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BUDGET PREPARATION PROCEDURES
FISCAL YEAR 2013
This budget reference guide has been compiled to provide general instructions on preparing the preliminary budget for Fiscal Year (FY) 2013.  This manual is intended to be a reference guide for routine budgeting items and in no way is to be misconstrued as all inclusive of your budgeting needs.  While every effort has been made to provide assistance, there may and most likely will be needs you encounter not covered within the pages of this manual.

GUIDELINES

REVENUE

Each Department is responsible for budgeting revenues generated by their activities and/or functions that are not funded by Ad Valorem, Government Sharing, Utility Billings, etc.  As we will be reverting to SunGard for the FY13 Budget, prior year revenues will not be available for viewing.  Therefore, you will need to utilize New World to analyze prior year receipts activity.  Each Department is responsible for providing OMB with revenue projections that are pertinent to their department/divisions.  Please pay particularly close attention to current grants/bond monies that are not expected to be fully expended by FY12 year-end and newly awarded grant/bond funds to ensure all revenue sources are accounted for.   

It is important to remember the revenues you submit will be the supporting factors for the expenditures you are entering directly into the system. At the end of this manual is a copy of the Revenue Matching Form (Appendix A).  This form is required to be used to record departmental revenue sources, matching revenue dollar to expenditure dollar, in order to account for those expenditures not covered by revenues generated through Ad Valorem/Government Shared Taxes, etc. for General Fund and Water/Sewer or Stormwater Utility revenues for Enterprise Funds.  This completed form is due to the OMB office as is notated on the Budget Schedule, which follows this introduction.  Expenditures outside of the revenue sources noted above without a matching revenue source submitted on the required form will be isolated for additional explanation by the Director before budgetary input will be made by OMB. 
General guidelines (required, but not limited to) for use of the Revenue Matching Form are as follows:

· General Fund  - note all Capital accounts and any grant/bond re-budgeted funding
· Water/Sewer Fund – note all Capital accounts in addition to funding provided by grants, bonds and/or other external contributing sources.
· Capital Projects Fund – note all funding

· Special Funds – note all funding

· Stormwater – note all Capital; note all funding
CITY OF COCOA

FY 2013 BUDGET CALENDAR

DATE



            TASK

                       RESPONSIBILITY
MARCH
March 14th


Budget Guide to Directors for Review
OMB
March 20th


Budget Guide Input



Department Directors
APRIL
April 4th


User Budget Kickoff Meeting 

OMB 

April 11th


OMB exports payroll into budget module
OMB
April 16th


Budget Module Open for Users

All Input Users
April 23rd


Revenue Matching Forms to OMB

Department Directors
MAY
May 23rd
Budget Module Closed to Users

OMB

May 24, 25, & 29th
Review of Budget Input 


OMB

May 30th
Directors notified of Budget Status

OMB

JUNE
June 4th thru 8th

Balance of all Funds



OMB

June 13th thru 15th
 
OMB Budget Review – 1st Pass

City Manager (CM)/










Finance Director (FD)

June 25th thru 29th

OMB Budget Review – 2nd Pass 

CM/FD/Directors
JULY

July 24th


Proposed Budget to Council


OMB
NOTE:  Schedule for Workshop & Public Hearings will be published at a later date.
APPROPRIATION ANALYSIS

Overall, the current year to date expenditures/expenses as well as last year’s actual expenditures/expenses can be used as a guide in estimating what the expenditure/expense levels will be for the new fiscal year.  However, one should analyze if an expense is really necessary for the upcoming fiscal year.  Historical data is a good starting point when preparing a budget, with inflation as a calculation aspect of the outcome.  

All expenditures/expenses must be adequately justified, particularly if the estimated expenditures /expenses deviate significantly from past years.  

