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‘JACﬁS VI S|
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JACOs Vo = the model of exemplary state
government.

JOMMISSION

VE

T

J A CMission: To support the entities we serve and
FIl ori daods judicial system
and exemplary service.

DMINISTRA

JACOs Co r\We taleagreat prele in exemplary
service, adaptability, honesty, integrity, and diversity, as well
as respectful and ethical conduct.
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Accounting Overview|
Disbursements and Revenue



| S

tate of Florida Fiscal Year ‘

AThe State of FIlorid
July 1 through June 30

A Florida governmental accounting is mostly
a yearto-yearprocessn s pend 1t
A The State of Florida allowstate
obligations incurred but not paid prior to
June 30to be paid after June 30

I In effect, extending the fiscal year to
September 30

COMMISSION

ADMINISTRATIVE
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\ Fiscal Year Endi June

Information and Reminders \

A Volume of batches/invoices increases as everyone wor
to get all FY 2122 obligations paid in June

A JAC encourages offices to submit invoices for payment
early as possible in June

I Both due process/caselated and operations

A Batches JAC Accounting staff will pay all
batches/invoices received by JAC on or befhmee 22as
fiscal year 2122 batches

A Journal Transfers (JT$)transferring expenditures
between funds to cover shortfalls and maximize genere
revenue expensé&sJAC JT deadline on or befodeine 23

COoMMISSION

ADMINISTRATIVE
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| J

ournal Transfers - Overview ‘

COMMISSION

AJTs generally post overnight in FLAIR;
however, delays can occur at yead
because of high volume

AWhen expenditures are moved, the
budget Is restored (increased), and

AWhen expenditures are posted to the
other fund, the budget is decreased
accordingly

S 5/19/2022

ADMINISTRATIVE

JUSTICE




\Journal Transfers 1 Challenges at
Year-End \

A JTs and payroll many offices utilize JTs to
expend all or most of their General Revenue
during the last week of June

I JAC Accounting st afuft opr o
General Revenue Salaries and Benefits (or OPS)

A Meanwhile HR staff send requests ford@mand
or supplemental payroll after JTs have been

COMMISSION

ADMINISTRATIVE

S processed payroll posting causes negatives
&z I JAC is scrambling to cover negatives
> ]

Il f negatives arenot cove
wi | | Nt akeo the budget f
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\Journal Transfers 1 Challenges at
Year-End \

A JAC runs reports to monitor payroll activities and
account balances frequently

AJACO6s Accounting and HR
Ancatcho negatives

A How can your office help JAC?

I f any unexpected or nex
last week of June, please be sure there is enough
budget to cover that payroll

I When sending JTs reducing General Revenue balance
please factor in any payrolls that may run during the
last week of June

COMMISSION
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\Journal Transfers 1 Deadlines and

Considerations \

A JAC will contact offices regarding negative
balances to determine the funding source to cleal
negatives

A Please consider any payroll activities occurring
during the last week of June when submitting JT
reguests

A ThursdayJune 23s the deadline for submitting
JT requests to the JAC Accounting Office

A JTs must be entered by JAC staff in FLAIR (to
clear negatives) no later than Tuesdage 28

COoMMISSION

ADMINISTRATIVE

JUSTICE

S 5/19/2022 10




\ Statewide Travel Management

System (STMS)i June Deadlines \

For the few offices utilizing the STMS:

AThe deadline for JACO6s fir
STMS for processing in FY 222 is 2:00 pm Thursday,
June 23

I Travel not approved for FLAIR upload in the STMS by
JAC Accounting on or before 2:00 pdune 23will be
processed in July (fiscal year 2022)

I Continue to process travel in the STMS as needed,;
after June 23, JAC Accounting will wait until July to
approve the travel for upload to FLAIR

COMMISSION

CE

E,
2
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‘Purchasing Card (PCard)T June

Activities ‘
APCards are not Aturned
end activities

COMMISSION

ACharges approved by JAC Accounting staff on or
before MondayJune 24n Works will be paid from
FY 21-22 funds

ACharges approved after June 27 will be paid from |
22-23 funds

Altems ordered via a PCard in June, but not approv
In June, may be charged to certified funds (via a J
after a payable Is established

