BOARD BUDGET AMENDMENT REQUEST FORM

Please type in the green boxes.

Name of the Person submitting the request:|Jason D. Rivera

Telephone Extension:

APPROPRIATION FROM: Accounts & Amount to be reduced

Account 1
Account 2
Account 3
Account 4
Account 5
Account 6
Account 7
Account 8
Account 9
Account 10

Total

Account 1
Account 2
Account 3
Account 4
Account 5
Account 6
Account 7
Account 8
Account 9
Account 10

Total

FUND  CENTER ACCOUNT PROGRAM  PROJECT CURRENT RECUESTED
XXXX  XXXXXX  XXXXXXX XXXX XXXXXXX BUDGET REDUCTION
(Rounded Up to $10)
0001 114100] 5995010 1008] 0000000 69,610,930 ~235,000
69,610,930 -235,000
APPROPRIATION TO: Accounts & Amount to be increased
FUND  CENTER ACCOUNT  PROGRAM  PROJECT CURRENT REQUESTED
XXXX XK XXXXXXX XXXX XXXXXXX BUDGET e
(Rounded Up to $10)
0001 970001] 5919971 9870] 0000000 4,596,440 178,650
0001 970001| 5919973 9870 0000000 1,868,710 56,350
6,465,150 235,000

Budget Amendment Questions:

Please provide a concise answer to each of the following questions. If any questions are not applicable, enter N/A.

1. Why is this budget amendment required? Provide an explanation indicating why additional appropriation is required
for each of the line items listed in the “APPROPRIATION TO” section.

This is a request for a special budget appropriation to cover the costs of the machine and manual recounts that were required
after the November 6, 2018 - General Election.

2. Why are funds available for realignment? Provide an explanation indicating why funds are available for each of the
line items listed in the “APPROPRIATION FROM” section.

Funds are available in the General Fund Reserve for Contingencies account.




3. Is this amendment related to a previous Board action? (i.e. change order, contract approval, etc.) If so, please
indicate the type of action and date approved.

No

4. For requests submitted after the new year budget development process, is this amendment consistent with the
current year 9/30 projections provided in the budget?

Yes

5. If the amendment is related to the Capital Improvement Program, is this consistent with the multi-year plan and how
will it affect current or future year plans?

N/A

6. If this request is submitted by anyone other than the Department Director, please confirm this amendment has been
reviewed and approved by your Director.

(Type name of Director and date approved)

Deborah Clark, 03/18/2019




General Election RECOUNT COSTS

11/6/2018
Mgr Account Title [ ] Costs Explanations
| Salaries / Personnel [ 1s 178,649.51
5131000 Other Salary/Casual | S 106,298.00
5133000 Other Salary/Election worker S 8,447.35
5140000 Overtime S 40,415.72
5141000 Overtime - Casual Salaries S 23,488.44
Personnel Expenses S  178,649.51
5340000 \Misc. Contractual Services $ 56,433.41
| i Temporary Staff working in Voter Services, Operations, Tabulation
5340000 |ALL |Temporary Services - FS Chapters 97, 98, 101, 102 \ S 48,315.41 (& IT
5340000|KL |Sheriff's Deputies For Elections - FS 101.5612, 102.071 S 8,118.00 |Security @ Election Service Center for Canvassing Board
Operating Expenses 1% 56,433.41
|

Grand Total ' $  235,082.92




Budget Expenditure and Encumbrance FY19 Fund 0001

16-APR-2019
04:14:21
Pinellas County
APR-19
Fund=0001 (General Fund), Center=114100 (Gen Gov't - Non-Program)

5095010 Rsv-Contingencies-Cywide 69,610,930.00 69,610,930.00
s0%60l0Reserve Fund Bal-Coywide 000 24,230,740.00 0.00 000 2423074000 0
CTowlOtheruses 000 9384167000 568 TR
| Towl Expenditures and Other Uses 000 53,841670.00 000 000 5384167000 0
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Budget, Expenditure & Encumbrance by Program FY19 -Fund 0001

21-APR-2019
19:30:15
Pinellas County
APR-19
Fund=0001 (General Fund), Center=114100 (Gen Gov't - Non-Program), Program=1008 (Reserves
Program)

5095010 Rsv-Contingencies-Cywide 69,610,930.00 69,610,930.00
s0%60l0Reserve Fund Bal-Coywide 000 24,230,740.00 0.00 000 2423074000 0
CTowlOtheruses 000 9384167000 568 TR
| Towl Expenditures and Other Uses 000 53,841670.00 000 000 5384167000 0
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Budget Expenditure and Encumbrance (Bgt Ctrl)

FY19 - Fund 0001

Pinellas County 22-APR-2019 02:42:51

APR-19

0.00

Fund=0001 (General Fund), Center=R11410 (General Government-Reserves..)

