Budget Filing Instructions


Filing with the County Clerk

K.S.A. 79-2930(a) requires that all budgets shall be submitted to your county clerk in an electronic format.

What should you do to comply with K.S.A. 79-2930(a)?  Contact your county clerk and find out in what electronic format he wishes for you to submit your budget.


Filing with Municipal Services

K.S.A. 79-2930(b) requires that all budgets shall be submitted to the Director of Accounts and Reports (i.e. Municipal Services) in an electronic format. Also, Municipal Services requires all budgets to be submitted according to ADA compliance standards (that is, at least in pdf format).

What should county clerks do to comply with K.S.A. 79-2930(b) and the ADA compliance standards? Follow the steps below:

1) If the budget is an Excel workbook, create a pdf for each required document within the workbook (ex. Allocation, Schedule of Transfers, General Fund, etc.).
a) If the budget is in pdf format already, then proceed to the next step.
b) If the budget is in a format other than Excel or pdf, change format to pdf.
2) Create a pdf for each required document not found within the workbook (ex. signed certificate, published notice of budget hearing/proof of publication, resolution to exceed RNR approved by the governing body [if applicable], etc.)
3) Combine all required documents into a SINGLE pdf file.
4) Apply website naming convention to pdf file (ex. Saline County, City of Topeka, Westphalia Township Anderson County, Sewer District No 3 Crawford County, USD 348 Baldwin City Recreation Commission, etc.)
5) Email pdf file to Municipal Services (armunis@ks.gov) 
a) If email is not possible, then please insert each budget on a USB flash drive and mail to: 
Office of Accounts and Reports
Municipal Services Section
700 SW Harrison, Suite 300
Topeka, Kansas 66603



Please contact Municipal Services with any questions: armunis@ks.gov or 785.296.8083

July 23, 2026

