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‘ What is the Legislative Budget Request ‘

(LBR)?

The LBR Is the mechanism that is used to describe and
justify all of an agency’s program needs and requirements by
category and fund source segmented into Issues.

COMMISSION

The LBR Is a document that contains numerous exhibits and
schedules which show the accounting and budgetary picture
of an agency for three fiscal years. (Actual Prior Year, which
IS recorded from FLAIR; Current Year Estimated, which
Includes adjusted actual appropriations; and the Request
Year, which is the budget request). The LBR is prepared at
the budget entity level.
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LLBR Due Date To JAC ‘

OMMISSION
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All LBR data entry forms, schedules,
exhibits, etc. are due to the JAC Budget
Office by Friday, July 30, 2021 at 5:00
P.M. EDT.

This will allow sufficient time to review,
compile and process data for all JAC
agencies.

Please e-mail all completed LBR forms to budoet@justiceadmin.org.

You will receive an email confirmation that the information has been received.
If we need additional information from you, we will send a follow up email.

If you do not hear from the JAC Budget Office within 2 business days of your submission,
please contact us via email .



mailto:budget@justiceadmin.org
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LBR Public Publication ‘

All completed LBR forms, exhibits, schedules,
and related documents must be uploaded to the
Florida Fiscal Portal by September 15, 2021.

COMMISSION

Written notification (usually via email) Is sent

from JAC to Legislative staff and the Governor’s
Office.

TICE ADMINISTRATIVE




‘ The Florida Fiscal Portal

COMMISSION
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http://floridafiscalportal.state.fl.us/Publications.aspx
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This website houses a collection of documents that detail the fiscal status of the State
of Florida. Included in this collection are Agency Legislative Budget Requests,
Governor’s Budget Recommendations, House and Senate Appropriations Bills and a
variety of other fiscal publications. The documents have been organized by the fiscal
year in which they are submitted and the Agency (Organization) is responsible for
their submission and also designating the type of publication
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Documents are stored in PDF, Microsoft Word and Microsoft Excel formats.



http://floridafiscalportal.state.fl.us/Publications.aspx

‘ M

ajor Changes LBR FY2022-23 ‘
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To be provided when the LBR
Instructions for FY2022-23 are
published to the Florida Fiscal Portal
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‘ Reporting Requirements

Summary of Forms and Schedules ‘

COMMISSION

« Agency Transmittal Letter (signed by JAC Executive
Director, Elected Official or designee)

VE
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 LBR Data Entry Form
o lIssue code number and title
o Appropriation Category number and title
o Dollar amount
o Positions (FTE)
O
O

£ ADMINISTRA

Funding source
Narrative justification




g ‘ Reporting Requirements

& Summary of Forms and Schedules (continued) ‘
§ » Agency L.itigation Inventory (Schedule VII) *

* Priority listing of Agency Issues Over Base Budget (Schedule VI11I-A)

-
=
—

Priority Listing of Agency Budget Issues for Possible
Reduction - Current Year (Schedule VIIB-1)*

TIVE
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Priority Listing of Agency Budget Issues for Possible

2) Reduction - Request Year (Schedule VII1B-2)
’;z;) R I;r)ir?(r)irt%ilz_;;tci)rr]]g of Agency Budget Issues for Possible Sehedle VTG
s *Major Audit Findings (Schedule IX)*
,'5; *Organizational Structure (Schedule X)
§ » Unit Cost Summary (Schedule X1)
« Variance from Long Range Financial Outlook (Schedule XIV) *

* If Applicable ** This schedule is Optional
10




= ‘ Reporting Requirements

% Summary of Forms and Schedules (continued) ‘
=

S | For Trust Funds

S

g * Reconciliation of Unreserved Fund Balance (Schedule IC)
—

'.é‘  Detail of Estimated Receipts (Schedule I - Section 1)
) * Detail of Unreserved Fund Balances: (Schedule IB)

Estimated amounts by funding source required for all trust funds
having a unreserved fund balance in Columns A01, A02 or AO3.

ADMIN|

 Trust Fund Narratives:

Should contain a qualitative description of trust fund purpose, funding
source and estimated revenue/receipts.
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Example # 1

Signed and
submitted by
JAC’s Executive
Director on behalf
of a requesting
agency

ttal Letter (Example #1)

THE STATE OF FLORIDA

JUSTICE ADMINISTRATIVE COMMISSION :m

237 Mot Brancugh Street, Sutte 2100
Takahasses, Florjaa 32301

7

ARDn L. =Rip” Colvim, 1. COMMISSIONERS

Executive Direcior Dismond R Litty, Chalt
(E50) 455-2415 Purbiic Defender, 107 Cloul
FA [550) 458-8044 X Katfileen A. ZSiTIIII
\Putiic Dafendger, 207 Choul

i btoendiin o Brlan Hass
State Attomeay, 107 T

Jack Campbell

State Attomay, 2 G

LEGISLATIVE BUDGET REQUEST
Justice Admimstration
Tellahassee, Florida

September 15, 2021

Chris Spencer, Policy Director
Office of Policy and Budget
Executive Office of the Governor
1701 Capitol

Tallahaszee, Florida 323950001

Tim Sadberry, Staff Director

apital
Tallahassee, Florida 32399-1100

J. Eric Pridgeon, Staff Director
House Appropriations Committes
221 The Capitol

Tallahassee, Florida 32399-1300

Directors:

Pursuant to Chapter 216, Florida Statutes, the Legislative Budget Eequest for the Department of
Justice Administration is submitted in the format prescribed in the budget instructions. The
mformation provided electromecally and contained herein is a true and accurate presentation of
owr proposed needs for the 2022-23 Fiscal Year. This submission has been approved by me as
Executive Director for the Justice Admimstrative Commmission on behalf of all azencies withm
the Department.

Sincerely,

Alton L. “Rip” Colvin, Jr.
Executive Director

The Justice Administrative Commissian sdministratively serves the juticlaHrelated offices of State Attomey, Public Defender,
Criminal Caonflict and Civil Reglonal Counsel, Caphtal Collateral Reqional Counsal, and the Statewide Guandian ad Litem Program. The: JAC
alsa parforms compilance and financlal review of court-appalnied attamey and due process vendor bills.
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| Transmittal Letter (Example #Z)J

LEGISLATIVE BUDGET REQUEST

OMMISSION

FISCAL YEAR 202223
Example #2 e
Taﬂaﬁissee, Florida

0] = Anagency should  sepemberts, 20

— .

= use this template Chris Spencer, Policy Director

— .. Office of Policy and Budget

= when desiring to Executive Offce o the Gorenor

';F use thei r Own Tellahassee, Flonda 32399-0001

) m / irector

= letterhead. Seaste Commitee on Appropriations

— 201 The Capitol

;E Tallahassee, Florida 32399-1100
' = Contact Kelly or 1 Exic Prdgeon, Staff Directer
o Adam for the e ot 2500130

5 template in MS Directrs
Word. Pursuant to Chapter 216, Florida Statutes, the Legislative Budget Request for the (insert name of

service’budget entity) is submutted in the format prescnbed in the budget instructions. The
mnformation provided electronically and contained herein iz a true and accurate presentation of
our proposed needs for the 2022-23 Fiscal Year. This submizsion has been approved by (insert
name and title of agency head).

L)
:
=)
ﬁ i

{Include any other pertinent statements you wish to include.)

{Signature of Responzible Officer)
{Titls of Responsible Officer) —_—

Enclozure
13
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OLD TEMPLATE
LBR Data Entry Example

Criminal Conflict and Civil Regional Counsel Capital Attorneys - IC# 3000380

OMMISSION

LEGISLATIVE BUDGET REQUEST FY 2021-2022

Regional Counsel, Region | Fiscal Year 2021-2022 | Page 1 of 1

Issue Code: 3000380 [Issue Title:  Criminal Conflict & Civil Regional Counsel Capital Attorneys

Required in order to generate Salaries & Benefits:

People Dollars

#of Class Position Salary Rate| |Appropriation Fund Total Total
Positions Code Title or Default Category Title / Code Title | FSI Request Non-Recurring |
1.00 9301 Staff Assistant | Default OPS/030000 Gen Rev 1 |S§ 50336 |5 -
1.00 9663 Investigator 111 Default RCC Operations/103227 Gen Rev 1 |$§ 39,748 | § 13,176
2.00 9901 Asst. Regional Counsel | 140,000 HR Services / 107040 GenRev | 1 [§ 936

Expenses Calculation (via Standard # 3) =

2.00 [ Attorney FTE 521200 § 7,790

1.00 | Professional FTE § 9900 53895

1.00 [ Support FTE 5 8,648 53491

TOTAL | 400 | FTE 339,748 513,176

Narrative: {Narrative should link issue to agency activity impacted.}

The Regional Counsel, Region, requires additional resources for the defense of capital cases. This office’s caseload has increased by 25% over the past twol
years which is causing a strain on limited capital resources. This request is for an addiional "attorney unit' consisting of a support posifion, an investigator and two high

level attoneys at a rate of 70,000 each (total attorney salary requested is 140,000). The salary requested is commensurate with the level of experience required for
defending capital cases.