Please note that a target amount will not be provided this year as we are working with logic referred to as “zero based budgeting.”  This term refers to beginning your budget with a zero balance and providing justification for all expenditures in all categories.
If budgeted expenditures/expenses are out of the norm, the Department Director must be prepared to indicate the reasons why during his/her scheduled budget meeting.  Some helpful information on a variety of standard expenses is included within this manual.
DEFINITIONS
There are several terms that will be referred to multiple times throughout this document when referring to appropriation accounts.  To acquaint everyone with the intent of the terms, short definitions follow:

1)  General Ledger Account:  General Ledger (also referred to as G/L) expenditure accounts are classified by:

     Fund            Dept./Division          Activity           Object             Sub-Object
Ex:       001                 1801                         513                  52                       00


Most users are aware of the Fund in which their organization is listed:


General Fund = 001 & 201

Special Funds = 103 thru 112 and 141, 142


Capital Projects = 301


Water/Sewer = 421 & 425

Stormwater = 423


Self-Insurance = 520

· Department makes up the first two digits of the next field (Dept. 18) and the Division within the Department make up the remaining two digits (Division 01).

· An activity number has been assigned to each Department/Division.  If the incorrect one is used, the G/L Account will be invalid.  Appendix B has a listing of the activity numbers for each Department/Division.

· The Object within the account number is the portion that most users are familiar with.  The object defines the specific account that is being used.

·  The Sub-Object is an account that is associated with the object but defines a more detailed use.
· An example of Object and Sub-Object is:

· 46-00 is Repairs and Maintenance (also referred to as R&M)

· 46-03 is also R&M but is specifically defined for Vehicle R&M

2) G/L Account Transaction Detail:  Each account number that has budget dollars associated is required to have transaction justification detail included that itemizes (or details) how the monies making up the total will be spent.  


· An example follows:

· 55-00 is the object that specifies expenditures for Training. For this example the budget requested is:  $5,000

· The transaction detail of the total requested dollars for this object would be:

· Sun Guard User Group Meeting – 4 users @$125 ea. = $500

· Sun Guard Budget Training – 8 users @$250 ea.     = $2,000

· Sun Guard Purchasing Training = 50 users @ $50  = $2,500

This would total the $5,000 requested for the 55-00 Training budget and itemize the justification.  Please remember that there is a 50-character field limit for each individual line and that an unlimited amount of lines can be added to extend an individual description.
BASIC INPUT STEPS
1) All input will be through the Sun Guard Software.  Use whole dollars, omitting cents.  Line item detail will allow a maximum input of 50 characters per line.  There is no maximum as to how many lines you may add.  Sun Guard input training was provided to all users during the budget kick off meeting on April 4th.  If additional assistance is required during the budget entry phase, please contact Vickie Pacilio, Lisa Jones or Charlene Neuterman in OMB.  Contact information is listed at the end of this document, before the appendices.
2) Review your department’s organizational structure.  An electronic version of the department(s) organizational chart(s) for which you are responsible for entering into the budget must be sent to OMB by close of the budget input module.  This   organizational structuring will be used in the final Budget Document as well as provide assistance to you in identifying the functions and/or programs to be performed by your department within the budget year.
3) OMB will import the payroll information for your department into the budget module.  Department Directors will be responsible for submitting all payroll information to OMB for Acct 14-00 Overtime and 15-00 Special Pay.  Additionally, Department Directors will be responsible for reviewing their entire payroll budget to ensure that all employees are accounted for and that all employee benefit related expenses have been budgeted.   If it is determined that anyone or any items are missing please contact OMB to have the discrepancies and/or missing items included.

a. A summary of payroll accounts is as follows:

i. 12-00 Salaries and Wages

ii. 13-00 Other Salaries and Wages

iii. 14-00 Overtime

iv. 15-00 Special Pay

v. 20-00 Clothing & Shoe Allowance

vi. 21-00 FICA Taxes

vii. 22-00 Retirement Contributions

viii. 23-00 Life/Health Insurance

ix. 24-00 Workers Compensation

x. 25-00 Unemployment Compensation

xi. 27-00 Cafeteria Plan

b. Payroll Sub-Object Accounts will include, but may not be limited to:

i. 12-06 Salaries/Contractual

ii. 12-13 COPS CHRP Grant Salary

iii. 22-01 Licensed Police Officers/Firefighters

iv. 22-02 State Retirement Contributions

v. 22-03 Retirement Contribution ICMA

vi. 22-02 Life/Health Insurance Retirement

c. More detail for input of Personal Services will be notated in the section defining Object Accounts 12-00 thru 27-00.

