2Ukq3ooXZgReUGw]The Other Tab 
	[bookmark: _fs_WPnsv31WkidgHhRurqSA]The Other Tab allows you to view Other mill levies from the previous year and the mills associated with them.  You can also add new Other mill levies as we discussed in the Bonds and Contracts Tabs.  



[image: C:\Users\RFELTO~1.DCG\AppData\Local\Temp\SNAGHTML9698ae5.PNG]
[bookmark: _fs_NTDQpzuhN0SSiuFQ9X16dA]
	[bookmark: _Toc23855691][bookmark: _fs_cJgyVDmVgkGIn2R7oo191g]Adding a mill levy to the Other Tab
	To add an “Other mill levy” to the Other Tab

· [bookmark: _fs_FvK9XzHRqE2Q1DIiPCF2Tg]Click on Add 
· Update the Purpose
· [bookmark: _fs_E8sAmzLNREmK05IF5eL7mA]Add the Levy
· [bookmark: _fs_TWKy9qgUuN17Hd0hHtlw][bookmark: _fs_a3Eydw3JqE6MjKMoKsCT1g]Click on Add
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	[bookmark: _Toc23855692][bookmark: _fs_QGCVEEyr10u0N2fpl4S8SA]Summary Tab 
	[bookmark: _fs_a9Ma76cvX0kuvHhJr1RsPbg]The Summary Tab allows you to review your Mill Levy data entry before submitting for Certification
[bookmark: _fs_MDlYx3WfiUectu1XBfnKEg] 
· [bookmark: _fs_a4EeTNiuZIki8lDAsxfGEw]Your updated Mill Levy data is displayed below the “Mill Levy” column.
· You can review the Revenue for the Current year. 
· [bookmark: _fs_eRYLPmnaWEGnkwLb9syg]You can see the changes from the previous and current years Revenue figures.
· [bookmark: _fs_CmM9r9DkvUyZfQiJCJKLSQ]If you find the data is incorrect, select the “Previous” Link at the bottom of screen and go back to that tab and correct it.
· If there was a change to the Mill Levy from the previous year, then  you may enter an explanation for the change in the” Explanation of Change” field.
· [bookmark: _fs_ZHhnISU8zECuJFdXfn0mcg]If everything is correct, select the “Submit for Certification” button.







	[bookmark: _Toc23855693][bookmark: _fs_a9ALZb0PMUuj2HI6cmsmg]Submit for Certification 
	[bookmark: _fs_LxMRvkX10ijlkay4DWJ1g][bookmark: _fs_Au9wQEhDmUOhCYyc4neU6g]After selecting “Submit for Certification” from the Summary Tab, you will complete the following steps: 

· [bookmark: _fs_U9wx7s2ap0uXzaqvPGz8CQ]Enter any additional email addresses who should receive the certification email.
· [bookmark: _fs_kEvE8aUxLkuL43yWu9C9Q]Review the disclosure documentation.
· [bookmark: _fs_l1uA0Ds8l0aEZFaG7ydexA]Select the “Certify” button to submit this Year’s Mill Levy to the Douglas County Government.
[bookmark: _fs_Za6r6fpqZEKkspBx7ITA]

[image: C:\Users\RFELTO~1.DCG\AppData\Local\Temp\SNAGHTML69da3e6.PNG]




	[bookmark: _Toc23855694][bookmark: _fs_R73ueMDzoEqRBOjDMsJZng]Not Ready to Submit for Certification
	[bookmark: _fs_WYpDBUlFW0iegEYyaZbJg]When accessing the Submit for Certification screen and you’re not ready to certify: 

· [bookmark: _fs_a4SOqsEvYh02RgeGEZjAaA]Select the following link: To return to the Summary Tab.

[bookmark: _fs_DpgI7Gv9WkWwK5xFtTcxA][image: ]
[bookmark: _fs_ueqvSth4jUGKwRLpog45Ew]

	




	[bookmark: _Toc23855695][bookmark: _fs_uIjg3aPZIUOmoHPwJDQChg][bookmark: _fs_a4ujsUCO0tEWBeG2BtzG6Sg]Certification Email
	After Successfully submitting your Mill Levy for Certification, you will receive a Confirmation Email.  