This office also requires additional Other Personal Services (OPS) resources in order to keep track of case files and to assist staff with their duties. Funding for two full-
time OPS is requested at $12.10 per hour for a total of 2,080 hours = $25 168 X 2 = $50,336. The Operating Expenditures request is as per the Governor's Office of
Policy and Budget's Standard # 3, which includes 5700 for Law Library expenditures for the attorney positions

Approval of this request will have a positive impact on this office’s Regional Counsel Workload activity as it will ensure that capital cases are defended with qualified
representation

14
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REVISED TEMPLATE

LBR Data Entry Example

Criminal Conflict and Civil Regional Counsel Capital Attorneys- C# 3000380

Legislative Budget Request for FY 2022-2023

RESET ALL DROPDOWNS

o

Agency Criminal Conflict and Civil Regional Counsel Circuit/Region COLOR KEY
BLUE: These fields are Drop Down Lists
Issue Title and Code: Criminal Conflict & Civil Regional Counsel Capital Attorneys 3000380 GOLD: These fields are Free Fill
GREEN: These fields are Auto Calculate
GREY: Fields not needed for selected issue code
(] 1 i Den
Optional Additional Comments -Not for LBR Posting
People/ Position Class Salary Rate
# of Positions Title Code or Defaunlt
/. 1.00 Staff Assistant I 9301 default
1.00 Investigator I11 9663 default
2.00 Asst Regional Counsel 9501 $ 140,000
~
)
E. 1 na (] i (] na (] i l 1 1 l 11 11l Pprop i i
m ¥ VoiP Lines
Needed (Not for
D FTE A, PD, PDA) Recurring Non-Recurring
'ﬁ Attorneys 2.00 0 § 21200 | $ 7.790
Non-Attorney Professional 1.00 $ 9900 | $ 3,895
Support Staff 1.00 $ 3648 | § 3491
Operating Expenditures Total 4.00 ) 30,748 | S 15,176
\‘\\msu;‘,'z TR/DMS/HR. Services Total 4.00 $ 856
([l

15




REVISED TEMPLATE (continued)

S
S—
3 LBR Data Entry Example
S Criminal Conflict and Civil Regional Counsel Capital Attorneys - 1C# 3000380
y ® Dollars
@ ; Appropriation Fund Total Total
J Category Title / Code Title FSI Request Non-Recurring
Other Perzonal Services (0300007 General Revenue (FID #1000) 1 5 34 080
Repional Conflict Counsel Operations (103227) [General Revenue (FID #1000) 1 5 30743 | § 15176
% Transfer to DMS/ HE. Services (1070440) General Revenue (FID #1000) 1 5 836
=
.
S 04684 | S 15.176

Provide the issue narrative in the box below:

Fully explain any request for additional resources for worldoad 1ssues. If positions are requested at above the minimum salary rate for the pay grade, explain the
reasomn for the difference.

The Regional Counsel, Eegion requires additonla resources fore the defense of capital cases. This offices’ caseload has increased by

23% wvery the past two years which is causing a strain on hmited capital resources. This request is for an additonla "attorney unit consisting of a support
position, an mnvestigator and two high level attorneys at a rate of 570,000 each (total attormey salary requested is 5140,000). The salary requested is
commensurate with the level of experience required for defending capital cases.

This office also requires additional Other Personal Services (OPS) resources in order to keep track of case feels and to assist staff with their duties. Funding for
two full-time OPS is requested at 513.00 per hour for a total of 2,080 = 527,040 x 2 = 34 080. The Operating Expenditures request is as per the Governor's Office of
Policy and Budget's Standard # 3, which includes 5700 for Law Library expenditures for the attorey positions.

Approval of this request will have a positive impact on this offices’ Regional Counsel Workload activity as it will ensure that capital cases are defended with
qualified representation.
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OPB Standard #3

Expense Assessments Package
(For use with new position requests only)

OMMISSION

RN

USTIC

Note: This table
1s from last year’s
LBR instructions
for FY2021-22.

The table for the
FY?22-23 Request
Year will be
provided when
the LBR
Instructions are
posted to the
Florida Fiscal
Portal.

Btandarﬂ # 3: Expense and Human Resource Services Assessments

Package

A standard expense and human resource services assessments package, developed by OPB in
conjunction with DRSS, may be used in requests for new positions. The expense package addresses
professionzl and secretarial/clerical positions and requ.l'.res travel expense to be justified by an

ABFENCY 3 EIPEHEDEE

Any requests reflecting increases above these standards require

justification in the D-3A issue narrative. Use of these standards in the Exhabit D-3.4 requires
Gnh the total amount to be shown. The non-recurring portion should be entered mnto the non-

recurring request colmmm.

E.C Operating

Attorney Non-Attorney
Expenditures Professional Professional Support Staff
(103227)
Titem Total Non-recur | Total Non-recur Total | Non-Recur
Telephone, 334 99 334 a9 334 B0
line‘use™®
Telephone, 125 o9 125 90 | ==200 B0
purchase®+*
Postage 141 141 160
Printing & 121 121 121
Eeproduction
Repar & 121 121
Maintenance
Office 385 385 383
Sl]p-pliesxtbt*ii
File Cabinet 450 430 430 450 430 4350
2 drf367 wide
wileck
EBookcase 353 335 353 353
4 shelf'48™ high
Desk 623 625 623 623 614 614
Executive Chair 620 520 620 620
Secretarial Chair 620 620
Side Arm Char 3044 304 3044 304 304 304
Building Fental .BE6 3.B66 3.007
Software and 851 423 831 423 831 423
Training
Data 682 682 682
Communications
Computing 920 920 920 920 920 920
Equoiprnemnt®¥*++
TOTAL: 10,600 3,895 9,900 3,595 8,648 3,491

17



‘ OPB Standard #3
E

Xpense Assessments Package (continued)
(For use with new position requests only) ‘

OMMISSION

*For agencies using Voice Over [P, the “Telephone, line/use™ ttem 1z to be replaced with
$534 (includes $330 non-recurring) for profeszionals and support staff

** For telephone purchase. $200 (digital) is the price for a state contract phone with 2 or
more lines of service. Purchase price for one line 1s $125 (analog).

\TIVE

TR/
NV

INIS]

*#%* Estimate of $99 for a cable and jack installation is not included since most new
positions are housed in existing offices that are already wired for telephones.

*#%%The amount provided for computing equipment 1s for a desktop and monitor. For
agencies with professional staff requiring a laptop, monitor and docking station, the

computing equipment may be $1,242. This amount provides $954 for a laptop, $156 for
a monitor and $132 for a docking station.

ADM

&
e
e

kHEkERHor agencies with professional staff that utilize calculators, $45 may be added.

)
—a)

kEEEEFFor agencies requesting additional attorney positions, $700 for Law Library may

be added.

Note: This data is from last year’s LBR instructions for FY2021-22 13




‘ OPB Standard #3 (continued)
H

uman Resource Services Assessments Package
(For use with new position requests only) ‘

OMMISSION

Funds provided 1in Specific Appropriations 2819 through 2835, from the
State Perscnnel System Trust Fund, are based upon a human resources
services assessment to state entities at the following rates:

FTE $305.05
OPS £95.69
Justice Administrative Commission $213.19
I State Court System $184.74
County Health Department $213.19

{

DOMINISTRATIVE
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Only whole numbers can be entered into LASPBS. Round up to $214.