0.00 93,841,670.00 0

93,841,670.00

0.00 93,841,670.00 0.00 0.00 93,841,670.00 0
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Budget Expenditure and Encumbrance FY19 Fund 0001

16-APR-2019
04:14:21
Pinellas County
APR-19
Fund=0001 (General Fund), Center=970001 (Supervisor of Elections - BCC)

229,820.00 4,596,440.00 3,447,340.00 0.00 1,149,100.00 75

93,440.00 1,868,710.00 1,401,510.00 0.00 467,200.00 75

66,200.00 1,323,980.00 992,980.00 0.00 331,000.00 75
389,460.00 7,789,130.00 5,841,830.00 0.00 1,947,300.00 75
389,460.00 7,789,130.00 5,841,830.00 0.00 1,947,300.00 75
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Budget, Expenditure & Encumbrance by Program FY19 -Fund 0001

21-APR-2019
19:30:15

Pinellas County
APR-19
Fund=0001 (General Fund), Center=970001 (Supervisor of Elections - BCC), Program=9870 (Supervisor of
Elections Program)

229,820.00 4,596,440.00 3,447,340.00 0.00 1,149,100.00 75
93,440.00 1,868,710.00 1,401,510.00 0.00 467,200.00 75

66,200.00 1,323,980.00 992,980.00 0.00 331,000.00 75
389,460.00 7,789,130.00 5,841,830.00 0.00 1,947,300.00 75
389,460.00 7,789,130.00 5,841,830.00 0.00 1,947,300.00 75
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Budget Expenditure and Encumbrance (Bgt Ctrl)

FY19 - Fund 0001

Pinellas County 22-APR-2019 02:42:51

APR-19

Fund=0001 (General Fund), Center=R97001 (Supervisor of Elections..)

389,460.00 7,789,130.00 5,841,830.00 1,947,300.00

389,460.00 7,789,130.00 5,841,830.00 0.00 1,947,300.00 75
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ANALYST & MANAGER CHECKLIST FOR PREPARATION OF AMENDMENTS AND RESOLUTIONS

Begin by determining the overall purpose of the request and the type of action (amendment, resolution)
required. Run the appropriate OPUS reports for the accounts to be modified. Then review the department’s

explanation for its logic and thoroughness. Some of the questions to be considered are:

