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This checklist is intended to help municipalities assess the transparency of their management. As a self-assessment tool, it can help mayors, municipal councils, and administrative heads determine how well they are doing and where they can make progress in establishing more open government. Open and transparent governance builds citizen confidence and trust.

The procedures and practices described in the Questionnaire are based on current best practices: they have been implemented in at least one Bulgarian municipality. The list of practices is not exhaustive and it will be up-dated in the future as new transparency practices emerge. 

We hope this Questionnaire will be a good benchmark for municipal leaders and will promote successful practices of transparent governance.
Please check with ( in the columns “Yes” or “No” the practices and procedures applied in your municipality 

1.
MUNICIPAL COUNCIL

	
	Yes
	No

	There is a clear procedure that allows key actors input to the agenda for the municipal council sessions 
	
	

	The agenda of the sessions is publicly announced at least 7 days in advance 
	
	

	The agenda and schedule of the meetings of the standing committees is publicly announced at least 7 days in advance
	
	

	Space is available in the municipal council meeting hall for citizens and journalists 
	
	

	A procedure for citizens to address the council during sessions on issues of public interest is in place 
	
	

	Full minutes of the council sessions are taken 
	
	

	The individual voting by the council members is recorded 
	
	

	There are clear rules for access of citizens to the minutes of the municipal council sessions 
	
	

	The municipal council regularly checks the status of implementation of the decisions taken and makes the results known to the public 
	
	

	There are formal rules and procedures for participation of citizens and technical experts in the work of the specialized committees of the municipal council 
	
	

	The public is provided access to the names of the municipal council members and the administrative staff of the council and the ways they can be reached
	
	

	The annual schedule of the sessions of the municipal council is well publicized 
	
	

	The annual schedule of the meetings of the standing committees is well publicized
	
	

	The annual schedule for reception hours of the councilors is well publicized
	
	

	The municipal council has adopted a Code of Ethics for elected officials 
	
	

	Ordinances, regulations and decisions of the municipal council of special public importance are adopted at two readings 
	
	

	The municipal council conducts periodic surveys/polls of citizen opinion on matters of public importance 
	
	

	The municipal council reports periodically about its activities before the citizens
	
	

	The municipal council gets feed-back from the citizens through its Web-site 
	
	

	The ordinances and regulations of the municipal council are published in the local media and exposed on information boards
	
	

	The changes in the local legislation are promptly published and announced to the public 
	
	

	The sessions of the municipal council are broadcasted on the local radio/TV
	
	

	The municipal council uses forms of direct democracy (referendums, general assembly and subscriptions) 
	
	


2.
EXECUTIVE TEAM

	 
	
	

	А.  Operational Meetings
	
	

	The schedule of the operational meetings of the executive team is publicly announced 
	
	

	The operational meetings of the executive team are open for journalists 
	
	

	Operational meetings of the executive team, department heads and mayors of mayoralties are held monthly 
	
	

	B. Communications 
	
	

	A system for access to public information is in place
	
	

	The executive team holds regular press-conferences (refers only to larger municipalities)
	
	

	The executive team has a regular block on the air of local media 
	
	

	The municipality has a press-center or a public relations officer 
	
	

	The municipality has an electronic press-center 
	
	

	The municipality operates a “hot line” telephone for citizens 
	
	

	The citizens can send complaints to the municipality via e-mail
	
	

	The municipality has a Web-site 
	
	

	The municipality maintains an Internet forum 
	
	

	The municipality publishes a periodic newsletter 
	
	

	The municipality conducts public surveys/polls on municipal issues 
· On a monthly basis
· Quarterly
· Annually
	
	

	The executive team holds regular meetings/hearings with the citizens 
	
	

	The mayor has reception hours for citizens, including out of the City Hall 
	
	

	The schedule of the executive team reception hours is well publicized
	
	

	The municipality keeps records of:

· Briefings for the media
· Citizen positions and proposals
· Public hearings
	
	

	The municipality keeps registers of:

· Not-for-profit organizations
· Clients
· Vendors
· Regional units of central government agencies 
· Cultural institutions
	
	

	C. Reporting on the work
	
	

	The executive team draws up quarterly reports, which are made known to the public through:

· Meetings in the community
· Local newspapers
· Municipal newsletters
· Local radio and TV
· Internet
	
	

	The executive team reports before the public on a weekly basis about raised revenues and incurred costs 
	
	

	The executive team reports periodically before the municipal council about the activities of the directorates 
	
	

	D. Ethical Conduct and Conflict of Interests 
	
	

	A Code of Ethics of the municipal officials and employees has been adopted 
	
	

	The municipality has an ombudsman 
	
	

	A clear system of formal rules for staff development is in place
	
	

	E. Publicity of Decrees
	
	

	The municipality keeps a public register of the mayor’s orders and decrees
	
	

	The public register is published on the Internet-page of the municipality 
	
	


3.
FINANCIAL MANAGEMENT

	
	Yes
	No

	А. Development, Adoption, Execution and Control of the Budget 
	
	

	A public service needs assessment is made prior to the development of the budget 
	
	

	Statements of the annual objectives and targets are approved and made known to the public 
	
	

	The municipal council and administration develop the budget together 
	
	

	The municipality holds public hearings on the draft budget 
	
	

	An information brochure on the approved budget is published and disseminated 
	
	

	The analysis of the execution of the budget is published 
	
	

	Reports are made on funds attracted and spent under different programs and projects
	
	

	Any up-dating of the budget is made publicly known 
	
	

	The following forms of coordination and communication between the budget executors are applied 
· Letters/instructions 
· Monthly requests 
· Others
	
	

	An improved budget process focused on publicity and transparency is in place 
	
	

	The budget process is based on service performance evaluation 
	
	

	Evaluation criteria for the “additional” budget are in place 
	
	

	B. Setting Local Fees and Service Prices 
	
	

	The draft of the Ordinance of the Municipal Council pursuant to the Local Taxes and Fees Act is subject to public discussion 
	
	

	The affordability of the rates for fees and service prices is assessed 
	
	

	The report on revenue administration is publicly announced 
	
	

	C. Determining Capital Investment 
	
	

	A long-term investment program is developed and made known to the community 
	
	

	The citizens are involved in the development of the program 
	
	

	Public reports are made on any alternative revenue sources
	
	

	A social and economic impact assessment of the program is made and disseminated among the community 
	
	

	The results of the investment policy of the municipality are public 
	
	

	D. Financial Control
	
	

	The criteria for selection of bank, insurance company, financial consultants are publicly announced

	The internal assessment of the results of the implementation of the Financial management and control system is made public 
	
	

	Incentives and sanctions based on achieved results are applied 
	
	

	The results of the external financial audits are made public
	
	


4. SERVICE DELIVERY

	A. Administrative Services

	The complete information on the administrative services (like needed documents, time for delivery and prices) is announced on information boards, published in brochures and on the Web-site of the municipality
	
	

	There is a transparent system for receiving, processing and reporting on citizen complaints, requests, suggestions and notices 
	
	

	Permanent feed-back from citizens is obtained through a book/box for complaints and suggestions
	
	

	A summarized analysis of citizen service delivery and requested complaints is made known to the public
	
	

	 A system for registration and monitoring of the document flow of citizen service requests is in place
	
	

	Specified routes for the service document flows are in place 
	
	

	Electronic exchange of documents is made possible
	
	

	Requests for services can be submitted through the Internet and information on their progress can be obtained from there
	
	

	The municipality has a customer service center 
	
	

	Feed-back on service delivery is obtained from citizens daily through questionnaires 
	
	

	The decisions of the Architectural-experts council are available for the public
	
	

	The municipality has set up service offices in the neighborhoods/mayoralties
	
	

	C. Services for the businesses:
	
	

	The municipality has opened a “Desk for the Entrepreneur” 
	
	

	A public register is kept on the municipal land plots available for commercial use 
	
	