POLET
A I,"
o

oguce 4
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‘ Criminal Conflict and Civil Regional

Counsels LBR Account Codes ‘

REGIONAL COUNSEL LER ACCOUNT CODES

OMMISSION

g' Standard Operating Budget Appropriation Category Codes and Titles
— 010000 Salaries and Benefits
':_: 030000 Cither Perzonal Services (OP5)
N 100777 Contracted Services
@ 103227 Begional Conflict Counszel Operations
= 103241 Risk Management Insurance
L/ 103542 RCC Due Process
= 105281 Lease or Lease Purchase of Equipment
§ 107040 TE/DMS/HE. SVCS/STW Contract
3
C\?‘g Fund Codes and Titles
N 1000 General Revenue
Ly 2339 Grants & Donations Trust Fund
2976 Indigent Civil Defense Trust Fund

Pay Plans and Title
24 Justice Administrative Commission / Eegional Counsel

)
—a)

20




‘ Fund Source Identifier (FSI)

The Funding Source Identifier (FSI) is a one digit code used to identify the source of funds for current
appropriations and each new budget issue requested. The most common codes used by JAC agencies are
1, 3, and 9. Some agencies also use an FSI of 2.

COMMISSION

FSI of 1 = State Funds/Non-match: Identifies issues funded with non-federal revenue sources excluding
General Revenue or other state funds used to match federal dollars.

\TIVE

M

FSI of 2 = State Funds/Match: Identifies General Revenue and Trust Fund dollars which are used to
match federal funds.

This code would only apply if you are the recipient of a federal grant that requires a matching amount to
be paid from state revenues.

ESI of 3 = Federal Funds: Identifies issues funded by actual federal receipts.

This code would only apply if you are the recipient of federal funding which your agency receives directly
from the federal government. Examples: Byrne Grants, DOJ/JAAG, etc.

FSI of 9 = Transfer — Recipient of Federal Funds: Identifies federal funds which are received through
an operating transfer from another state agency.

This code would only apply if you are the recipient of federal funds, (such as a federal grant) that are
passed through to your agency from another state agency or local government whereby your agency is the
sub-grantee.

21




‘ L_egislative Budget Request Narrative

Tips/Guidelines ‘

DO

= Write clear and concise sentences and paragraphs to include
identification of the specific agency being impacted.

= Be specific about the problem or situation that lead to the need for the
requested issue, and the proposed solution to address the need.

= Provide as much pertinent and supporting detail information as
possible when writing the justification for an issue, including any
applicable rules, statutory authority, federal laws, etc.

=  Focus on critical needs.

= The issue narrative must demonstrate a link to the agency priorities as
Identified in the Long Range Program Plan.

= Describe how the agency performance standards will be positively
Impacted by funding of the issue.

COMMISSION

ADMINISTRATIVE

22



‘ L_egislative Budget Request Narrative

Tips/Guidelines (Continued) ‘

COMMISSION

= Be precise about what is being requested to include (if applicable) the number
of people (FTE), associated salary rate per position, dollar amounts for
salaries & benefits, and expense package per the Standard #3 data.

= Provide a detailed listing and the associated funding amounts for all new
equipment requests (i.e., furniture, file cabinets, IT equipment).

= |dentify the specific county or counties to which an issue applies.
= Include the calculation for totals to show how amounts were derived.
= Use the spell check feature.

ADMINISTRATIVE

DON’T
= Use acronyms or abbreviations without spelling out the first occurrence of a
word.

= Use one or two line sentences to justify or explain an issue.

= Use words such as “I”, “We” “My” and “Us” or personal names. (Be specific
regarding who you are or represent)

23



‘ LBR Issue Narrative (Example)

Tell Your Story ‘

The Regional Counsel’s Office in the Region is requesting funding for the
following replacement of equipment needs in Fiscal Year 2022-23:

OMMISSION

[
=

1. Twelve (12) Dell UltraSharp 2400FP Computer Monitors at $400 each = $4,800
Justification: There are currently over a dozen computer monitors that have exceeded

their useful life and are experiencing various problems. They need to be replaced
during Fiscal Year 2022-23.

TIVE

]

TRA
A¥fa

Si

2. One (1) Dell PowerEdge T610 Server (Dual 3.4Ghz Processors, 32GB Ram, 1.5 TB
Raid 5 hard drive configuration, Windows 2008 Server (50 User CAL), UPS, LTO
tape backup system, 15 pack LTO5 backup tapes, Microsoft Exchange Server 2010 (50
users)), 5 year — 2 hour onsite support contract, for $26,976.

Justification: The Regional Counsel’s existing main email/data backup server will no

longer be under warranty and will be close to the end of its useful life in September
2022.

ADMIN

Replacement Policy: Equipment and furniture are replaced when worn out, obsolete
or, due to excessive maintenance, no longer cost effective to the state.

24
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‘ C

ompleting the LBR Data Entry Form ‘

There are five sections to the form. The sections must be completed in
sequential order.

Section 1: LASPBS entry for: Agency and Issue Code Title and Issue Code number

Section 2: LASPBS entry for:
A Rate adjustment A Salary adjustment
A New positions A New salary rate; with and without Benefits

Section 3: Auto calculates Standard # 3 and HR assessment for new positions
requested in Section 2.

Section 4: LASPBS entry for :
A Appropriation Category A Funding Source
A Fund Source Indicator (FSI), A Dollar Amount.

Section 5: LASPBS entry for: Issue Narrative

26




‘ Completing the LBR Data Entry Form

(continued) ‘

OMMISSION

There are three aides in the form to assist with preparation:
A. The Reset All Dropdown button will clear all dropdown fields

RESET ALL DROPDOWNS

B. The Color Key shows the function of the fields that have allowable actions.

TIVE

]

S

COLOR KEY

BLUE: These fields are Drop Down Lists

GOLD: These fields are Free Fill
GREEN: These fields are Auto Calculate

GREY: Fields not needed for selected issue code

ADMIN

C. The Optional Comment Box is to convey a message that will not be
included in the posted LBR.

27



‘ Completing the LBR Data Entry Form :

Section 1 ‘

In Section 1, select the Agency, Circuit/Region (as applicable) and Issue
Title and Issue Code from the respective dropdown lists. The Agency must
be selected using the dropdown list prior to selecting an issue title because
the title list is generated based on the agency selected. The Issue Title and
Code dropdown is in alphabetical order.

JOMMISSION

\TIVE

Al

Legislative Budget Request for FY 2022-2023

\DMINISTR

/

Agency Criminal Conflict and Civil Regional Counsel Circuit/Region

RC1
RC2
Issue Title and Code: Q RC3

RC4

I3 See your agency Documents Check List for the complete list of issues
codes in the Issue Title and Code dropdown list.

28




‘ Completing the LBR Data Entry Form :

Section 2 and 3 Prerequisite ‘

Section 2 and 3 will only be editable for issue codes selected
that are allowed to request new positions and/or salary rate
adjustments. Otherwise, skip Sections 2 and 3. Resume with
Section 4 . Revised Template

COMMISSION

Issue Title and Code: Realignment of Administrative Expenditures -Add 2000100

Old Template

Resi 1c sel, RBEiD]l I People/ Position Class

# of Positions Title Code
Issue Code:  2000100] [1ssue Title:
Reguired in order to generate Salaries & Benefits:

People
#of Class Position Salary Rate
| Positions Code Title

ADMINISTRATIVE

Auto Calculate Standard/Modified Standard # 3. Insert the # FTE below to match FTE above with th

Needed (N
FTE SA,FD,PI
1 .|Attomeys
Non-Attorney Professional
" |Support Staff
Operating Expenditures Total 29

TR/DMS/HR. Services Total




‘ Completing the LBR Data Entry Form :

Section 2 for Rate Adjustment ‘

Section 2: Rate Adjustment

To request an increase in authorized rate enter the phrase 'Rate Adjustment'
in the Position Title column and RAO6 in the Class Code column. Then
enter the amount of rate to request in the Salary Rate column. This action
will not increase the agency's Salaries and Benefits budget. Skip sections 3
and 4 and resume with Section 5.

COMMISSION

Legislative Budget Request for FY 2022-2023
Setinl

Agency Criminal Conflict and Civil Regional Counsel Circuit/Region

ADMINISTRATIVE

Issue Title and Code: Increase Authorized Rate S1R0100

-
NE(OIre

i 16 generate Salaries & Benefits:

%)
—

People/ Position Class Salary Rate
# of Positions Title Code or Default

Rate Adjustment RADG A 25.000
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‘ Completing the LBR Data Entry Form :

Section 2 for Salary Adjustment ‘

Section 2: Salary Adjustment

COMMISSION

To request an increase in salaries with benefits for existing position(s), enter
'Salaries and Benefits Adjustment' in the Position Title column and RAO1 in
the Class Code column. Then enter the amount of the salary adjustment in
the Salary Rate column. This provides a salary and rate adjustment and
Includes benefits calculated in LAS/PBS. Skip Section 3 and resume with

[RATIVE

= | Section 4.