4) Responsibilities for Revenues:

a. OMB will input Ad Valorem and Other Taxes & Franchise Fees as well as all Government Shared Funding
b. The Finance Director will input all revenue sources related to Water/Sewer and Stormwater Utility revenue
c. All revenues supporting expenditures outside of those items defined in “a” and “b” must be submitted to OMB on the Revenue Matching Form (Please see the Budget Calendar in this document for the date the Revenue Matching Form is due to OMB).  
i. Funds for projects that have not been completed in FY12 and are expected to continue in FY13 must be submitted on the matching form for re-budgeting.  (Please see Appendix B for a hyperlink to this form)
ii. OMB will input all other revenue sources from this form.  
Department Directors are responsible for Personal Services Input as follows:

Object Accounts 12-00 thru 27-00 and associated Sub-Object Accounts 
a. Input of departmental wage details will be imported into the Budget Module by OMB.
b.  Department Directors will maintain the responsibility of ensuring any employees accounted for in DROP reflects accurately in the Other Salary & Wages (Object Account 13-00) for basic salary information.  Once an employee enters DROP their pay object account changes from 12-00 to 13-00.  FICA Taxes, Retirement, and Workers Compensation associated with the DROP salary will remain in the appropriate Object Accounts.  It is possible, depending upon the pension plan, that the retirement rate will change as DROP commands a different rate.  It is recommended that if you know of an employee who is planning to retire in FY13 that you contact OMB or HR for assistance in obtaining the necessary paperwork to ensure that the budget changes can be made.  Also, employees entering DROP who are requesting payouts of accrued vacation and sick leave will need to be budgeted.  Payouts do require FICA Taxes, Retirement and Worker’s Compensation to be calculated and also budgeted.
· Department Directors and/or Managers are responsible for collecting information on the appropriate DROP form for new enrollees into this program for FY13 after the budget module opens and will need to submit these forms to HR before the budget module is closed.  Please keep in mind that HR will need time to calculate projected payouts and return the information to OMB to be entered before the close of the FY13 budget module.  If you have additional questions regarding the DROP program or accrued payouts please contact Human Resources.
c. Overtime (Object Account 14-00) for employees must be entered by OMB.  Unfortunately there is no way for OMB to project the hours or associated pay in advance, therefore each Department Director is responsible for submitting this information to OMB for input into the budget module.  Please be as specific as possible when documenting this information in order to provide transparency as to the intent of the overtime.  
d. Special Pay (Object Account 15-00) for employees must be calculated by Department/Divisions and submitted to OMB for input into the budget module.

· Individuals receiving a monthly car allowance will need to be budgeted for under this account. 
· All special pay must be calculated by the individual departments.  Please be sure to include FICA, Retirement and Worker’s Compensation on the amount as this will require a separate line item entry into each appropriate account.

· Please be as specific as possible when documenting this information for OMB in order to provide transparency as to the intent of the special pay. 
e. Employees needing to be included within the Retiree Life/Health (Object Account 23-02)
· This information will be obtained from Human Resources and input by OMB for those areas that will require a budget for this expense.  
· It is important that Department Directors are aware of all changes that occur during the budgeting process involving Personnel.  Therefore, Directors are being asked to review all object and sub-object accounts within this category and approve all changes that have taken place in payroll.  Appendix C in this document contains a form that acknowledges this review when signed by the Department Director.  The signed form will need to be returned to OMB at the close of the budget module to validate your respective payroll within the General Ledger.
Departments/Divisions are responsible for the calculation and input of all Operating Accounts by transaction line item detail within each of the following accounts:

Object Accounts 31-00 thru 55-00 and associated Sub-Object Accounts.
1) Professional Services (31-XX) – includes contracts for legal, engineering, architectural and other services procured as independent professional assistance.
2) Accounting & Auditing (32-XX) – covers payments made for outside accounting services.
3) Other Contractual Services (34-XX) – to be used for custodial, janitorial and other services procured independently by contract or agreement.
4) Travel & Per Diem (40-XX) – Includes the cost of public transportation, reimbursements for use of private vehicles, per diem, meals and incidental travel expenses.

a. Please note travel for each person in the transaction detail.  Event must be justified to include “Who; What; Why.” 

b. The per diem rate to be used for FY2013 budget year is as follows:

· Mileage*

51 cents/mile
· Per diem

$51.00/day

· Meals

$10/day breakfast; $15/day lunch; 

