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Form 3 and 4



Agenda

• Form 3: Notice to Taxpayers
• What is the Form 3?
• What information is on the Form 3?
• How do taxpayers view the Form 3?

• Form 4: Ordinance of Appropriations and Tax Rates
• What is presented?

• Best Practices Recommendations
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Form 3
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Form 3: Notice to Taxpayers

The official advertisement that notifies taxpayers of the:
1. Public Hearing date, time, and location.
2. Adoption Meeting date, time, and location.
3. Proposed Budgets, Tax levies, and Appeals.
4. Current Levy.
5. Percentage change in levy.
6. Department estimates for Circuit Breaker and 

Maximum Levy.
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Form 3 – Notice to Taxpayers Section 1

• Form 3 will list the date, 
time, and location of the 
Public Hearing and 
Adoption Meeting

• Form 3 will be pre 
populated with the 
Department estimates 
for Maximum Levy and 
Circuit Breaker.
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Form 3 – Notice to Taxpayers Section 2

• Form 3 will list each Fund, Budget, Levy, Proposed 
Appeal, the Current Year Certified Levy and the 
percentage change in levy from last year to this year.
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Form 3 – Notice to Taxpayers Section 2

• Form 3 lists all of the funds where 
you plan on adopting a budget.

• If you passed a Referendum in May 
or have one on the ballot in 
November, it must be listed here.
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Form 3 – Notice to Taxpayers Section 2

• Form 3 sets the ceiling 
for the maximum budget 
the Department can 
approve.

• Budgets can be reduced 
at Adoption or under the 
1782 Notice period, but 
cannot be increased.
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Form 3 – Notice to Taxpayers Section 2

• Form 3 sets the ceiling 
for the maximum levy the 
Department can approve.

• Levies can be reduced at 
Adoption or under the 
1782 Notice period, but 
cannot be increased.
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Form 3 – Notice to Taxpayers Section 2

• Form 3 sets the ceiling for 
the maximum appeal the 
Department can approve.

• Appeals can be reduced at 
Adoption or under the 
1782 Notice period, but 
cannot be increased.
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Form 3 – Notice to Taxpayers Section 2

• If you plan on applying for 
an Excessive Levy Appeal 
you must list the amount 
you will be requesting on 
the Form 3.

• If you do not list the 
appeal on the Form 3, the 
appeal cannot be applied.
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Form 3 – Notice to Taxpayers Section 2

• Form 3 will be pre-
populated with the 
current year 
certified tax levy by 
fund.

• Form 3 will display 
the % change in levy 
from Current year to 
proposed. 
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Form 3: Notice to Taxpayers

• Form 3 must be submitted a minimum of 10 days prior to 
the Public Hearing.

• There must be a minimum of 10 days between the Public 
Hearing and Adoption Meeting.

• Last day to submit the Form 3 for 2021 budgets is 
October 12.
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Form 3: Notice to Taxpayers

• The Form 3 is formally advertised on line at 
www.BudgetNotices.in.gov by submission in Gateway.

• They can search for Form 3s either by selecting the county or 
typing in their address.
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http://www.budgetnotices.in.gov/


Form 3: Notice to Taxpayers

• Taxpayers and local officials can sign up for email alerts 
by units.
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Form 4
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Budget Form 4 – Adoption

• The adoption ordinance/resolution is printed from 
Gateway and is used to formally adopt the budget. The 
Form 4 includes:
1. Adopting body.
2. Date of adoption.
3. Adopted budgets, levies, and rates.
4. Place for the board to vote on the budget.
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Budget Form 4 – Adoption Section 1



Budget Form 4 – Adoption Section 2

• Form 4 lists the budgets, levies, and rates to be adopted.
• These amounts will pull in automatically from the Form 4B.
• Budgets and levies can be adopted lower than what was 

advertised on the Form 3 but cannot be increased.
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Budget Form 4 – Adoption Section 3
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Budget Form 4 – Adoption

• The signed Form 4 is 
scanned and 
uploaded in this 
section of Gateway 
Budget.
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Budget Form 4 – Adoption

• Select Form 4 from the drop down menu.
• Enter a description.
• Select Choose File and select the Form 4 on your computer.
• Click Submit Signed Form 4 and Other Documents.
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Budget Form 4 – Adoption

• Prior to submission:
• Make sure all board members are listed.
• Make sure all board members who are present at the 

adoption meeting mark their vote.
• Make sure all board members who are present at the 

adoption meeting sign.
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Best Practices
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Best Practices

1. Plan
• Will you be able to hold the Public Hearing and Adoption 

Meeting on regularly scheduled meetings or will you have to 
hold special meetings?

• Will the meetings fall on a holiday?
• Will there be a quorum at the meetings?
• What will be the time table to complete the steps for on time 

submission?
• Start early enough to give yourself time to start over if 

necessary.
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Best Practices

2. If you need to reschedule your meetings loop in the 
Department.

• Meetings must be held on the dates listed on the Form 
3.

• Changes to dates on a submitted Form 3 must be 
made through Gateway.

• The Department can assist with changes in the 
Adoption Meeting.

• Stay in contact with your Field Rep.
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Best Practices

3. Review the percentage change column on the Form 3
• Does the increase/decrease make sense, did you 

expect this change?
4. Review the department estimated Maximum levy

• Is the levy for the Operations Fund on the Form 3 at the 
maximum? Is it on the Form 4?
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Best Practices

5. Compare Form 3 to Form 4
• You will get the lessor of the budget/levy advertised on 

the Form 3 or adopted on the Form 4.
6. Compare last year’s Form 4 and Certified Budget Order to 

current year Form 4. 
7. Review what was uploaded!

• Is this the correct document?
• Is it for the correct year?
• Is it legible?
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