=

Q

g Required to generate Salaries & Benefits:

O | People/ Position Class Salary Rate
|: # of Positions Title Code or Default

c:)o Salaries and Benefits Adjustment RADL  |$ 25.000
D)
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‘ Completing the LBR Data Entry Form :

Section 2 for New Positions ‘

Section 2: New Positions

1. When requesting new positions with benefits, a row should be
completed for each class code and for multiple positions with the same
class code requesting the same salary rate.

2. Enter the number of positions requested, providing the position title,
class code and the total salary rate amount for that row.

3. If the salary rate will be the minimum for the class code, then 'Default’
can be entered on that row, regardless of the number of positions requested.
LASPBS will populate the salary rate.

COMMISSION

ADMINISTRATIVE

Required to generate Salaries & Benefits:

People/ Position Class Salary Rate
# of Positions Title Code or Default
1.00 Staff Assistant 9301 default
1.00 Investigator I D663 defanlt

200 Asst. Regional Counsel 001 3 140,000
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‘ Completing the LBR Data Entry Form :

Section 3 ‘

In Section 3:

1. Enter the total number of FTEs requested in Section 2, in the appropriate
profession levels.

COMMISSION

2. Enter the number of VoiP lines needed by profession, not to exceed the
requested FTE for that profession.

3. The green cells will auto calculate recurring and non-recurring Operating
Expenditures using the Agency Standard #3 as outlined in the LBR
instructions. The HR Assessment is calculated based on the total number of
new positions multiplied by the HR Assessment amount provided in the GAA.

* $700 (per attorney) is included for the Law Library

ADMINISTRATIVE

% Auto Calculate Standard/Modified Standard # 3. Insert the # FIE below to match FTE above with the appropriate profession.
|: VoiP Lines
CO Needed (Not for
=) FTE $A, PD, PD4) Recurring Non-Recurring
'3 Attorneys 2.00 g 21200 | $ 7.7%0
Non-Attorney Professional 1.00 5 9900 | § 1.893
Support Staff 1.00 $ 5648 | 5 3491
\\\\\“S'r'.';,,‘ i Operating Expenditures Total 4.00 s 30,748 | § 15,176
TR/DMS/HR. Services Total 4.00 $ 836
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‘ Completing the LBR Data Entry Form :

Section 4 ‘

In Section 4, Using the dropdown list:

1.  Select the Appropriation Category where budget authority is to be
established.

2. Select a Fund Title to identify the funding source

3. Select an FSI for Grants and Donations funding, otherwise, FSI can be left
blank.

4. Enter the amounts calculated in Section 3, if applicable.
sectnd 0000000000000

COMMISSION

ADMINISTRATIVE

Dollars
Appropriation Fund Total Total
Category Title / Code Title FSI Request Non-Recurring
Other Personal Services (030000) General Revenue (FID #1000} $ 54,080
Regional Conflict Counsel Operations (103227)  |General Revenue (FID #1000} $ 39748 | § 15176
Transfer to DMS/ HR. Services (107040} General Revenue (FID #1000) 3 856
5 94 684 | S 15176
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COMMISSION

TIVE

\

[RA

DMINIS]

JUSTICE A

Completing the LBR Data Entry Form :
Section 5

In Section 5:
1. Enter the supporting narrative for the issue request.

2. Text can be copied and pasted into the narrative box. Double left click
In the box to see a visible blinking cursor before pasting. Text can
also be typed in directly.

Provide the i1ssue namrative in the box below:

Fully explain any request for additional resources for worldoad issues. If positions are requested at above the minimum salary rate for the pay zrade, explain the
reason for the difference.

The Regional Counsel, Eegion requires additonla resources fore the defense of capital cases. This offices’ caseload has increased by

25%% very the past two years which is causing a strain on imited capital resources. This request is for an additonla "attomey unit consisting of a support
position, an investigator and two high level attomeys at a rate of 570,000 each (total attorney salary requested is 5140,000). The salary requested is
cominensurate with the level of experience required for defending capital cases.

This office also requires additional Other Personal Services (OPS) resources in order to keep track of case feels and to assist staff with their duties. Funding for
two full-time OFS is requested at 513.00 per hour for a total of 2,080 = 527,040 x 2 = 54 080. The Operating Expenditures request is as per the Governor's Office of
Policy and Budget's Standard = 3, which includes 5700 for Law Library expenditures for the attomey positions.

Approval of this request will have a positive impact on this offices’ Regional Counsel Worldoad activity as it will ensure that capital cases are defended with
qualified representation.
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‘ Completing the LBR Data Entry Form :

Finishers ‘

* Once the form is complete, save to a workbook that will contain all
LBR issues.

JOMMISSION

VE

Rename the tab to reflect the issue code. Example: 3000590

\ Tl

Al

e To create a new issue, return to the LBR form and use the Reset All
Dropdowns to clear all dropdown field.

DMINISTR,

« Any text or data enter in the Free Fill fields will need to be deleted if
not needed.

« Full instructions are posted with the form on the Budget Office web
page under Training and Meeting Presentations.

A

Coming Soon: A full PPT tutorial on the Budget Office web page at:
http://www.justiceadmin.org
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http://www.justiceadmin.org/

‘ B

udget Authority Realignment

COMMISSION

SALARIES & BENEFITS

/E

TV

RC OPERATING EXPENDITURES

OTHER PERSONAL SERVICES

\DMINISTRA

/.
/A

—
o

LEASE OR LEASE PURCHASE OF EQUIPMENT

S}

Jus

CONTRACTED SERVICES
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‘ Realignment of Budget Authority ‘

If you consistently need to process 5% or $250K (whichever is greater)
budget amendments for movement of budget authority between
categories or between budget entities multiple times during consecutive
fiscal years or at the end of every fiscal year, please consider realigning
your budget.

COMMISSION

How do you know if your budget authority needs realigning?

» A good rule of thumb is to analyze the prior three (3) to five (5) year history
of the number and types of budget transfers that your office has requested.

ADMINISTRATIVE

» Review your base budget by category to determine if amounts appropriated
by category are sufficient to accommodate anticipated expenditures.

@
_—

» Determine if there are any on-going shortfalls or surpluses in any categories.
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‘ Realignment of Budget Authority

(continued) ‘

Example: An agency consistently moves $5,000 in General Revenue each
year into the Other Personal Services category and wishes to make this action
permanent.

COMMISSION

VE

T

Approval of a realignment issue in the LBR will allow this agency to avoid
future budget amendments.

Realignment LBR Issue: Move GR Budget Authority Between Categories
Issue Codes 2000100 (Add) and 2000200 (Deduct)

ADMINISTRA

Appropriation Category Fund Amount Issue Code
OPS (030000) GR $5,000 2000100 (Add)
Salaries and Benefits (010000) GR ($5,000) 2000200 (Deduct)
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COMMISSION

[RATIVE

ADMIN|

Realignment of Appropriation Categories
Related to Administered Funds

@
_—

Administered funds such as Pay Increases, Health Insurance
Adjustments, and Retirement Adjustments are appropriated in one
statewide lump sum line item in the General Government section (Section
6) of the GAA. These appropriations will be distributed to each agency
by the Governor’s Office of Policy and Budget (OPB) and can be seen on
the agency’s Appropriation Ledger once they have been approved.

These distributions are not allocated 100% to General Revenue, but are
based on the fund split in the GAA for your Salaries & Benefits category
(each budget entity is different).
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‘ Realignment of Appropriation Categories

=

é Related to Administered Funds (continued) ‘
§
. Example GAA Salaries & Benefits Fund Split:

Fund Appropriation % of Total

= General Revenue (GR)  $4,800,000 96.0%

S |nd. Civil Def. TF $ 200,000 4.0%

Total $ 5,000,000 100.00%

ADMIN|

Administered Funds allocations for Retirement, Health, etc.
would be applied at 96% GR and 4% TF.

JUSTIC
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ADMINISTRATIVE

Realignment of Appropriation Categories
Related to Administered Funds ‘

COMMISSION

Because trust funds must be maximized by OPB for all Salary adjustments, the
agency in the example above may end up with excess Salaries & Benefits budget
authority in their trust funds. You may wish to consider moving excess Salaries and
Benefits trust fund authority to a different appropriation category, such as
Operations, while also transferring GR budget from Operations into Salaries and
Benefits.