            $26/day dinner

*NOTE:  With gas prices climbing, it is possible that an increase in the mileage may occur later this summer.  At this time, the 51 cents per mile is the current rate.  For those divisions that have high mileage reimbursements you may want to include a contingency line within this account to cover the possible increase of an extra 1 cent per mile.
5) Communication Services (41-00) – Includes all monthly telephone and radio communications expenditures/expenses.
a. Blackberry - Cell Phones – Air Cards - Will be budgeted by each Department for all respective Divisions. (See Appendix D for rates.)
b. Department/Division Avaya Telephones – Please count the number of Avaya phones in your Department and budget $179.04 per phone annually ($14.92/month for each phone).
c. Long Distance Phone Usage – IT budgets for all Long Distance phone calls.  
d. Fax Lines on Copiers – Department/Divisions are responsible for fax lines on their respective copy machines @ 14.95/month for each machine.
e. Additional Expenses Paid by Divisions include:
· PRI Police – PD pays $1,100

· Metro Ethernet – Dyal pays $3,074

· Business Line – WFO pays $240

· Porcher House Elevator Phone – PW pays $83

· Dedicated Phone Line Sellers – Sellers pays $365

*If you are aware of a communication expense that is not listed above, please contact Sue Ryan x8553 to confirm cost & budget appropriately.

6) Postage & Freight (42-00) – Includes all postage, freight and overnight express charges.

· Bulk Rate


 Special rate permit on file with Post office
· Postage Stamps

$.45/standard letter

7) Utility Services (43-00) – This includes public utility services such as electricity,      water, sewer, waste disposal and Stormwater fees as well as pest control, alarm services and elevator inspections.  Following the change that took place with the FY12 budget, it will be the responsibility of the Police Department, Fire Department, Fleet Department, Public Works Department and the Utilities Departments to budget for their own utility services for FY13.  
8) Rentals & Leases (44-00) – Please include amounts paid for rent of land, buildings or equipment (includes rentals, lockboxes and vehicles).

9) Insurance (45-00) – Includes all insurance carried for the protection of the local government such as fire, theft, casualty, general and professional liability, auto coverage, surety bonds, etc. 

a.  Departments having property, general liability and/or specific liabilities on equipment or services can follow the matrix below to determine the amount required to budget.  Please note that amounts are shown in dollars and cents.  Please be sure to round up to the nearest dollar when inputting your budget number for these amounts.  If questions arise regarding the insurance budget required for FY2013, please contact Melinda at x8441 or email her at mkeesee@cocoafl.org.
· Police

· Account 001-2100-521-45-00 (General Liability) $68,519.88
· Account 001-2100-521-23-00 (AD&D )                $  2,324.50
· Fire

· Account 001-2200-522-23-00 (AD&D)                 $  1,144.90
· Public Works/Stormwater

· Account 001-3560-519-45-00 (Property)               $70,948.47
· Account 001-3560-519-45-00 (General Liability) $  6,229.08
· Account 423-3570-538-45-00 (General Liability) $  3,114.54
· Water/Sewer

· Account 421-4010-536-45-00 (General Liability)$115,237.98
· Account 421-4010-536-45-00 (Property)              $173,701.43
· Account 421-4010-536-45-00 (Pollution)             $    3,026.32
· Account 421-4010-536-45-00 (Tank Liability)     $    6,348.38
· General Operations

· Account 001-1600-513-45-00 (General Liability) $118,352.52

· Account 001-1600-513-45-00 (Pollution)
  $       756.58

· Account 001-1600-513.45-00 (Tank Liability)      $    2,116.13

b. Vehicle Premiums for FY’13 –Dept. Directors will budget for their respective divisions as noted below: Project numbers are included so that you may also notate the New World (NW) project number within the budget transaction line.
Account # 45-00

