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Reader’s Guide to the Budget 

 
The City of Tallahassee budget document is intended to provide information for a variety of purposes for 
different groups of users.   It serves as a policy document, financial plan, and operating guide for City 
services.   The Reader’s Guide provides a description of each section of the book along with the information 
contained therein.  An explanation of standard forms used in sections showing departmental budgets is also 
included.    
 
Organization of the Budget 
The budget book is made up of thirteen sections:  Budget Message, Community Profile, Budget Policies, 
Organizational Overview, Financial Summaries, Capital Budget, Fund Pro Formas, Charter and Executive 
Services, Administrative and Management Services, Development and Transportation Services, Safety and 
Neighborhood Services, Utility Services, and Appendices.  Each section is divided into subsections that are 
outlined in the Table of Contents located in the front of the book. 
 
Budget Message 

• A transmittal letter from the Mayor is included only in the Approved Budget and is a high level 
summary of the most significant issues and aspects of the budget as adopted by the City 
Commission. 

• The City Manager’s letter serves as a transmittal of the approved budget to the City Commission 
creating key assumptions and strategies used in the budget as approved.  The letter also serves as a 
summary of the budget document as a whole presenting key information. 

 
Community Profile  
This section contains: 

• demographic data. 
• comparison of cost of services for the City of Tallahassee and like-sized cities. 

  
Budget Policies 
A summary of all financial policies: 

• transfers,  
• reserves (including current reserve balances),  
• infrastructure maintenance requirements and   
• utilization of year end surplus.   

 
The debt policy is included in the Capital Budget and Appropriation Summary section of the book as 
described below.  This section also provides a summary of legal and policy requirements for budget 
development. 
 
Organizational Overview 
This section provides an organizational chart for the City of Tallahassee as well as a summary of positions 
by fund and department including any changes from the prior year.   
 
Financial Summaries 
This section provides a financial overview of the entire city’s operating budget by fund, major expenditure 
types and revenue types.  It also provides a summary showing all of the transfers between funds. 
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Capital Budget and Appropriation Summary  
This section includes an overview of the capital budget and five year capital improvement program by 
funding source.  Summaries are also provided for each funding source and for each department.  Brief 
descriptions of each project are provided for each department. 
    
Fund Pro Formas  
This section contains the most detail for both revenue and expenditures for each fund (General Fund, 
Electric, Water, StarMetro, etc.) available in the document. Each fund accounts for a specific City service.  
A summary section shows revenues and expeditures at the major object level with a narrative description of 
assumptions used to development the estimates and any major issues for the fund.  Detailed five year 
proformas showing expediture and revenue follow.  Information in this section includes: 
 

• 5 year estimates for each service 
• Assumptions used to make estimates 
• Amounts transferred for capital projects, general government, and reserves 
• Detail revenues & expenditures 

 
Funds are presented in numeric order from Fund 001(General Fund) to Fund 840 (Cemetery Fund).   
 
Departmental Budgets  
Each Service department area provides an organizational chart of that service area is provided along with a 
summary of that department’s services, total budget, and FTE summary.  Departmental budgets are 
organized by service areas representing common types of services (i.e. StarMetro, Aviation, etc.) 
 
Appendices 
This section includes a concise description of the terminology used in this Budget book that is either 
technical in nature of unique to the City of Tallahassee for the reader.  Additionally, this section includes a 
useful list of abbreviations and acronyms used in the budget book.  Lastly, included in this section is the 
capital funding source descriptions, the schedule of fund structure and the approved fiscal year millage rate 
resolution.   
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Frequently Asked Question s Refer to Tab(s)  Page (s)   

What is the total budget?  Operating Budget Appropriation and Financial 
Summaries / Operating Budget 
Capital Budget Appropriation and Financial 
Summaries/Capital Budget & CIP 

D-4  
 
E-3 

 
What is the City’s millage rate?  
 
How many employees does the City employ? 
 

 
Budget Policies 
 
Organizational Overview 

 
B-6 
 
C-3 

What is the City’s budget process timeline?  Budget Policies  B-4  
 
What changes are being made? 

 
City Manager’s Budget Message 

 
iii 

 
Where the money comes from and where the 
money goes?  

 
Operating Budget  Appropriation and Financial   
Summaries/Operating Budget   
Capital Budget Appropriation and Financial 
Summaries/Capital Budget & CIP 

 
D-6  
 
E-3 

 
How much money do we have in the reserves? 
 

 
Budget Policies 

 
B-9-B-12 

Where can I find the Tallahassee Area 
population?  

Community Profile A-2 
  

 
Where are the City’s financial policies?   

 
Financial Policies  

 
B-6  

 
 
Where can I learn about the capital budget?   