[bookmark: _fs_RjkgGORIpUGjCzdcgjyKw][image: ]
[bookmark: _fs_MbVgLNNelEmXt1Bp2gTK7A]

[bookmark: _fs_dPyR4c9rqEKW5ramKFGgpw][bookmark: _Toc23855696]User Guide Discussion Topics:
	[bookmark: _Toc23855697][bookmark: _fs_zV6dbwqTzkyotnck0TQyw]Bond Tab 
	[bookmark: _fs_FEsWQZ40Q0mo9fI2PYzAQ]Some of the Tax Districts have provided a single Mill Levy for items that may have multiple funds associated.  
[bookmark: _fs_nZziklv0mxsDUdy1R7dA]
[bookmark: _fs_a90h2ouJp3ESwYGHoK7Qafw]There are examples of Tax Districts that have enter 2 bonds on their DLG 70 form with Bond (A) listed as 7.000 mills and Bond (B) listed as 0.000mills. 
[bookmark: _fs_a3JAkN3mb8UCq6gx3W6SOUA]
· [bookmark: _fs_a23ObWddVjkOKCcmR3fTmTA]The total Mill Levy is 7.000
[bookmark: _fs_lKq5MJLdckiRQV4gIl6wDg]
We recommend you follow the example below when entering the Mills into the Application:   
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	[bookmark: _Toc23855698][bookmark: _fs_pMw1R305okazMzRFtOhBMw][bookmark: _fs_a9W8vjbNtIEq07ijIOBn1pQ][bookmark: _fs_NNKjhUA1C0uNxo2L1qeKLQ][bookmark: _fs_wFXuyNAkkEC4AYxqfSnvw]Explanation of Change 
	After adding the new bonds to the Bond Tab, please access the Summary Tab and add an explanation to the “Explanation of Change” Field

· [bookmark: _fs_UDq3cAGLjUaD7mMNEqVdkg]The Bond Mills for 2018a and 2018b are 2 separate mills that have been calculated and the sum was inputted into the 2018a Bond as 7.000 mills. 
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9.000

change

0.000

NET Assessed: 22,000,000
GROSS Assessed: 23,000,000

County Tax Entity Code: 8000
DOLA LGID/SID: 9876

O A

Revenue
Action
Previous Year Current Year change
Inactivate
$562,300 $325,600 -$236,700 Fund
$198,000 Delete Fund





image16.png
Inactivate

You are Inactivating bond.
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You are deleting current year bond.

B Cancel
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2019 Mill Levy Certification for Budget/Fiscal Year 2020 Email budget@douglas co.us|
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Fire Protection & " proouvesr | curntYear arage [ — anange
EmergencyResons  \ [oiomr s ezt o0y o s 00| peerund |
Jumpto Summary

Previous Switch T/ CONTRACTS*:

3. Purpose of Contract: Fire Protection & Emergency Response
Title: Intergovernmental Agreement
Date: 12/18/2017
Principal Amount: 1,980,020
Maturity Date: 07/14/2021

DLG 70 Section: Contracts Le‘,y: 10.000

Revenue: 220,000

4. Purpose of Contract: School - Sewer & Drainage Improvements
Title: Intergovernmental Agreement
Date: 03/26/2018
Principal Amount: $538,625
Maturity Date: 04/08/2021
Levy: 3.25

Revenue: §71,632
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Add New Contract x

Proposed Q) Issued

Purpose Of Issue:| Fire Protection & Emergency *
Title{ Intergovernmental Agreeme| *
Dater| 12/18/2017 *
Principal Amount:| 1980020 *
Maturity Dateq 07/14/2021 *
Levy: 10.000 *
Revenue: $220,000 *

1 Clear
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DEMO - TAX DISTRICT ADMINISTRATOR
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2018 Mil Lovy Certfiction for BudgetiFiscal Year 2020 . sedgmgos e
ToxDig ats Choie ToxDistict o o e

Purpose Of Issue
Loy Revenue

Current vear Previous Year current vear change

= 522000 522000

Judgement - Landscaping

PPURPOSE (sec end notes fr dfinitions and examples) LEVY? REVENUE?
. General Operating Expenses” 5.023 110,506

. <Minus> Temporary General Property Tax Credit/
Temporary Mill Levy Rate Reduction' 1.230 §< 527,060

DLG 70 Section: Other

SUBTOTAL FOR GENERAL OPERATING: 3.793 i 83,446

. General Obligation Bonds and Interest” 23.800 $523,600
. Contractual Obligations™ 13.256 $291,632
. Capital Expenditures"
. Refunds/Abatements™

. Other" (specify): Judgment -Landscaping
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Add New Other

Revenue: $46,200 *
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Certification
Submit Certification
A confirmation email with complete details will be sent to DEMO - TAX DISTRICT

ADMINISTRATOR choicecitizens@gmail.com. If you would like to send a copy of the
confirmation email to additional recipients, add them here:

JohnCert@gmail.com Email:
Name: rfelton@douglas.co.us Email:
Name: Email:

By certifying you are validating all information is correct, accurate, and you have authorization to
submit this data on behalf of the tax district. This action officially certifies the following Mills to be
You will not be able to make further changes
once you certify.