	DEPT
	PROJECT #
	FY13 PREMIUM

	421-1515-536
	VI09FS
	$12,576.30

	001-1600-513
	VI09GO
	$700.70

	001-1520-513 was 001-1803
	VI09FO
	$401.50

	001-1804-519
	VI09IT
	$1,322.20

	001-2100-521
	VI09FA
	$40,548.20

	001-2200-522
	VI09FD
	$829.40

	001-2201-522
	VI09PD
	$4,576.00

	001-3200-515
	VI09CD
	$2,921.60

	001-3500-519
	VI09AD
	$397.10

	001-3510-541
	VI09ST
	$4,147.00

	001-3520-572
	VI09PR
	$5,659.50

	001-3560-519
	VI09FM
	$2,986.50

	423-3570-538
	VI09SW
	$3,433.10

	001-3580-519
	VI09CP
	$409.20

	421-4010-536
	VI09SA
	$1,651.10

	421-4020-536
	VI09DP
	$8,120.20

	421-4025-536
	VI09TD
	$20,468.80

	421-4055-536
	VI11EG
	$2,864.40

	421-4120-536
	VI09SC
	$9,119.00


10) Repair & Maintenance (46-00) – The cost incurred for repair and maintenance of equipment, including all maintenance and service contracts.  All maintenance contracts for PC equipment will be budgeted within the Information Technology budget.  
a. Repairs & Maintenance – various events are required to have project numbers (examples include main breaks and/or types of street/pipe related activities).  For FY13 you will not be able to budget by project within a project module.  Project budgeting will have to take place after the budget adoption due to the conversion not occurring until October 2012.  It is recommended, however, that for existing projects you include your New World project number in the transaction line item description.  This will enable matching when Sun Guard project numbers are created and entered into the system. 
b. Repair & Maintenance Building (46-02) – please budget all estimated building associated repairs under this account number.   Do not include custodial and janitorial services (refer to Item #3, Acct 34-XX for these types of services).  

c. Repair & Maintenance Vehicles (46-03) - All estimated vehicle related repairs need to be itemized under this account number.  As in FY12, each division is responsible for budgeting for all vehicle repairs & maintenance.  If assistance in determining the upcoming needs of your vehicle is needed, please contact Tony Jones in Fleet Maintenance.  
11) Printing & Binding (47-00) – To be used for the cost of printing, binding and other reproductive services which are contracted for or purchased from outside vendors.

12) Promotional Activities (48-00) – Please include any type of promotional advertising or other like type expenditures.  Do not include legal ads in this account.

13) Other Current Charges & Obligations (49-XX) – Include expenses for legal ads, employment ads, fines, fees, or other like type items.  Also, sub accounts (49-01 thru 49-26) for charges falling under Brownfield Redevelopment; bad debt expense, cash over/short, document recording charges, contributions to FDOT and refund expenditures.  Please be sure to use the appropriate object or sub-object account pertaining to your budget needs.
14) Operating Supplies (52-XX) – All types of supplies consumed in the day-to-day department/division operations such as office supplies, lubricants, chemicals, uniforms, safety supplies and small tools/equipment.  Small tools and equipment are defined as those items with a unit cost of under $1,000.

a. Janitorial Supplies (52-07) – Divisions that purchase their own janitorial supplies need to budget such items under this account.  

NOTE:  Historically, for items that fall within the general operating accounts many find it cumbersome or unimportant to budget by transaction line items.  OMB is in concurrence that there are items that are so small in value that it makes sense to bundle them together and have a generalized transaction line item to cover such expenses.  However, it is important to remember that there are larger items that also fall under these accounts.  Purchase orders for items other than small, inexpensive tools and/or office supplies need to be shown as individual transaction line items.
15) Fuel, Oil & Lubricants (52-30) – Due to the quickly fluctuating price scale involving fuel, the following guideline is only a recommendation for a fuel per gallon estimate as of mid-March:
a. BIO – Diesel = $4.10
b. ULS – Diesel = $3.90
c. REG – Gasoline = $3.85
d. PRE – Premium Gasoline = $4.45

e. All divisions will be responsible for budgeting for this expense in FY13
f. Please see Appendix E for a worksheet hyperlink that is helpful in projecting this expense.  Thanks to Tony Jones for this worksheet.
16) Road Materials & Supplies (53-00) – Materials and supplies used exclusively in the repair and reconstruction of paved and un-paved roads.

17) Books, Publications, Subscriptions & Memberships (54-00) – Include the purchase of books, subscriptions, memberships, professional and educational expenses.