Analyst
. Isanaction really required to allow expenditures within budgetary levels of control? (not relevant
for Advisory Amendments) X
* Are there better methods available to correct the situation? X
. Isthe proposed action consistent with your knowledge of County policies and the department’s
plans as presented to the BCC? X
* Does the explanation adequately justify the proposed action? X
. Does the department need to provide additional information to explain the request? If so, ask the
department for the information, being as specific as possible. X
. Does the request anticipate future potential needs? If not, should it be revised to provide for the
additional changes? X
¢ Are the accounts identified the appropriate ones for this action? X
- Have all of the consequences of the requested action been considered and addressed? X
Technical considerations: Analyst  Mgr
. The Amendment Request Form on the OMB intranet page must be completed and submitted (by
the dept. or by OMB analyst). X X
¢ Double check spelling and grammar. X X
¢ Use complete sentences. X X
» Follow Granicus style guidelines for dates, etc for_staff reports and resolutions. X X
* Follow OMB style guidelines for dates, etc for amendment spreadsheets. X X
* Double check fund and other names. X X
. Check amounts vs. the original request (if they have changed, make sure background
information explains why). X X
* Double check fund, center, program, (project), and account numbers vs. the OPUS reports. X X
¢ All amounts modifying the budget should be rounded to the nearest $10. X X
* Dollar amounts should be formatted with commas and no decimal places. X X
¢ Manually verify addition and subtraction to ensure that the formulas are working properly. X X
., Printthe completed documents and visually inspect them for consistency in font type and size
and for overall appearance. X X
., Include the language regarding consistency with estimates provided during budget development
if applicable. X n/a
SUPPORTING INFORMATION TO INCLUDE
For all requests: Analyst  Mgr
¢ The original budget Amendment Request Form submitted by the department. X X
. BE&E report(s) reflecting fund, center, program, and account. (Listed in PIN GL Inquiry as BCC
B E&E {fund #} by Program) Use Adobe format. X X
. BE&E Budgetary Control Level report(s) for the relevant centers (Listed in PIN GL Inquiry as
BCC B E&E Bgt Ctrl {fund #s}). Use Adobe format. X X
. Revenue report(s) reflecting fund, center, program, and account, and project if applicable.
(Listed in PIN GL Inquiry as BCC Revenue by Prog/Proj) Use Adobe format. N/A n/a
* For actions following submittal of budget requests, Hyperion and/or OBIEE reports from budget
development to support the statement regarding consistency with current year estimates. N/A n/a
Analyst notes — additional narrative to help explain the proposed action in greater detail than the
« amendment/resolution description. This additional narrative will help orient the reviewers to the
supporting information. N/A n/a
. Spreadsheets, reports, or other explanatory materials necessary to explain the recommended
action. X X
¢ Prior Board resolutions/amendments if necessary to understand the recommended action. N/A n/a
¢ E-mails or other correspondence if applicable. X X
. All statements in the description should be verifiable through the analyst notes, reports,
spreadsheets, or other supporting information. X X
Additional Requirements For Resolutions: Analyst ~ Mgr
» Verify that the statutory reference(s) are correct for the action being recommended. X n/a
., For Public Hearings, make sure that the "Whereas" clause confirming the date of the
advertisement is included on the Resolution form. N/A n/a
For carry-forward resolutions, include both the prior year and current year reports; be sure to
* print the reports on the same day to ensure consistent information on encumbrances and other
postings. N/A n/a
Manager Review - Additional Considerations Mgr
. Review the request from the point of view of an external stakeholder (Commissioner or member
of the public). X
* Are the reasons for the request clear and logical? X
¢ Review the request for consistency with OMB practices. X
* Is the request in the appropriate format (amendment vs. resolution)? X
* Are the accounts appropriate for the requested action? X
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BOARD BUDGET AMENDMENT REQUEST FORM

Please type in the green boxes.

Name of the Person submitting the request:|Don Mello

Telephone Extension:

APPROPRIATION FROM: Accounts & Amount to be reduced

Account 1
Account 2
Account 3
Account 4
Account 5
Account 6
Account 7
Account 8
Account 9
Account 10

Total

Account 1
Account 2
Account 3
Account 4
Account 5
Account 6
Account 7
Account 8
Account 9
Account 10

Total

FUND  CENTER ACCOUNT PROGRAM  PROJECT CURRENT RECUESTED
XXXX  XXXXXX  XXXXXXX XXXX XXXXXXX BUDGET REDUCTION
- (Rounded Up to $10)
0001 114100] 5995010 1008] 0000000 69,610,930 -5,990
69,610,930 -5,990
APPROPRIATION TO: Accounts & Amount to be increased
FUND  CENTER ACCOUNT  PROGRAM  PROJECT CURRENT REQUESTED
XXXX XK XXXXXXX XXXX XXXXXXX BUDGET e
(Rounded Up to $10)
0001 960001] 5919971 9860] 0000000 10,965,920 5,990
10,965,920 5,990

Budget Amendment Questions:

Please provide a concise answer to each of the following questions. If any questions are not applicable, enter N/A.

1. Why is this budget amendment required? Provide an explanation indicating why additional appropriation is required
for each of the line items listed in the “APPROPRIATION TO” section.

This is a request to cover an increase in elected official salary approved by the State.

2. Why are funds available for realignment? Provide an explanation indicating why funds are available for each of the
line items listed in the “APPROPRIATION FROM” section.

Funds are available in the General Fund Reserve for Contingencies account.




3. Is this amendment related to a previous Board action? (i.e. change order, contract approval, etc.) If so, please
indicate the type of action and date approved.

No

4. For requests submitted after the new year budget development process, is this amendment consistent with the
current year 9/30 projections provided in the budget?