	A public register is kept on municipal premises and sites available for industrial use
	
	

	A list of the places for posting advertising materials is available to the public
	
	

	The contracts for commercial activities are public
	
	

	There is a specialized department in the municipal administration for servicing all businesses and investors 
	
	

	A “business profile” of the municipality has been developed and is made available to all interested investors
	
	

	A public consultative council on local economic development is established
	
	

	The municipality has established a system and clear rules on offering incentives for businesses and investors
	
	

	There is public access to information about municipal resources available for the businesses
	
	


5. PUBLIC PROCUREMENT
	
	Yes
	No

	The municipality provides openness and access of citizens to the procedures pursuant to the Public Procurement Act 
	
	

	The procurement committees involve external experts as observers

	The procurement committees involve trade organizations as observers
	
	

	The procurement committees involve not-for-profit organizations as observers
	
	

	The selection of members of the committees is based on clear formal criteria 
	
	

	Clear rules govern the ratio of different representatives in the committees 
	
	

	Clear criteria for ranking the bids have been developed 
	
	

	The reasons behind the ranking of bids are publicly announced 
	
	

	Outside observers attend the ranking process 
	
	

	Media representatives attend the work of the committees (solicitation of bids, opening of bids)
	
	

	The Initial committee is present when annexes to the contracts   are signed 
	
	

	The results of the monitoring executed on the performance and observance of the signed contracts are public
	
	

	A procedure for prevention of conflict of interests in the selection of members of the committees is in place 
	
	

	Practices preventing lobbying before the announced members of the committees are applied
	
	


6. MUNICIPAL PROPERTY

А. Management
	The municipality keeps a Public Register of municipal real property 
	
	

	The municipality keeps a public register of leased housing stock
	
	

	The municipality keeps a public register of properties leased for non-residential purposes 
	
	

	The municipality keeps a public register of properties designated for concession contracts 
	
	

	The municipality keeps a public register of properties granted under concession contracts and activities for which such contracts are signed 
	
	

	The municipality keeps a public register of leased agricultural land
	
	

	The municipality keeps a public register of unoccupied housing stock 
	
	

	The municipality keeps a public register of unoccupied non-residential properties
	
	

	The municipality keeps a public register of agricultural land 
	
	

	The information about any municipal property leased to political parties and state agencies is publicly available
	
	

	B. Disposal

	A public list of municipal properties offered for sale is maintained
	
	

	A public list of municipal properties offered for extension of building rights is maintained
	
	

	A public list of municipal properties offered for exchange is maintained
	
	

	A public list of municipal properties offered for termination of joint holding is maintained
	
	

	A public list of municipal movable items subject to sale is maintained
	
	

	Formal criteria are in place for determining the membership of the Committee for registering and accommodating (in residential properties) of eligible residents 
	
	

	The rules for the work of the Committee for registering and accommodating (in residential properties) are publicly accessible 
	
	

	Regular public reports are made on the collection of rentals 
	
	

	The obligations of the control officers in the municipal companies are formally determined 
	
	

	C. Commercial Entities where Municipalities hold Interest 

	The financial reports of the commercial entities are public 
	
	

	There exists a formal procedure for election of management and supervisory boards of companies where the municipality is a sole proprietor and for designation of municipal representatives on the boards of companies where the municipality holds shares 
	
	

	The municipal representatives in commercial entities are obliged to inform the municipal council on the activity of said companies 
	
	

	D. Privatization

	There is a municipal Privatization agency or another similar department specialized for privatization (for the larger municipalities)
	
	

	The municipality maintains a public register of all privatized properties 
	
	

	The municipality maintains a public register of all privatized enterprises
	
	

	The public is informed about the results of the post-privatization control 
	
	

	Public pre-solicitation meetings are organized with potential bidders 
	
	


Local Government Initiative (LGI) and the Foundation for Local Government Reform (FLGR) have developed this questionnaire with the help of the Transparency Team, a group of municipal experts of all fields who are committed to fostering transparent and open local government.
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