18) Training (55-00) – Input all training events with expenses related to conference/seminar registration and/or any additional related fees.  Please input by individual event per employee and the associated fee.
 Departments/Divisions are responsible for the calculation and input of all Capital Accounts:

Object Accounts 61-00 thru 64-00 and all appropriate Sub-Object Accounts
1) Capital Outlay – Land (61-XX) - Land acquisition costs, easements and right-of way purchases.  (FOM –page 140:  All land shall be capitalized at the time of acquisition regardless of cost or fair market value if donated.)
2) Capital Outlay – Buildings (62-XX) – Construction of office buildings, fire stations, garages, jails, parks and recreational buildings. (FOM-page 140:  Buildings and/or related improvements costing $100,000 or more shall be capitalized.)
3) Capital Outlay – Infrastructure (63-XX) – Construction of structures and facilities other than buildings such as roads, curbs, sidewalks, parking areas, storm drains, utility infrastructure, etc. (FOM-page 141:  Infrastructure and their improvements costing $25,000 or more shall be capitalized.)
4) Capital Outlay – Equipment (64-XX) – All equipment with a unit cost of $1,000 or more such as heavy equipment, computer equipment and vehicles. (FOM-page 141:  Machinery and equipment with a unit cost of $1,000 or more shall be capitalized.)
· Please note that items to be input as Capital that have not received prior CIP approval require full justification from the Department Director during the Director’s Budget Meetings.  
· All capital building and infrastructure projects are required to be budgeted with a New World project number notated within the Object and/or Sub-Object Account transaction detail.  
CHANGE REQUESTS PERTAINING TO THE FINANCIAL SYSTEM
As part of the budgeting process each Department Director is asked to review his/her organizational chart to ensure that structurally, each division is continuing to fulfill their goals toward the City’s mission.  Additionally, it is important to review the expense structure to determine if planned expenditures are pointed to the correct object or sub-object accounts.  Therefore it is possible changes may be required in the creation, deletion or change in description of a cost center and/or object account.  If this need is discovered, it is imperative the change take place prior to the opening of the budget module to allow for review of the request and the necessary update to the Financial Reporting System.  
It is also important new and/or revised cost centers/object/sub-object include both a justification describing the requested change and objectives of the cost center/object/sub-object and provides for the measurable workload in order to evaluate efficiencies and service level effectiveness.

All such requests must be submitted to the Finance Director for review and approval.  The Accounting Manager, only upon approval from the Finance Director, is the only individual having authority rights within Sun Guard to make such changes.
RE-BUDGETING FOR CURRENT YEAR PURCHASE ORDERS

1) All Departments/Divisions will be required to re-budget for all project encumbrances that are in the current fiscal year that are not expected to be fully expended by September 30, 2012.  All purchase orders will be liquidated at the close of business on the last day of the fiscal year.  No encumbrances will be carried forward automatically.  IF, a project will be continued in FY2013 and is re-budgeted as such, a Revenue Matching Form must be completed and submitted to OMB by the specified revenue due date (see budget calendar) to justify funding for the project.  Such funding sources would include, but not be limited to, Bonds, Outside Contribution, Grants, etc.
2) Items that are re-budgeted must include the current purchase order number in the transaction detail from FY12 that will be liquidated at year end.  Any items that are re-budgeted and are not submitted on a Revenue Matching Form will be consolidated and reported to the City Manager for funding direction at the close of the budget module.

CONTACTS FOR ASSISTANCE:

Even though we are returning to Sun Guard budgeting it is important to realize that it is a new venture for some while others may only require time to re-acclimate themselves to the software.  Keeping this in mind, OMB has segmented department/division responsibilities in order to provide faster and more specialized customer service.  Please refer to the matrix below to locate the representative for your respective area.
OMB Staff


Responsibility



Phone Number
Lisa Jones


001-3500 thru 001-3590




Special Funds 103 - 105

433-8443





001-3200 and 001-3205





421-4020 and 421-4025





421-1515 and 421-4120





301-3580
Charlene Neuterman

001-2100 thru 001-2201 

433-8684




Special Funds:  141 & 142

Vickie Pacilio


001-1000 thru 001-1804

433-8682





Special Funds:  110 - 112





Funds 201 & 425





421-4010 & 421-4055




423-3570

NOTE:  If the person you need to contact is out of the office please do not hesitate to call one of the other two individuals.  OMB, as a team, is there to support and provide assistance for your budgeting needs.
APPENDIX A
Revenue Matching Form
http://www.cocoafl.org/DocumentView.aspx?DID=1463
Please use the above hyperlink (Ctrl + Click) to obtain the excel version of this form.