Yes

5. If the amendment is related to the Capital Improvement Program, is this consistent with the multi-year plan and how
will it affect current or future year plans?

N/A

6. If this request is submitted by anyone other than the Department Director, please confirm this amendment has been
reviewed and approved by your Director.

(Type name of Director and date approved)

Mike Twitty (Steve Knox) 03/18/2019




Budget Expenditure and Encumbrance FY19 Fund 0001

18-APR-2019
04:12:28
Pinellas County
APR-19
Fund=0001 (General Fund), Center=960001 (Property Appraiser - BCC)

0.00 10,965,920.00 8,230,772.67 0.00 2,735,147.33 75

0.00 328,560.00 246,605.20 0.00 81,954.80 75
0.00 11,294,480.00 8,477,377.87 0.00 2,817,102.13 75
0.00 11,294,480.00 8,477,377.87 0.00 2,817,102.13 75
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Budget Expenditure and Encumbrance (Bgt Ctrl)

FY19 - Fund 0001

Pinellas County 18-APR-2019 02:42:22

APR-19

Fund=0001 (General Fund), Center=R96001 (Property Appraiser..)

11,294,480.00 8,477,377.87 2,817,102.13

0.00 11,294,480.00 8,477,377.87 0.00 2,817,102.13 75
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Budget, Expenditure & Encumbrance by Program FY19 -Fund 0001

17-APR-2019
19:30:15
Pinellas County
APR-19
Fund=0001 (General Fund), Center=960001 (Property Appraiser - BCC), Program=9860 (Property
Appraiser Program)

0.00 10,965,920.00 8,230,772.67 0.00 2,735,147.33 75

0.00 328,560.00 246,605.20 0.00 81,954.80 75
0.00 11,294,480.00 8,477,377.87 0.00 2,817,102.13 75
0.00 11,294,480.00 8,477,377.87 0.00 2,817,102.13 75
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Budget Expenditure and Encumbrance (Bgt Ctrl)

FY19 - Fund 0001

Pinellas County 18-APR-2019 02:42:22

APR-19

0.00

Fund=0001 (General Fund), Center=R11410 (General Government-Reserves..)

0.00 93,841,670.00 0

93,841,670.00

0.00 93,841,670.00 0.00 0.00 93,841,670.00 0
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Budget, Expenditure & Encumbrance by Program FY19 -Fund 0001

17-APR-2019
19:30:15
Pinellas County
APR-19
Fund=0001 (General Fund), Center=114100 (Gen Gov't - Non-Program), Program=1008 (Reserves
Program)

5095010 Rsv-Contingencies-Cywide 69,610,930.00 69,610,930.00
s0%60l0Reserve Fund Bal-Coywide 000 24,230,740.00 0.00 000 2423074000 0
CTowlOtheruses 000 9384167000 568 TR
| Towl Expenditures and Other Uses 000 53,841670.00 000 000 5384167000 0
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345215
345220
345225
345230
345260
345235
345240
345245
345255
345270
345250
345265

COMMISSIONS DUE FOR THE 2019 FISCAL Yt

2017 TAXES LEVIED

2019 APPROVED BUDGET

1,528,054,933.61

% OF
2017 TAXES TOTAL| BUDGETED
TAXING AUTHORITY LEVIED LEVIED TOTAL $
Pinellas County Municipalities 280,978,914.04 | 18.388011% 2,499,555.84
Pinellas County School Board 563,716,648.96 | 36.891125% 5,014,757.95
General Fund County 387,766,059.91 | 25.376448% 3,449,521.91
General Fund MSTU 36,926,394.20 2.416562% 328,492.92
SUB TOTAL 1,269,388,017.11  83.072145%  11,292,328.62
Emergency Medical Services 63,074,019.93 4.127732% 561,099.17
Library Services 5,403,872.75 0.353644% 48,072.23
Library Services East Lake Fire 703,784.17 0.046058% 6,260.78
East Lake Recreation 703,784.17 0.046058% 6,260.78
Health Department 6,137,621.04 0.401662% 54,599.57
Feather Sound Community Services 155,255.83 0.010160% 1,381.14
Palm Harbor MSTU 1,044,136.30 0.068331% 9,288.52
Palm Harbor Recreation 1,044,136.30 0.068331% 9,288.52
SUB TOTAL 78,266,610.49 5.121976% 696,250.71
FIRE DISTRICTS