9 5/19/2022 12
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‘J

AC Revenue- Current Year Refunds ‘

ACurrent year expense refunds are checks (employee or ve
presented to the state for overpayment of an expense in th
current fiscal year (2022022)

Alnformation submitted with expense refunds should include
original warrant informatioigwarrant number & warrant
date to identify the expense being refunded

COMMISSION

AOnce posted by DFS, current year expense refunds will re:
budget and reduce expenditures by the amount of the refu

CE

ARestored budget may be certified

E,
2
D

ADeadline for submitting current year expense refunds to JA
IS Wednesdayjune 22
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‘J

AC Accounting - More Deadlines ‘

COMMISSION

AlLast day to request warrant cancellations
for restoration to FY 2P2 is FridayJune 24

ALast day to submit revenue deposits to JAC
for processing in the FY 222 is Tuesday,
June 28

ALast day to make deposits into Wells Fargo
(Treasury) for FY 2422 i1s Wednesdayune
29

ADMINISTRATIVE

Ly
Q
@
]

9 5/19/2022 14



\July I September: Certifications

Forward Budgets \

A Certifications forward is the terminology used to
describe the process for identifying budgets to be
set aside (certified) fasbligationsto be paid after
June 30

A All or part of the June 30 release balances may b
mar ked ncertifiedo for

AAny release balance no
(certified) automatically reverts back to the state

I July 512 timeframe to certify budgetssubmit
certification forms to JAC

COMMISSION

ADMINISTRATIVE

CE

JUSTI

S 5/19/2022
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‘Certifications Forward i Release

Balances and Categories to Certify \

A General Revenue and Trust Funds

A Any appropriation category: salaries and benefits
OPS, operations, contracted services, expenses,
acquisition of motor vehicles, due process, case
related costs, etc.

A Certifying release balances ensures the budget is
available for known and unknown prior year
obligations

ANote: Cash in trust fu
automatically to the next fiscal year

COMMISSION

ADMINISTRATIVE

CE

JUSTI

S 5/19/2022 16




‘Certifications Forward 1 All Funds

and Categories- Reminders |

A Certified funds may be used to pay obligations incurred prior tc
June 30, but not paid until after July 1

A There must be documentation to show the funds were obligate
prior to June 30 to pay from certified funds

I DFS will need something to validate that the invoice is
payment of a FY 2P2 obligation

I Authorizations issued to vendors on or before June 30 will
satisfy DFS*

I Authorizations must be included with batch when
processing payments utilizing certified funds

COMMISSION

ADMINISTRATIVE

CE

*Normally Authorizations are not required for due process/case costs;
however, to demonstrate the obligation occurred on or before June 30, |
Is recommended for all obligations

i EI[’
19
=)
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= ‘

5 6/30/22 FLAIR Balance ‘
S§ - |
% A The State Accounts (SA)Balance File will reflect the
S) amount eligible for cert.i
= in early July

~

SAID BALANCE FILE - BUDGETARY 6/30/2020 [6:27:01

L1 GF SF FID BE IBI CAT YR MO RT
21 10 1 000069 21300800 00 040000 00 04 2
PRIOR CURRENT CURRENT
MONTH BALANCES MONTH ACTIVITY MONTH BALANCE
WARRANT DISB 411,183.34 4,657.87 415,841.
JOURNAL DISB 19,778.29- 60.00 19,718.

TRANSFER DISB .00 : :
*CURR YR DISB 372,436.41 . 377,154.
*CERT FWD DISB 18,968. 18,968.
*CURR YR UNEXP REL 139,760. 135,042.
*CERT FWD UNEXP REL : .00 :

JUSTICE ADMINISTRATIVE COMMISS

The current year unexpended release balance for June is the total
amount available for certifying (to pay for FY-22 obligations)

18
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Obligations I ldentified by Classes \

Class A Class B Class C

Accounts Receivablie
Cash refunds owed to
the state for payment
made prior to June 30

Encumbrances
Goods or
services ordereg
but not received
by June 30

Accounts Payablé
Goods or services
received on or

before June 30, bu
not yet paid

*Only applicable for
general revenue refunds
needed to pay obligation

5/19/2022



‘ Public Defender and State Attorney

Due Process Balances \
A There will be a large surplus for SA and PD due
process this year
A June 36 the funds will revert back to the state

A In July the funds will be returned to the current
year budget (pending the Governor's approval)

A There will be no payables set up for due process
this year

A FY 21-22 obligations will be paid with 223
funds.