On behalf of Residents Choice 1ax District, with a Net Assessed Value of 22,000,000, hearb
certify a total Mill Levy of 37.833 yielding a Revenue of $832,326.
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On behalf of Residents Choice Tax District, with a Gross Assessed Value of 22000000, |
hearby certify a total Mill Levy of 37.833 yielding a Revenue of $832,326.

Don't certify just now; return to edit screens
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CERTIFICATION OF TAX LEVIES for NON-SCHOOL Governments

TO: The County Commissioners of Douglas County, Colorado
On behalf of the Urban Drainage & Flood South Platte
the Board of Directors
of the Urban Drainage and Flood South Platte

Hereby officially certifies the following mills GROSS assessed valuation: $4.887.489.290.00

to be levied against the taxing entity’s GROSS.

assessed valuation of:

Note: [fthe assessor certified a NET assessed valuation
(AV) different than the GROSS AV due toa Tax NET assessed valuation: $4.866.819.380.00
Increment Financing (TIF) Area the tax evies must be
calculated using the NET AV. The taxing entify’s total
property tax revenue vill be derived from the milllevy
‘mulfplied against the NET assessed valuation of

Multi TaxAuthority for budget/fiscal year 2020

PURPOSE LEVY REVENUE

1. General Operating Expenses 01 mills $74%6.682.00

2. <Minus> Temporary General Property Tax Credit 0.006 mills $ 29.201.00

5. Capital Expenditures 8.888 mills $ 43,256,291.00
6. Refunds/Abatements mills s

TOTAL: mills $

‘THIS SECTION APPLIES TO TITLE 32, ARTICLE 1 SPECIAL DISTRICTS THAT LEVY TAXES
FOR PAYMENT OF GENERAL OBLIGATION DEBT (32-1-1603 C.R.S.). Taxing entities that are

‘special Districts or Subdistricts of Special Districts must certify separate mill levies and revenues to the
Board of County Commissioners, one each for the funding requirements of each debt (32-1-1603, CR.S.)
Use additional pages as necessary. The Special District's or Subdistrict’s total levies for general obligation
bonds and total levies for contractual obligations should be recorded on Page 1, Lines 3 and 4 respectively.

CERTIFY A SEPARATE MILL LEVY FOR EACH BOND OR CONTRACT:
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2019 Mill Levy Certification for Budget/Fiscal Year 2020

Email: budget@douglas.co.u

Tax District : Castle Oaks Metro District 3

General operating [IUEIER contracts
Purpose Of Issue Series
Series 201760
Refunding Limited Tax Bonds

General Obligation
- Infrastructure

General Obligation
- Water

« Previous Switch Tax District

Other | Summary

Date Of Issue Coupon Rate (%)
12/28/2017 0.05
10/07/2019 3
10/07/2019 3

Maturity Date
Previous Year
12/01/2047 50.855
10/25/2021
10/25/2021

Levy

Current Year

NET Assessed: 8,293 230
GROSS Assessed: 8,293,230

7.000

0.000

Revenue
change Current Year
$596,421
7.000 $58,053
0.000 50

change

$596,421

958,053

County Tax Entity Code:
DOLALGIDISID: 6

Inactivate Fund

Delete Fund

Delete Fund

Jump to Summary,
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2019 Levy Certification for Budget/Fiscal Year 2020 Email. budgel@douglag CO.US
Tax District : Castle Oaks Metro District 3 NET Assessed: 8,23.230 County Tax Entity Code
‘GROSS Assessed: £.203.230 DOLALGIDISID: 6

A

PURPOSE Mill LEVY REVENUE
Previous Year Current Year Change Previous Year Current Year Change
General Operating Expenses 2422 mills $51.861 $51.861
Temporary General Property Tax Credit mills
SUBTOTAL FOR GENERAL OPERATING: 4422 0.000 mills. 0.000 551,861 S0 $51.861
General Obligation Bonds and Interest 50.855 7.000 mills 7.000 $596,421 $58,053 $654,474
Contractual Obligations 0.000 0,000 mills 0000 s0 s0 50
Capital Expenditures mills
Refunds/Abatements mills
Other 0.000 0,000 mills 0000 s0 s0 50
TOTAL 55.277 7.000 mills 7.000 $648,282 558,053 706,335

Explanation of Change

If you wish to explain changes, please enter explanation here