Belleair Bluff 605,787.87 0.039644% 5,389.02
Clearwater 3,504,593.98 0.229350% 31,176.46
Dunedin 1,044,113.44 0.068330% 9,288.31
Gandy 137,061.19 0.008970% 1,219.28
High Point 2,096,051.82 0.137171% 18,646.23
Largo 2,216,807.81 0.145074% 19,720.47
Pinellas Park 928,720.41 0.060778% 8,261.79
Safety Harbor 227,702.57 0.014901% 2,025.62
Seminole 5,503,003.92 0.360131% 48,954.08
South Pasadena 130,469.41 0.008538% 1,160.64
Tarpon Springs 476,632.86 | 0.031192% 4,240.07
Tierra Verde 1,760,629.57 0.115220% 15,662.36
SUB TOTAL 18,631,574.85 1.219300% 165,744.33
GRAND TOTAL B.C.C.  1,366,286,202.45 89.413422%  12,154,323.66

OTHER TAXING AUTHORITIES
Clearwater Dwntwn Devl. Board 296,722.63 0.019418% 2,639.61
East Lake Tarpon Fire Dist 5,448,932.60 0.356593% 48,473.07
Juvenile Welfare Board 66,016,452.74 |  4.320293% 587,274.71
Lealman Fire & Rescue 6,189,176.99 0.405036% 55,058.20
Palm Harbor Fire Dist 8,353,055.47 0.546646% 74,307.81
Pinellas Park Wtr Mngt Dist 4,385,356.09 0.286989% 39,011.62
Pinellas Planning Council 1,102,723.06 0.072165% 9,809.70
Pinellas Suncoast Transit 46,961,233.88 3.073269% 417,761.67
Southwest Fla Wtr Mngt Dist 23,015,077.70 1.506168% 204,739.46
GRAND TOTAL OTHERS 161,768,731.16  10.586578% 1,439,075.86

GRAND TOTAL FEES

1,528,054,933.61

100%

13,593,399.52

OFFICES OF MIKE TWITTY, MAI, PINELLAS COUNTY PROPERTY APPRAISER



AR

13,593,399.52

QUARTERLY | Funds Available|Available after 3rd
REQUISITION 3/21/19| qtr commissions
624,888.96
1,253,689.49
862,380.48
82,123.23
2,823,082.16  5,640,184.23 2,817,102.07
140,274.79 468,607.36 328,332.57
12,018.06 39,376.37 27,358.31
1,565.20 4,789.27 3,224.07
1,565.20 4,789.26 3,224.06
13,649.89 59,512.65 45,862.76
345.29 1,283.50 938.21
2,322.13 7,571.40 5,249.27
2,322.13 7,571.42 5,249.29
174,062.69
1,347.26 4,683.87 3,336.61
7,794.12 27,575.43 19,781.31
2,322.08 7,632.86 5,310.78
304.82 965.80 660.98
4,661.56 16,183.97 11,522.41
4,930.12 18,673.58 13,743.46
2,065.45 8,498.35 6,432.90
506.41 1,808.35 1,301.94
12,238.52 39,775.44 27,536.92
290.16 1,138.89 848.73
1,060.02 3,761.43 2,701.41
3,915.59 13,279.77 9,364.18
41,436.11 1st Qtr 2nd Qtr
3,038,580.96 3,038,580.96 3,038,580.90
Billing Schedule
659.90 659.90 659.90
12,118.27 12,118.27 12,118.27
146,818.68 146,818.68 146,818.68
13,764.55 13,764.55 13,764.55
18,576.95 18,576.95 18,576.95
9,752.90 9,752.90 9,752.90
2,452.42 2,452.42 2,452.42
104,440.42 104,440.42 104,440.42
51,184.87 51,184.87 51,184.87
359,768.96 359,768.96 359,768.96
3,398,349.88 3,398,349.92 3,398,349.86

Column H -
Column F
Overage /

(Shortage)

(5,980.09)

188,057.78
15,340.25
1,658.87
1,658.86
32,212.87
592.92
2,927.14
2,927.16

1,989.35
11,987.19
2,988.70
356.16
6,860.85
8,813.34
4,367.45
795.53
15,298.40
558.57
1,641.39
5,448.59