Realignment LBR Issue (Move Budget Authority Within Same Fund):
Issue Codes 2000100 (Add) and 2000200 (Deduct)

Appropriation Category Fund Amount

RC Operations (103227) ICDTF $100,000 — Add

TI
c
>
o

Appropriation Category Amount

Salaries and Benefits (010000) GR $100,000 — Add
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‘ LBR Data Entry Form
R

ealignment of Administrative Expenditures - ADD
|C# 2000100 ‘

OMMISSION

Legislative Budget Request for FY 2022-2023
Sechonl

VE

‘E, Agency Criminal Conflict and Civil Regional Counsel Circuit/Region
é Issue Title and Code: Realignment of Administrative Expenditures -Add 2000100
%)
=
e
r?*@- Dollars
\.g Appropriation Fund Total Total
: Category Title / Code Title FSI Request Non-Recurring
Regional Conflict Counsel Operations (103227)  |Indigent Civil Defense Trust Fund (FID 22976) 5 100,000
w»n Salaries and Benefits (010000) General Reveme (FID #1000) § 100,000
—
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‘ LBR Data Entry Form
R

ealignment of Administrative Expenditures — DEDUCT
|C# 2000200 ‘

OMMISSION

Legislative Budget Request for FY 2022-2023
Secfionl

VE

‘E, Agency Criminal Conflict and Civil Regional Counsel Circunit/Region
<
'QEC‘ Issue Title and Code: Realignment of Administrative Expenditures -Deduct 2000200
(%)
—
}("
-—
S
=
\_\[‘ Dollars
Appropriation Fund Total Total
Category Title / Code Title FSI Request Non-Recurring
i Regional Conflict Counsel Operations (103227)  |General Revenue (FID £1000) § (100,000)
\D Salaries and Benefits (010000) Indigent Civil Defense Trust Fund (FID #2976) § (100,000)
: |
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ADMINISTRATIVE

Realignment of Appropriation Categories
Related to Administered Funds

COMMISSION

Example of GAA Salaries & Benefits Appropriation Administered Fund Split:

Before Realignment:

Fund
Salaries & Benefits
General Revenue S
ICDTF S
Total S

After Realignment:

Fund
Salaries & Benefits

R

General Revenue
ICDTF

v N Wn

Total

Pre- Realignment
Appropriation

4,800,000
200,000
5,000,000

Post- Realignment
Appropriation

4,900,000
100,000
5,000,000

% of Total

% of Total

$100,000 Administered
Funds Adjustment

96.00% S 96,000
4.00% S 4,000
100% S 100,000

$100,000 Administered
Funds Adjustment

98.00% S 98,000
2.00% S 2,000
100% S 100,000

Administered Funds allocations for Retirement, Health, etc. would now
be applied at 98.00% GR and 2.00% TF.
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‘ R

educe Surplus Budget Authority ‘

The accumulation of budget authority in trust funds can become problematic. If there is
insufficient cash to support the additional budget authority you may want to consider
deleting unfunded budget using issue code 3301510 “Reduce Trust Fund Authority”.

COMMISSION

BEFORE REDUCTION

Fund Amount % of Total Appropriation
General Revenue S 4,800,000 96.00%
Grants and Donations TF S 200,000 4.00%
Total S 5,000,000 100%

AFTER REDUCTION

ADMINISTRATIVE

Fund Amount % of Total Appropriation
General Revenue S 4,800,000 97.96%
Grants and Donations TF S 100,000 2.04%
Total S 4,900,000 100%

JUSTIC

By reducing your surplus trust fund salary authority, you would be increasing the
percentage of GR to the overall total salary appropriation. This will result in an increase in
GR Salaries and Benefits from administered funds allocations in the future.
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‘ L

BR Issues — The Review Process ‘

A. Now that you have written your LBR Issues, please carefully
review for content accuracy (narrative and dollar amounts) in
compliance with the LBR Instructions.

COMMISSION

B. Submit all Issues electronically to the JAC Budget Office on the
Excel data entry form per the template provided. Narrative can be
attached in a Microsoft Word document if additional space needed.

ADMINISTRATIVE

** PLEASE DO NOT SEND AS A PDF **
This will restrict the cut and paste
into LASPBS
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‘ L

BR Issues — The Review Process (continued) ‘

OMMISSION

C. Once the Issues are placed into LASPBS by the JAC Budget Office,
you will receive an email confirmation and a copy of all issues via a
system generated Exhibit D-3A Report (Expenditures by Issue,
Appropriation Category & Fund with narrative justification).

PLEASE REVIEW THIS REPORT THOROUGHLY TO ENSURE

THAT ALL OF YOUR REQUESTED ISSUES HAVE BEEN
ENTERED INTO LASPBS.

\DMINISTRATIVE

/.
£

&
e
e

 If any LBR Issue that you have requested via submission to the JAC
Budget Office does not appear on the Exhibit D-3A Report, please
notify us and JAC’s Executive Director immediately at:
Budget@justiceadmin.org

)
—a)
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‘ What is an Exhibit D-3A Report ? ‘

s The Exhibit D-3A Report is the most detailed level report of all the LBR
documents and provides justification and impacts of the requested funding via
“Issue Narratives”. It contains a series of codes related to the funding request
that includes issue codes, program components, categories, dollar amounts,
and fund IDs.

COMMISSION

% The issue narratives explain the need for an appropriation, and are the
building blocks or framework of the appropriations bill to identify and
describe increases and/or decreases to the budget.

ADMINISTRATIVE

% The Exhibit D-3A Report that your office will receive after all LBR issues are
entered into LASPBS, will be displayed in Column format:

R

15t Column Name 2" Column Name 3rd Column Name
A03-Agency Request  A04 - Non Recurring AO05 -Annualization
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JUSTICE ADMINISTRATIVE

\MLD IV VR G S TS T (R LY |

Other LBR Forms
and Schedules

50



LBR Data Entry Form
Schedule VII — Agency Litigation

VE

]

TRA
NV

a

B b

2]

Schedule VII: Agency Litigation Inventory

For directions on completing this schedule, please see the “Legisiative Budgef Regquest (LER) Instructions” located on
the Governor’s website.

Agency:

Contact Person: Phone Number:

Names of the Case: (If
no case name, list the
names of the plaintiff
and defendant )

Court with Jurisdiction:

Case Number:

Summary of the
Complaint:

Amount of the Claim: 5

Specific Statutes or
Laws (including GAA)
Challenged:

Status of the Case:

Who 1is representing (of Agency Counsel
record) the state in this
lawsuit? Check all that Office of the Attorney General or Division of Risk Management

apply- Outside Contract Counsel

If the lawsuit 15 a class
action (whether the class
15 certified or not),
provide the name of the
firm or firms
representing the
plaintiffis).
COMPLETE THIS FORM FOR LITIGATION TOTALLING $500,000 OR. MORE
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LBR Data Entry Form

Schedule VIIIA - Priority Listing of Agency Issues
Over Base Budget

OMMISSION

=)
ﬁ‘

Use this form to list FY2022-23 budget issues in priority order. Include the issue title, issue code
and the amount requested. The narrative should explain how this issue implements the priorities
on your agency. Please assign only one Priority #1, Priority #2, Priority #3, efc.

et o e s ke e ol e e e e ok e e e e e ol e i ol e b e e ol ook e e e ke e ke e e e e ok

TEMPLATE
Priority #1
Issue Title:
Issue Code:
FTE: (If Applicable)
Rate (If Applicable)
Fund:

Categories: Amounts:

Marrative:

Priority #2
Public Records Request Workload
IC 3009700
FTE: 2.00
Salary Rate = 62,307
GR Salaries & Benefits = $77,135
GR Operations = $8,071
HE/DMS/HE. Swves/STW Contract: $428

Marrative: The Legizlature has assigned high priority to accountability and transparency!
Meeting the public's demand for recordsz 15 one wayv of achieving that demand. The workload 1=
mereazing and 1= becoming more complex in f= nature. Specialists m this area of legal practce
ATa mecassary.
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LBR Data Entry Form - Schedule VIIIB-

RESET ALL

Schedule VIII B2 Reduction for FY 2022-2023

OMMISSION

©

Priority
Listing of
Agency
Budget Issues
for Possible
Reduction in
the Event of
Revenue
Shortfalls for
LBR Year —
|C#
330XXX0

Agency

Issme Title and Code:

Peoplel
X of Positioss

Position
Title

Circuit/Region

Class
Code

Zalary Rate
or Default

COLOR KEY
ELUE: These fields are Drop Down Lists
GOLD: These fields are Free Fill
GREEM: These fields are Auto Calculate