NOTE:  If there are any issues experienced with the hyperlink, this form is located on the “W” drive under the City Repository, OMB folder as well as under the OMB site of the City Web Page.
APPENDIX B
FUND/DEPARTMENT-DIVISION/ACTIVITY LISTING:

FUND
DEPT/DIVISION

DESCRIPTION

ACTIVITY

001
1000



City Council



511

1100



City Manager



512

1101



City Clerk



512

1120



OMB




512

1500



General Accounting


513

1505



Purchasing



513

1510



Utility Accounting


536

1520



Information Technology

513

1600



General Operations


513

1601



Emergency/Disaster Services

525

1801



Human Resources


513

1804



Fleet Management


519

2100



Police Admin/Operations

521

2101



Police Communication

521

2200



Fire Administration


522

2201



Fire Operations


522

3200



Community Development Admin
515

3205



Economic Development

559

3500



Public Works Administration

519
3510



Public Works Maintenance

541

3520



Parks & Beautification

572

3550



Sanitation



534

3560



Facility Management


519

3580



Capital Project Management

519

3590



Leisure Services


574

103
3240



CDBG - Housing Grants

554
104
3240



HOME – Housing Grants

554

105
3240



SHIP – Housing Grants

554

110
3230



CRA – Cocoa 



559

111
3230



CRA – Diamond Square

559

112
3230



CRA – US1 Corridor


559

141
2100



Police Confiscated Funds

521

142
2100



Police Special Education

521

201
1600



Debt Service Fund


513

301
3580



Capital Projects


519

APPENDIX B (con’t)

FUND/DEPARTMENT-DIVISION/ACTIVITY LISTING:

FUND
DEPT/DIVISION

DESCRIPTION

ACTIVITY

421
1515



W/S Field Services

536

4010



W/S Administration

536


4020



W/S Dyal Plant

536


4025



W/S Water Field Operations
536


4055



W/S Engineering

536


4120



W/S Sellers Water Reclaim
536
423
3570



Stormwater Utility

538
425
4700



W/S 93 Bond Sinking Fund
583

4800



W/S DER Bond Requirem’t
584


4900



W/S Debt Service

536

9000



W/S Bond Debt Service
581

520
1801



Self Insurance Claim

513
APPENDIX C
PERSONAL SERVICES BUDGET VALIDATION
I hereby certify that I have reviewed the payroll information for all employees within my Department that was imported into the Sun Guard budget module and to the best of my knowledge agree with all changes that have occurred since the FY2012 budgeting process.








_________________________








DEPARTMENT DIRECTOR

NOTE:  Please sign and return this form to OMB upon completion of your FY2013 budgetary inputs by the budget module close date.  
APPENDIX D
Due to the pooled minute system (36,000 minutes) that the City is using with Sprint, each phone will be allocated approximately 200 minutes per phone/Blackberry/Smart Phone.
CELL PHONES:

1. Regular Cell Phone cost is $25.00/month

2. If pooled minutes are exceeded, there is a $0.25/minute charge

BLACKBERRIES:

1. Blackberry cost is $50.00/month

2. If pooled minutes are exceeded, there is a $0.25/minute charge

SMART PHONES:
1. Smart Phones cost is $60.00/month

2. If pooled minutes are exceeded, there is a $0.25/minute charge
AIR CARDS:
1.  Air Card monthly cost is $40.00
SUNCOM:  

1. Local lines are $18.00 per month

2. DSL are $57.00 per month

3. SCADA lines are $57.00 per month
APPENDIX E
http://www.cocoafl.org/DocumentView.aspx?DID=1730
The above link is a hyperlink to a worksheet created by Tony Jones, Fleet Manager for the City of Cocoa.  If you would like to work up projections for the fuel costs you believe will be utilized by your divisions, please open the link (Ctrl + Click) and use the box at the top right of the page titled “Crystal Ball Price Per Gallon. 

By inserting the price per gallon you would like to use as a calculation, the matrix to the left showing the impact per division.

If you have questions regarding this worksheet please contact Tony Jones x8766.

NOTE:  If you experience issues opening the hyperlink, this form is available under the “W” drive, City Repository, OMB folder as well as the OMB site on the City Website.
EXAMPLE:
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