4th Qtr Total Payments Variance
3,038,580.90 12,154,323.66 -
659.91 2,639.61 (0.00)
12,118.26 48,473.07 (0.00)
146,818.67 587,274.71 0.00
13,764.55 55,058.20 (0.00)
18,576.96 74,307.81 (0.00)
9,752.92 39,011.62 0.00
2,452.44 9,809.70 0.00
104,440.41 417,761.67 (0.00)
51,184.85 204,739.46 (0.00)
359,768.97 1,439,075.85 (0.01)
3,398,349.87 13,593,399.51 (0.01)
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Shortfall $5,980.09


Mello, Donald L

From: Lawler, Anne D

Sent: Thursday, March 21, 2019 2:52 PM
To: Mello, Donald L

Cc: Knox, Steven; Marsh, Tina
Subject: Property Appraiser Commission
Attachments: 3rd Qtr. Spreadsheet 2019.xIsx

Hi Don,

I’'m certain you are already on top of this, but | want to be certain that there are no problems when it is time to pay the
Property Appraiser their 4™ quarter commissions. According to the attached spreadsheet, as things stand right now
there will be a shortage of $5,980.09 in the general fund. Is there an amendment in process that will add more funds
prior to July 1°t?

Thank you,

inne

Anne Lawler, CPA

Manager Financial Accounting

Finance Division

Office of Ken Burke, Clerk of the Circuit Court and Comptroller
Pinellas County, Florida

P. O. Box 2438, Clearwater, FL. 33757-2438

Phone (727) 464-8311 Fax (727) 464-8359
alawler@mypinellascletk.org| www.mypinellasclerk.org

Tell us how we’re doing by filling out a comment card!

PROPERTYFRAU DAL ERT

Sign up today and protect your property’s title from FRAUD!

Follow the Clerk:
IS You
ﬁu D | fricks

Please Note: All mail sent to and from Pinellas County is subject to the Public Records Laws of Florida.



Mello, Donald L

From: Benoit, Linda D

Sent: Tuesday, December 12, 2017 4:42 PM
To: McCorkell, Cecilia; Mello, Donald L
Cc: Berger, William M

Subject: RE: 2nd Quarter Commission

PREVIEW OF COMING ATTRACTIONS,

PAO will go over budget in June of this year (paying 4" qtr commission) in the general fund, due to a late budget
increase for the elected official salary. We can choose to either plan for a budget amendment, or to adjust budgetary
control to combine with the TCO to probably avoid a BA.

2" quarter commissions have been submitted for payment. GF excess fees FY17 revenue is $111k, against a budget and
estimate of SO.

Linda Benoit

Budget Manager

Pinellas County Office of Management and Budget

14 S. Ft. Harrison Ave 5th floor, Clearwater, FL 33756
Phone (727) 464-4326

Ibenoit@pinellascounty.org

From: Berger, William M

Sent: Tuesday, December 12, 2017 2:25 PM

To: Benoit, Linda D <lbenoit@co.pinellas.fl.us>;, McCorkell, Cecilia <cmccorkell@co.pinellas.fl.us>; Cascone, Maria
<mcascone@co.pinellas.fl.us>; Jones, Sharita <sjones@co.pinellas.fl.us>

Subject: FW: 2nd Quarter Commission

Bill Berger

Pinellas County Office of Management & Budget
(727) 453-3437

bberger@pinellascounty.org

Your opinion matters to us! Please take a moment to answer a brief survey about our service:
www.pinellascounty.org/surveys/OMB

All government correspondence is subject to the public records law.

From: Marsh, Tina

Sent: Tuesday, December 12, 2017 2:07 PM

To: Berger, William M <bberger@co.pinellas.fl.us>

Cc: Lawler, Anne D <alawler@co.pinellas.fl.us>; Knox, Steven <sknox@pcpao.org>
Subject: 2nd Quarter Commission

Hi! Attached is the invoice. Let me know if you have any questions.

Thank you,



Tina Marsh

Accountant ||
Representing Mike Twitty, MAI | Pinellas County Property Appraiser

315 Court St - 2" Floor

PO Box 1957 | Clearwater, FL 33757-1957
Office: (727) 464-3368 | Fax: (727) 453-3536
tmarsh@pcpao.org | www.pcpao.org

Email sent to/from Pinellas County Government is subject to the Public Records provision of the Florida Statutes, and may be released as part of a public
records request.