GREY: Ficlds not needed for selected issue

Optionzl Additional Comments -Not For LBR Postis

THIS SECTION 15 NOT NEEDED FOR REDUCTION IS3UES

Limes
FTE Heeded Recurring Nos-Recurring
Attorneys
Mon-Attarney Professional
Support Etaff

Operating Expenditures Tatal

TRIOMEMHR Services Total

Appropriation
Category Title f Code

Fund
Title

FEl

Dollars

Total
Request

Total
Mon-Recurri

23 prsimesite et o sbipa 0 Fvtgi e ate £ Feriile Bl o o £ Fie e Vivor SEEERir ringuirisct i i dervinr et fo ol 12 of ISR rivcureing Gossral
i tni i o T 6 o QB DDE, Tar it it o prmid s (O Fi canding A5 Orr kil GERigR & Ungias DRt pmhir £0r sach ri dur s dery,

il Frianity # 8 tho beghinrt psioeit s rivchoc e, Mo doctions murt he racursiog.
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LBR Data Entry Form - Schedule VIIIC

RESET ALL DROFDOWNS

Agency

COMMISSION

=
L

Priority Listing

of Agency
Budget Issues
for Possible

Reprioritization

— IC#
3DOXXX0
OPTIONAL

Issme Title and Code:

Peopled
B of Positioss

Legislative Budget Request for FY 2022-2023

CircuitfRegion

COLOR KEY
ELUE: These fields are Drop Down Lists
GOLD: These fields are Free Fill
GREEM: These ficldz are Auta Calzulate

GREY: Ficlds not needed for selecked issue code

Optiosal Additiosal Comments -Not for LBR Postin

This is a
Schedule VIIIC.

Anto Calculate SrandardiModifi

d Stamdard ¥ 3. Inzert the & FTE below to matc
il

Attarneys

Maon-dttarney Professienal

Zuppart Staff

Operating Expenditures Total

TR/OMEHR Services Total]

Appropriatios

Category Title  Code

Fund
Title




‘ Manual Form

Major Audit Findings/Recommendations — Schedule 1X ‘

OMMISSION

SCHEDULE IX: MAJOR AUDIT FINDINGS AND RECOMMENDATIONS Budget Period: 2022 -23

_ Department: Chief Internal Auditor:
W
j> ! Budget Entity: Phone Number:
——
= M @ @) @ ®) (©)
< EFFORT PERIOD SUMMARY OF SUMMARY OF ISSUE
- (. NUMEER ENDING UNIT/ARFA FINDINGS AND EECOMMENDATIONS CORRECTIVE ACTION TAKEN CODE

8c

i

VINIST

DI

A

[
o

=)
ﬁ‘
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‘ Manual Form

Organizational Structure — Schedule X ‘

The Schedule X must display the agency’s organization structure for the most
recent fiscal year. Section 20.04(8), F.S., requires the Executive Office of the
Governor to maintain a current organizational chart of each agency of the
executive branch.

OMMISSION

TIVE

]

The Organizational Chart must have an effective date of no later than
July 1, 2021 and identify by position [staff names are not required], all divisions,

Vs

S

bureaus, units and subunits of the agency.

MINIS

\D

/
/a

[~

NOTE: Submit organizational charts electronically in searchable PDF format so
that it may be uploaded to the Florida Fiscal Portal.

**Please do not submit scanned hard copies.**
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Manual Form

Unit Cost Summary Data Request - Schedule XI

OMMISSION

LEGISLATIVE BUDGET REQUEST FY 2022-2023
SCHEDULE XI-UNIT COST SUMMARY DATA

. .-.
ﬁ.

Regional Counsel, Region
FY 2020-21
Activity Expenditures FY 2020-21
Code Activity Description % Allocation by Activity” Unit Cost Measure Number of Units
ACT2000 Regional Counsel Workload 100% Mumber of appointed cases

Provide the number of units achieved in the prior Fiscal Year for each unit cost|measure.

* This percentage should be based on the percent of your total 2020-21 budget expended on each activity.

The same percentage will be applied to your total positions in order to allocate FTE by activity.

* This information is needed to calculate the unit cost of the activity.
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Manual Form
Schedule X1V -Variance from Long Range Financial
Qutlook

OMMISSION

LEGISLATIVE BUDGET REQUEST FY 2022-23
Schedule XIV: Variance from Long Range Financial Outlook

Note: This form will be completed by JAC in consultation with the agencies.
Purpose:

Pursuant to Article ITI, Section 19(a)3, Florida Constitution, Schedule XIV fulfills the requirement that
each agency’s Legislative Budget Request be based upon and reflect the long range financial outlook
adopted by the Joint Legislative Budget Commission or explain any variance from the outlook.

Procedure:
The Schedule XIV spreadsheet 15 prepared as follows:

* Question 1: Indicate if the long range financial outlook adopted by the Joint Legislative Budget

Commission in September 2021 includes revenue or expenditure estimates related to vour agency. If it
does, questions two and three will need to be completed.

* Questions 2 and 3:

A List the estimates for revenues and/or budget drivers that reflect an estimate for the agency for the
budget request year, the amount projected in the long range financial outlook and the amounts projectad
in the Schedule I or budget request.

B. Explain any variance(s) if the revenue estimates (from the Schedule I) or budget drivers do not
conform to the long range financial outlook.
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Manual Form

Schedule X1V - Variance from Long Range Financial
Outlook (continued)

J

Tl

A

-

n

[IN]

/|

v

Schedule XIV
Variance from Long Range Financial Outlook

Agency: Contact:

Article 1, Section 19{a) 3, Florida Constitution, requires each agency Legislative Budget Request to be based upon and reflect the
long range financial outlook adopted by the Joint Legislative Budget Commission or to explain any variance from the outlook.

1} Does the long range financial outlook adopted by the Joint Legislative Budget Commission in September 2021 contain revenue
or expenditure estimates related to your agency?

Yes Mo

2} Ifyes, please list the estimates for revenues and budget drivers that reflect an estimate for your agency for Fiscal Year

2022-2023 and list the amount projected in the long range financial ocutlook and the amounts projected in your Schedule |
or budget request.

FY 2022-2023 Estimate/Request Amount
Long Range Legislative Budget
Issue (Revenue or Budget Driver) R/B* | Financial Outlook Request

- o |a o e |w

3} Ifyour agency's Legislative Budget Request does not conform to the long range financial outlook with respect to the

revenue estimates (from your Schedule 1} or budget drivers, please explain the variance(s) below.

* R/B = Revenue or Budaet Driver
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L BR - Documents Check List

LEGISLATIVE BUDGET REQUEST - CHECK LIST FY 2022-2023

COMMISSION

%]

REGIONAL COUNSEL, REGION

ITEMS TO SEND TO JAC BUDGET OFFICE

All LER Exhibits, Forms, ete. -Due to JAC on July 30, 2021

Included; ¥/

Form Name/# Required tional
Transmittal Letter X
(JAC will submit a letter for the Department)

Schedule I - Detail of Receipts

{For all relevant Trust Funds) X

Schedule I Narrative Form (for all relevant

Tzt Funds) X

Schedule IB — Detail of Unreserved Fund X

Balances JAC to provide totals
when Sch. I's are
completed

Schedule IC — Reconciliation of Unreserved

Fund Balance JAC to complete

Reconciliation: Beginning Trial Balance to

Schedule I and IC JAC to complete 1f
applicable

Schedule VII — Apgency Litigation Inventory If applicable

Schedule VIIIA — Priority Budget Issues X

Schedule VIIIB-1 — Priority Reductions FY21/22  If applicable

Schedule VIIIB-2 - Priority Reductions FY2223 X

Schedule VIIIC — Reprioritizations X

Schedule X — Organization Chart X

Schedule XTI — Unit Cost Data Eequest X

Schedule XTV — Vanance from Long Range JAC to complete w/

Financial Qutlook Regional Counsels if
Applicable
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LBR - Documents Check List
(continued)

Included:
YN Required

Additional Operational Expenses 3000510

%]

