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

Budget Policies

A summary of all financial policies:
e transfers,
e reserves (including current reserve balances),
¢ infrastructure maintenance requirements and
e 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

What is the total budget?

What is the City’s millage rate?

How many employees does the City employ?

What is the City’s budget process timeline?
What changes are being made?

Where the money comes from and where the
money goes?

How much money do we have in the reserves?

Where can I find the Tallahassee Area
population?

Where are the City’s financial policies?

Where can I learn about the capital budget?

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?

FY 2012 Approved Budget

Refer to Tab(s)

Operating Budget Appropriation and Financial
Summaries / Operating Budget

Capital Budget Appropriation and Financial
Summaries/Capital Budget & CIP

Budget Policies

Organizational Overview

Budget Policies

City Manager’s Budget Message

Operating Budget Appropriation and Financial
Summaries/Operating Budget

Capital Budget Appropriation and Financial
Summaries/Capital Budget & CIP

Budget Policies

Community Profile

Financial Policies

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

City Manager’s Budget Message
Budget Policies

Fund Pro Formas

Capital Budget Appropriation and Financial
Summaries/Capital Budget & CIP

Reader’s Guide

Page (s)

D-4

E-3

B-6

C-3

B-4

iii

E-3

B-9-B-12

B-6

ii
E-1-E-48

iii
B-1

F-25

E-1



Fiscal Year 2012 Approved Budget
Reader’s Guide to the Budget
HOW TO READ DEPARTMENTAL BUDGET FORMS

Figure 1.1 - Service Area Organizational Chart

City of Tallshusses
Flacal Vs i3 Proposed Budget

Development and Transportation Services

(1) Service Area Level - This section displays five major

Organizational Chart service areas: Charter and Executive Services,
o omvetopment ama Transportsion sarvices Administration and Management Services, Development
e Tt T and Transportation Services, Safety and Neighborhood
L ~ - Services, and Utility Services. With the exception of
- Executive Services which includes all appointed official,
(2) 1 - i each of these areas is under the direction of the City
— ot - e Manager and an Assistant City Manager.
y (2) Department Level - This section lists Departments
] i - within the service areas and shows FTE (Full-Time
—{ et T et 78 5 Employees) within the respected program area.
I (3) Summary of Services Provided - This section shows
@) mEm s E———— o e e FTE (Full-time Employees), Departmental Expenditures

et by MM e s . and Funding summary.
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Figure 1.2 - Department Organizational Chart
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Dewvelopment and Transportation Services

Public Works (4) Department Level - This section has the Department title with
Organizational Chart overall FTE (Full-time Equivalents).
et o e+ 7420
(4) ] o e e L T o -
e e s s 1500 (5) Division Level - This section lists various divisions within the
— e et above listed Department. Breakdowns of all FTE’s (Full-time
— e e v S e 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.

Development and Transportation Services (6) Budgetary Costs - This section contains a summary of past,
Public Works . . . .
present, and future financial information related to personal

Operating Budget . . .
services, operating expenses, capital outlay, and grants for each
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Figure 1.4 - Division Operating FTE Summary - Shows the number of employees for each division in the department.

City of Tullshasssn
Fiacul Yamr 3013 Progosed Budget

Development and Transpartation Services (9) FTE Summary - This section contains a summary of past,
R present, and future FTE information related for each division.
Operating Budget
£TE Summary ey g gom  mew
e Jane ‘ (10) Summary of Services - This section introduces the
21208 et e sas Tae 1o department and describes the primary purpose of the
S e e = s I department in its delivery of services.
o g ety P aon P

Summary of Sendces Provided

The Pubic Works Department dellvers a wide range of senvices o the community Sat impact the qually of Be
for Talishamse= ciizer= and offers. Programs reialed i those sendces Invoive: chil enginessing, consincian
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m

enagement Geneily sDeaking, the Fubic Works Department Drovides amy Oty mfrastructne senices not
reiated 10 UtSbes, publc safety, Or oSS fARSporaton.

The Gy of Talishassee: Pubiic Works Department 15 In ks second yoar of @ Sgnificantly reoganized stuchurs.
. we Fave elminaird 43 FTE'S In the kst thee Sscal yeors.

Theough this reorganizshion, we oonbinue iy gain Incressed Scrountabily, Improved ogantetional Lncionalty
and srearinad inradecanmentsl CoMmURIcason. Whils thaze changes have preafy amsisied Fubic Warks
In Bz fforis &0 maintain, improve and develop our Ciy's Infasirucre in Shese dficut Smes, signiftcant
chalenges lie shead.
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Figure 1.5 - Department Trends and Issues

(11) Trends and Issues - In this section each department

B e on Senvices discusses the past and current trends of the department and the
issues that may be relevant for the department in the future.

Trends and lasuss
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Figure 1.6 - Departmental Overview

(12) Significant Changes from FY 2011 - This section

Development and Transportation Services . . . . .
Bublic Worke 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.

Ifcant Ci From FY 2011

The folowing Servics level Sanges are Inciuded In the proposed budget for T Fubic Works Depantments
Mzl year 2012 buoget

= ASSURDEONS for PATSONT! SEnMCES are a5 FNOWS: SHANES for Qenami empioy=es ans acjusted for 3 2%
ment saary enhancement In FY 12; genanl empioyes pension mies are 10.5% based on an ackanal sudy;

pioiios: union e~picyess: pension rates are 18.15% based on an achusrial study; mabched annulty pension pian [12]
rates ane T.15% based on an achusdal study; T heaith cane raie s sef af achual tost per ecpioyes or at the

farmly rate for wncant positons; and In deparsments with more than Hiy empioyees, a 3.0% vacancy fackor s
appled i salares.

= The department's el budget |5 increased by 205 b recognize the addiforal fued cost in P12 due o e
fuei Medging comtract endng on March 31, 2012, Fiscal Impact: $217 444

= The cepartent's s Duoget s oscreased By S In renogrition of e cepartmentl gresn challenge o
reguce fusi iEage In FY42. Fiscal Impact: (854,3611

= The gepartent neduced their propossd P12 udget by §132.000 by neducing spending projectionz in
Uncassfied Contraciual Senices and ofer areee. Fiscal Impad: (§1:32,0001.

= In orer o caphure operational effcences, Depd [y 230303 Seet Resurfacng wil be combined wis Deptin
2T Etrmat Frasenation. Ad personre! and sxpancitnes wil be moved to 221300 beginning In FY1Z Fiscal
Impact: S0

The folowing sereice level Canges wene apprwed In mid-year Y11

= One vacnt fuktme Enginearng Technician poston (2007} was transiamad -0 Subic Waorks (13]
Enginesring o Parks, Recreation & Neigrborhood Senices. Siscal impact (572,785

Flacal Yaar 3H3 Dawvaicprant and Trrasortrics. Sacvices
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Figure 1.7 - Departmental Performance Measures Overview
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Figure 1.8 - Department Capital Project Overview
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(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.

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

(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.

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

e Description of projects

e 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.
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