ANALYST & MANAGER CHECKLIST FOR PREPARATION OF AMENDMENTS AND RESOLUTIONS

Begin by determining the overall purpose of the request and the type of action (amendment, resolution)
required. Run the appropriate OPUS reports for the accounts to be modified. Then review the department’s

explanation for its logic and thoroughness. Some of the questions to be considered are:

Analyst
. Isanaction really required to allow expenditures within budgetary levels of control? (not relevant
for Advisory Amendments) X
* Are there better methods available to correct the situation? X
. Isthe proposed action consistent with your knowledge of County policies and the department’s
plans as presented to the BCC? X
* Does the explanation adequately justify the proposed action? X
. Does the department need to provide additional information to explain the request? If so, ask the
department for the information, being as specific as possible. X
. Does the request anticipate future potential needs? If not, should it be revised to provide for the
additional changes? X
¢ Are the accounts identified the appropriate ones for this action? X
- Have all of the consequences of the requested action been considered and addressed? X
Technical considerations: Analyst  Mgr
. The Amendment Request Form on the OMB intranet page must be completed and submitted (by
the dept. or by OMB analyst). X X
¢ Double check spelling and grammar. X X
¢ Use complete sentences. X X
» Follow Granicus style guidelines for dates, etc for_staff reports and resolutions. X X
* Follow OMB style guidelines for dates, etc for amendment spreadsheets. X X
* Double check fund and other names. X X
. Check amounts vs. the original request (if they have changed, make sure background
information explains why). X X
* Double check fund, center, program, (project), and account numbers vs. the OPUS reports. X X
¢ All amounts modifying the budget should be rounded to the nearest $10. X X
* Dollar amounts should be formatted with commas and no decimal places. X X
¢ Manually verify addition and subtraction to ensure that the formulas are working properly. X X
., Printthe completed documents and visually inspect them for consistency in font type and size
and for overall appearance. X X
., Include the language regarding consistency with estimates provided during budget development
if applicable. X X
SUPPORTING INFORMATION TO INCLUDE
For all requests: Analyst  Mgr
¢ The original budget Amendment Request Form submitted by the department. X X
. BE&E report(s) reflecting fund, center, program, and account. (Listed in PIN GL Inquiry as BCC
B E&E {fund #} by Program) Use Adobe format. X X
. BE&E Budgetary Control Level report(s) for the relevant centers (Listed in PIN GL Inquiry as
BCC B E&E Bgt Ctrl {fund #s}). Use Adobe format. X X
. Revenue report(s) reflecting fund, center, program, and account, and project if applicable.
(Listed in PIN GL Inquiry as BCC Revenue by Prog/Proj) Use Adobe format. N/A N/A
* For actions following submittal of budget requests, Hyperion and/or OBIEE reports from budget
development to support the statement regarding consistency with current year estimates. N/A N/A
Analyst notes — additional narrative to help explain the proposed action in greater detail than the
« amendment/resolution description. This additional narrative will help orient the reviewers to the
supporting information. N/A N/A
. Spreadsheets, reports, or other explanatory materials necessary to explain the recommended
action. X X
¢ Prior Board resolutions/amendments if necessary to understand the recommended action. N/A N/A
¢ E-mails or other correspondence if applicable. X X
. All statements in the description should be verifiable through the analyst notes, reports,
spreadsheets, or other supporting information. X X
Additional Requirements For Resolutions: Analyst ~ Mgr
» Verify that the statutory reference(s) are correct for the action being recommended. X N/A
., For Public Hearings, make sure that the "Whereas" clause confirming the date of the
advertisement is included on the Resolution form. N/A N/A
For carry-forward resolutions, include both the prior year and current year reports; be sure to
* print the reports on the same day to ensure consistent information on encumbrances and other
postings. N/A N/A
Manager Review - Additional Considerations Mgr
. Review the request from the point of view of an external stakeholder (Commissioner or member
of the public). X
* Are the reasons for the request clear and logical? X
¢ Review the request for consistency with OMB practices. X
* Is the request in the appropriate format (amendment vs. resolution)? X
* Are the accounts appropriate for the requested action? X

C:\Users\ombfil7\Desktop\paochecklist 4/26/2019 8:48 AM
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