Optional

>

COMMISSION

Addition of Specialty Courts Division 3001540

Additional Equipment 2402000

Additional Equipment [ Books 2402200

Additional Equipment / Motor Vehicles 2402400

Additicnal Price Increases for Utilities 2302700

Additional staffing for specialty Diversion Courts 3001550

Additional Workstations for New Office Space 2401300

Adjustment to GOTF Authority - Add 4200270

Annualization of Grants and Donations Trust Fund 2600210

Annualization of Prior Year Budget Amendment 2600170

Attorney Recruitment and Retention 4206A00

Attormneys for Specialty Court Division 3004500

Body Camera Evidence Review 5008010

Building Rental for Privately Owned Buildings 2301900

Competitive Area Differential - Funding For Support Staff 4200410

Competitive Area Differential Funding 4200460

R

Computer Crimes Division 3000720

Cost of Living Adjustment All Staff 4203A70

CPM Training 3801010

Criminal Conflict & Civil Regional Counsel Capital Attorneys 3000380

W N [ P o T o R L B e =l war_ o — Jd A msim

LA B e R R L I - e - I e I e L L B I L I
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‘ R

eference Materials List ‘

¢ Account Codes %@
¢ Fund Source Identifier (FSI) Listing

*»» OPB Modified Standard #3 — Expense and HR
Assessment Package

COMMISSION

*»» OPB Standard #4 — Replacement Criteria for State’s
Fleet of Cars and Light Trucks Documents Check List

TICE ADMINISTRATIVE
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Trust Fund Reporting

Schedule | Series
ICivilDTF

OMMISSION

ADMINISTRATIVE

l-‘."' _///1
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‘ What iIs a Trust Fund? ‘

= ATrust Fund serves as a depository for funds that are earmarked for a
specified purpose which may not be used for anything to the contrary. It is
created by law and remains in existence and active for a period of four (4) years
and then undergoes Legislative review. At that time the trust fund may be re-
created, retained, terminated, or modified at the request of an agency during the
LBR process via the submission of a Schedule 1D Form.

COMMISSION

= Trust Funds must have specific sources of receipts/revenues [state, federal,
municipal, etc.] and can have certain restrictions or prohibitions as to allowable
expenditures from the trust fund or types of receipts deposited thereto.

ADMINISTRATIVE

= There are eight primary trust funds within Justice Administration, and the
combined FY 2022-2023 appropriations is $172,530,614. Approximately $20M
increase over last year.

CE

@
_—

= All agencies that are administratively served by JAC are required to report their trust
funds activities annually via submission of the LBR Schedule | Series of Reports.
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‘ Trust Funds — LBR Schedule 1 Series ‘

Required Reporting Forms and Responsibilities:

OMMISSION

«»» Schedule I- Trust Funds Available

» OPB requires each circuit/office to provide estimated receipts for FY
2021-22 and FY 2022-23.

JAC will complete all other elements of this form on behalf of and in
consultation with your office.

ATIVE

n/
NV

% Schedule | Narratives

> Circuits/Offices must provide the methodologies used to determine
estimated receipts and also show the associated calculations.

JAC will provide calculations for the 5% Reserve in FY2022-23 and 8%
Service Charge to General Revenue (SCGR) as well as provide explanations
for applicable Section I11 Accounting Adjustments as reflected in the Final 6-
30-2021 Trial Balance Report.

MINIST

;' .///:yD .

[
o

«»» Schedule IB Detail of Unreserved Fund Balance

JAC will complete this form on behalf of and in consultation with all circuits
and offices.

POLET
A I,"
o
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‘ Trust Funds — LBR Schedule 1 Series

(continued) ‘

X/

+»»  Schedule IC- Reconciliation of Unreserved Fund Balance
JAC will complete this form on behalf of all circuits and offices.

OMMISSION

/7

+»» Schedule IC Reconciliation of Beginning Trial Balance to Schedule | and IC

JAC will complete this form on behalf of and in consultation with all circuits
and offices.

\TIVE

2/
NV

/

«» Interagency Transfers of Funds ($100,000 or more) From Other Entities

JAC will complete this form on behalf of and in consultation with all
circuits and offices.

INIST

) ,4
ADN

[~
P
C—

Chief Financial Officer Certification
»  Circuits/Offices must provide email to OPB Trust Fund Unit

JUSTIC

FOR A DETAILED DESCRIPTION OF EACH FORM, PLEASE REFER TO OPB’s SCHEDULE 1
INSTRUCTIONS OR CONTACT THE JAC BUDGET OFFICE STAFF

sty 2
o
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IR - S

rust Funds Schedule 1 — Format ‘

The information that is reported on the Schedule I document summarizes
revenues, non-operating expenditures, accounting adjustments, and
operating expenditures which are presented in five sections within three
primary columns for three consecutive fiscal years as follows:

COMMISSION

= Column AO01 - displays the Actual Prior Year — FY 2020-2021

= Column AO02 - displays the Current Year Estimate FY 2021-2022.

ADMINISTRATIVE

= Column A03/A12 - displays the Agency Request FY 2022-2023.
This is input by JAC into Column AO03 and systematically via
LASPBS becomes Column A12 after submission of the LBR.

2
)

= A fourth column, A04 - displays the Agency Request Non-Recurring
portion of the amounts entered in Column A03/Al12.
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I - S

rust Funds Schedule 1 — Format (continued) ‘

OMMISSION

The Schedule I Report is Divided into Five Sections as follows:

Wy Section I:  Detail of Revenues

; Section Il:  Detail of Non-Operating Expenditures

f‘é Section I11:  Accounting Adjustments

g Section IV: Summary (combines Sections | — |11 data and

= displays unreserved fund balances-Line I)

,@ Section V:  Schedule IB: Detail of Unreserved Fund Balance

:
/n

which identifies the funding sources and dollars
associated with the ending unreserved fund
balances.
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Schedule IC

Reconciliation of Unreserved Fund Balance

OMMISSION

L)
:
=)
ﬁ i

This 1s the
starting point
of the
Schedule |
Series.

JAC will
complete this
form for you.

SCHEDULE IC: RECONCILIATION OF UNRESERVED FUND BALANCE

Budget Period: 2011 -2013

Department Title: Tustice Administration
Trust Fund Title: Tndigent Civil Defense Trust Fund
Budget Entity: Departtment 21
LAS/PBS Fund Number: 20-297670X
Balance as of SWES* Adjusted
63012021 Adjustments Balance
Chief Financial Officer's (CFO) Cash Balance | 0.00 || | | 0.00 |
ADD: Other Cash (See Instructions) | |®) | | | 0.00 |
ADD: Investments | o | | | 0.00 |
ADD: Outstanding Accounts Receivable | 0.00 |@)| | | 0.00 |
ADD: | |®) | | | 0.00 ]
Total Cash plus Accounts Receivable | 0.00 |® | 0.00 | | 0,00 |
LESS: Allowanees for Uncollectibles | o] | | 0.00 |
LESS: Approved "A" Certified Forwards | | | 0.00 |
Approved "B" Certified Forwards | [ | 0.00 |
Approved "FCO" Certified Forwards | ] | | 0.00 |
LESS: Other Accounts Payable (Nonoperating) | 0.00 lm | | | 0.00 |
LESS: Other Accounts Payable (SCGR) | 0.00 [ | | | 0.00 |
Unreserved Fund Balance, 07/01/21 | 0.00 |0 0.00 | | 0.00 |+
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‘ Unreserved Fund Balance

COMMISSION

¢ The Unreserved Fund Balance is the summation of
prior year’s unreserved fund balance that was brought
forward into the current period plus total cash on hand
plus estimated receipts, minus actual disbursements
and outstanding obligated expenditures for which a
disbursement has not yet been made.

ADMINISTRATIVE

¢ The Unreserved Fund Balance is only calculated and
used in the preparation of the annual LBR Trust Fund
Schedule series of reports, and is not the same total as
the cash balance.

70



COMMISSION

LBR Data Entry Form — Schedule |
(Example Section 1-Estimated Receipts-ICDTF)

TITLE CODE
DEPARTMENT: Justice Administration 21
BUDGETENTITY: Regional Conflict Counsel 2180°
FUND: Indigent Civil Defense Trust Fund 2976

Enter Current 1. |Enter Request Yr. |Enter Request Yr.
SECTION I: DETAIL OF REVENUES (TFR) Est. Revenues | Est Revenues | Non-recurring
F AR AR PR . : —
01 |APPLICATION FEES 000100 | 8% 57.082 0% 0%
06 RESTITUTION 001204 | 0% 938.29 0% 0%
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‘ S

chedule | Narrative ‘

COMMISSION

Revenue Estimating Methodology:

Provide a detailed explanation of the methodology
used to determine the revenue estimates for FY
2021-22 and FY 2022-23 as shown on the Schedule |
report.

ADMINISTRATIVE

Circuits/Office must provide information as to how
estimated receipts were determined which includes
providing calculations.