 
 
City Manager’s Budget Message  
Capital Budget Appropriation and Financial 
Summaries  

 
 
iii  
E-1-E-48 
 

 
What are the Goals of the City of Tallahassee?  
 
 
How much money is transferred from the 
Electric Fund for General Government? 
 
How much money is available for Capital 
projects? 

 
City Manager’s Budget Message  
Budget Policies 
 
Fund Pro Formas 
 
 
Capital Budget Appropriation and Financial 
Summaries/Capital Budget & CIP 

 
iii 
B-1 
 
F-25  
 
 
E-1 
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(1) 

(3) 

(4) 

(5) 

HOW TO READ DEPARTMENTAL BUDGET FORMS 
Leon County Government  
Figure 1.1 - Service Area Organizational Chart  

Executive Summary   
 
(1) Service Area Level – This section displays five major 
service areas: Charter and Executive Services, 
Administration and Management Services, Development 
and Transportation Services, Safety and Neighborhood 
Services, and Utility Services.  With the exception of 
Executive Services which includes all appointed official, 
each of these areas is under the direction of the City 
Manager and an Assistant City Manager. 
  
(2) Department Level – This section lists Departments 
within the service areas and shows FTE (Full-Time 
Employees) within the respected program area.  
 
(3) Summary of Services Provided – This section shows 
FTE (Full-time Employees), Departmental Expenditures 
and Funding summary. 
  
  
  
  
  
  
  
  

  
Figure 1.2 - Department Organizational Chart  

 
  
(4) Department Level – This section has the Department title with 
overall FTE (Full-time Equivalents).  
  
  
(5)  Division Level – This section lists various divisions within the 
above listed Department.    Breakdowns of all FTE’s (Full-time 
Equivalents) are listed within each division.  
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Figure 1.3 - Department Operating Budget Summary - Shows the department’s operating budget at each of the 
reporting levels.  

 
 
(6) Budgetary Costs - This section contains a summary of past, 
present, and future financial information related to personal 
services, operating expenses, capital outlay, and grants for each 
division.  
  
  
(7) Category Summary - This section contains a summary of the 
funding by type of expenditure.  
  
  
(8) Funding Summary - This section contains a summary of the 
sources of revenue used to pay for departmental services.  
  
 
 
  
  
  
  
  
  
  
  
Fiscal Year 2012 Budget  
  

 
 
Figure 1.4 – Division Operating FTE Summary - Shows the number of employees for each division in the department. 

Year 2012 Budget  
(9) FTE Summary - This section contains a summary of past, 
present, and future FTE information related for each division. 
Leon County Government  
Fiscal Year 2012 Budget  

  

(10) Summary of Services – This section introduces the 
department and describes the primary purpose of the 
department in its delivery of services. 
  
  
 
  
  
  
  
  
  
  
  
  
  
  
  
   
 

(9) 

(10) 
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Figure 1.5 - Department Trends and Issues 
 
(11) Trends and Issues – In this section each department 
discusses the past and current trends of the department and the 
issues that may be relevant for the department in the future. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Figure 1.6 – Departmental Overview  
 
(12)  Significant Changes from FY 2011 – This section 
outlines previous fiscal year or mid-year reductions as well as 
current fiscal year service level changes. 
 
(13)  City Commission Action – This section outlines current 
year City Commission approved changes for current fiscal year 
which are different from what was included in the City 
Manager’s approved budget. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

(11) 
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Figure 1.7 – Departmental Performance Measures Overview  

 
(14)  Program Objectives – This section describes the activities 
that will be performed in order to attain the program goals. 
 
(15)  Analysis of Performance Measures – This section tracks 
the department’s actual assigned performance measures against 
target levels to see if the department is accomplishing its primary 
assigned objectives. 
 

• Reasons for variances between prior year, planned, or 
current fiscal year are explained. 

• Each measure is described and date provided for the 
prior year, current year planned, year-to-date, and the estimated 
level for the current year. 
 
 

 
 
 
 
 
 
 
 
 
 
 

Figure 1.8 – Department Capital Project Overview  
 
(16)  CIP Budget Overview – If a department is responsible for 
any capital projects, this section will highlight its various capital 
improvement projects and the financial impacts on the 
operating budget. 
 

• Dollars appropriated for the current year and for the 
total five year planning period 

• Description of projects 
• Funding sources for projects 

 
(17) Completed and Continued Capital Projects – This 
section outlines all projects that were completed in the 
previous fiscal year and project expected to be completed in the 
current fiscal year.  It also outlines continued capital projects. 



 
 
 
 
 
 
 
 
 
 
 
 
 
 

 