JUSTIC
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COMMISSION
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Schedule I Narrative (continued)

SCHEDULE I TRUST FUND NARRATIVE
FY 2022-2023 LEGISLATIVE BUDGET REQUEST

Circuit/Office Name: Office of Criminal Conflict and Civil Regional Counsel,
XXXX Region

Trust Fund Name: Indigent Civil Defense Trust Fund, FID# 2976

Name of Person Completing This Form: Xxzixx Xxixxx
Telephone #: XX NNKY

Revenue Estimating Methodology:

Restitution: X730 used FY 19/20 actual revenue ($2957) and divided by the
number of Civil Dependency Cases in FY 19/20 (1913) and came up with $1.55
per case. Revenue estimates are based on a 15% growth in case per year x $1.55
per case.

1913 x 15% = 287

1720 + 287 = 2200 cases in FY 20/21

2200x 3155=%33410in FY 2021

2200 x 15% =330
2200+ 330=2530 cases in FY 22/232
2530 %1.55=43,921.50in FY 21/22

Fees: 3000 used FY 19/20 actual revenue ($6883) and divided by the number of
Civil Dependency Cases in FY 19/20 (1913) and came up with $3.60 per case.
Revenue estimates are based on a 15% growth in cases per year x $3.60 per case.

1913 x 15% =287
BUDGET OFFICE WILL INSERT 5% RESERVE AND 8% SCGR HERE.

Explanation of Schedule I, Section ITI Accounting Adjustments:

None applicable.




Negative Unreserved Fund Balances On the
Schedule | Report

MMISSION

In any reporting period (current
or requested fiscal year), the

B Any negative unreserved fund
balances must be eliminated

(Cle

£
=

= | estimated receipts combined by either :

'«ti with the prior year carry A. Increasing the estimated
= forward unreserved fund receipts (where feasible)
< [ balance amount must be or

= | sufficient to support the total B. Reducing estimated
f‘»{ estimated operating and non- expenditures/budget

w, [ operating expenditures/budget authority before final

authority as noted on Lines submission into LASPBS
“D” and “E” of the Schedule I and upload of the
Report Schedule | Reports to the

Florida Fiscal Portal




Fund Balances On The Schedule 1 Report

‘ Strategies To Eliminate Negative Unreserved ‘

COMMISSION

g
C
%)
=
=
<

CE

JUSTI

OPTION 1
Increase Estimated
Receipts (Revenue)

For the current FY or LBR Request
Year, increases in receipts can only
be made if the amount can be
substantiated by contracts,
memorandums of agreements or
reasonable projections.

All receipt projections must be
justified in the Schedule | Narrative
document which provides the
methodology as to how the
estimated figures were determined.

OPTION 2
Decrease
Expenditures/Budget
Authority

If the decrease is for the current year, notify JAC
of the exact amount to reduce and a line item
adjustment called “UNFUNDED BUDGET” will
be entered in Section 1. This will in effect reduce
Line “D” [estimated expenditures /budget
authority] for purposes of balancing the Schedule |
Report only. An agency’s actual current year
budget authority will not be reduced by this action.

If the decrease is for the request year, thenan LBR
issue should be considered requesting the deletion
or reduction in budget authority that is not
supported with sufficient estimated receipts or that
Is no longer needed.
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‘ Trust Fund Schedule | Report

(continued) ‘

Other Information Reported on This Form

OMMISSION

5 Percent Trust Fund Reserve:

Show a detailed calculation of the 5 percent trust fund reserve for FY 2022-23 (calculated
on recurring FY 2021-22 estimated revenue)

JAC will provide calculation based on applicable estimated receipts shown in FY 2021-22

\TIVE

TR/
NV

INIS]

8 Percent Service Charge to General Revenue (SCGR):

Show a detailed calculation of the 8 percent SCGR for FY 2021-22 and FY 2022-23
(calculated on recurring FY 2021-22 and FY 2022-23 estimated revenue.)

JAC will provide calculations based on applicable estimated receipts show in each year.
Only receipts coded to revenue categories exempt from the SCGR will be excluded from
the calculation. Federal funds are generally excluded from the service charge assessment.

ADM

&
e
e

Accounting Adjustments:
Provide detailed explanations for each item on the Schedule I, Section Il Adjustments.

JAC will provide explanations based on any adjusting entries that are made and supported
by the accounting records.

JUSTIC
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EOG’s E-mail Certification of Estimated Receipts
For FYs 2021-2022 and 2022-2023 ‘

OMMISSION

Each Office is required to send an email certifying the estimated
receipts to Laurie Harrison at the Governor’s Office of Policy and
Budget Trust Fund Unit after Wednesday September 15, 2021 or
during the OPB Technical Review period which will be sometime
shortly after the LBR original submission date.

TIVE

]

S

Laurie's email address is: laurie.harrison@laspbs.state.fl.us. Please
copy the JAC Budget Office : budget@justiceadmin.org

DMIN|

PLEASE DO NOT SEND THE EMAIL BEFORE SEPTEMBER
15, 2021.
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‘ EOG’s E-malil Certification of Estimated Receipts
For FYs 20 (21-2022 and 2022 2023 (continued) ‘

COMMISSION

Example language for email is as follows:

“Dear Ms. Harrison,

The Office of Criminal Conflict and Civil Regional
Counsel, Region confirms that the estimated receipts
as reported on the Trust Fund Schedule 1 document are the
most accurate figures based on available information at the
time of submission of the FY 2022-23 Legislative Budget
Request. This office will notify the OPB Trust Fund Unit if
any significant changes in revenue estimates occur prior to
the issuance of the Governor’s Budget Recommendations.”

TICE ADMINISTRATIVE
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= ‘

§ The Long Range Program Plan (LRPP) ‘
=

S Mission Statement

Ql

=W Performance Measures Standards

9 Trends & Conditions  Goals SWot

S Activities Outcomes Outputs

L

Services Objectives Unit Cost

Jus
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‘ LRPP Due Date To JAC

All LRPP exhibits and schedules are
due to the JAC Budget Office by
Monday August 30, 2021 at 5:00
P.M. EDT.

OMMISSION

This will allow the Budget Office
sufficient time to review, compile, and
process all agencies’ data.

\DMINISTRATIVE

A
/n

Please e-mail all completed LRPP forms to budoet@ justiceadmin.orag.

&
e
e

= You will receive an email confirmation that the information has been received.

= |If we need additional information from you, we will send a follow up email.

)
—a)

= |f you do not hear from the JAC Budget Office within 2 business days of your
submission, please contact us via email .
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‘ LRPP Public Publication ‘

COMMISSION

The LRPP document must be completed at the
Department (Justice Administration) level and is
required to be uploaded to the FFP with written
notification from JAC to the Legislature and
Governor that it has been done, not later than
Thursday, September 30, 2021.

ADMINISTRATIVE

JUSTIC
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‘ Other Items of Interest ‘

OMMISSION

O The Legislative Budget Commission generally meets sometime in September
of each fiscal year to adopt and approve the Long Range Financial Outlook
plan. Agencies are required to base their LBR upon this plan or explain any
variances thereof (LBR Schedule XIV.)

IE

ATIV

n/
NV

MINIST
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o

lease Help Us To Better Serve You ‘

OMMISSION

@ Carefully review the data that you are submitting in your
W / LRPP and LBR packages and refer to the Checklist.

VE

I

\

Use the designated budget@justiceadmin.org mail
group to submit all documents electronically. This will

ensure receipt directly to all staff in the JAC Budget
Office.

S

TR
A¥fa

s

ADMIN

Complete and submit all documents within the time
frames requested to avoid delays in processing and
uploading to the Florida Fiscal Portal.
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‘ B

udget Office Contact Information ‘

COMMISSION

Email Addresses:
PRIMARY : budget@justiceadmin.org

Staff:

Mailea. Adams@justiceadmin.org
Kelly.Jeffries@justiceadmin.orqg
Adam.Preisser@justiceadmin.org

STRATIVE

DMINI

AL

-/

p—-
o

ICi

1
5.

Local: (850) 488-2415
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‘ D

ates to Remember

IMISSION

» July 30 2021: Budget Office deadline for agency
LBR document submission

v’ September 15, 2021: Deadline for Department
LBR upload to Florida Fiscal Portal by JAC

» August 30, 2021: Budget Office deadline for agency
LRPP document submission

v’ September 30, 2021: Deadline for Department
LRPP upload to Florida Fiscal Portal by JAC
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‘ Questions and Discussion
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