COMMISSION

ADMINISTRATIVE

S 5/19/2022 19




| Sexually Violent Predator Funds

(SVP) |

A There is also a surplus expected in this fund

A If your office has 22P2 obligations send us a
lump sum form to set up your payable

A JAC sets up a payable with the amount left for
2dzNJ / 2dzNI ! LILRAYUOSR &as

A If JAC Accounting sees invoices with a date prior
to June 3@ we will use the payable set up for
with the excess amount

COMMISSION

CE

E,
2
D
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ADMINISTRATIVE

Acquisition for Motor Vehicles

COMMISSION

Ly
A2
=)
—

Appropriation - Reminder \

ARevert and appropriate was not
picked up.

Alf you ordered a vehicle this year
and do not receive it by June 30

you will have to certify those
funds.

Sy 5/19/2022 22



‘Certified ltems and Budgets

A When obligations (e.g., payables or |
encumbrances) are entered in FLAIR with a
nCo i n the CF fi1 el d

I A certified budget Is created

I The certified budget is in effect for the period of
July 2 September 28 only

I The certified budget Is used to pay prior year
obligations (only)

I The certified budget does not affect the current
year budget

S 5/19/2022

COMMISSION

TICE ADMINISTRATIVE

23



\ﬁLump Sumo Cer-t i

Overview
A Certify all or part of the June 30 unexpended relea
balance in FLAIR(Operations)

A Generally one payable is set up for each fund and
category (BOMS fund) no long lists

A For example, JAC has a June balance in general
revenue operations category (103230) of $35,042.

I A payable (e.g., PJACO001) is added to FLAIR with a tot:
of $35,042.74 this payable establishes the certified
budget for general revenue expenses

COMMISSION

CE

E,
2
D
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‘ L

ump Sum Certified ‘

A Follow these four steps:

I Determine June unexpended release balance
SA Function in FLAIR or report from JAC

I Fill out lump sum form identifying amounts to
certify (per fund and category)

I Determine If any receivables are needed

I JAC Accounting staff will assist with assigning
payable numbers (and receivables) for each off

AEach payable will be assigned one vendor and one
object code

COMMISSION

ADMINISTRATIVE

@
=
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‘JAC Lump Sum Certified Form ‘

A JAC has created a form to identify the amo
to lump-sum certify in each fund and categc

A Receivables may be added to form if neede

COMMISSION

AThe will assist JAC with
setting up the budgets (payables) in FLAIR
AThe form is aweasitd ab

A JAC will email a copy to your office, if
desired

JUSTICE

S 5/19/2022
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https://www.justiceadmin.org/jac/yearend_docs/2018-2019/Lump%20Sum%20Cert%20Form.xlsx
https://www.justiceadmin.org/ClientAgencies/yearend.aspx

z |JAC Lump Sum Form - Sample
O o -
CT) JAC Certifications Forward - Lump Sum Form Form updated: May 1. 2019
9 Office Name:  JAC Name of Person Authorizing Certifications:
= Date: 7/5/2022 Vicki Nichols
E Regular Vendors
. O\.. Total Funds
@ June 30 Needed to
et Release Receivahle | Certify (Total
Organization Code EO FLAIR Fund & Description | Category Balance (Citem)* | Obligation) Comment
: Refund to be
—~ received in July;
2110 1 000069 21300300- June obligation is
21 30 00 00 000 B2 Gen. Rev 105281 1125.00 25.00 1150.00 1150.00
20-2-339040-2130080000 -
21 30 00 00 705 A2 Grants & Donations T.F. 103224 5,785.65 N/A 5,785.65

10-1-000069-21300800 -
21300000500 LX Gen. Rev. 100777 16,500.17 N/A 15000.00

Journal Transfer (JT) Vendors

June 30
Ly Release Amount to
0 Organization Code EO FLAIR Fund & Description | Category Balance N/A Certify Comment
7:': 10-1-000069-21300800 -
cg 21 30 00 00 000 B2 Gen. Rev. 040000 3510.77 N/A 1,574.67 DMS June invoice

= N/A

N/A

Mote: IF vour office has obligations requinng a Journal Transfer (JT] to another state agency or Fund, JAC may need to set up two lump sum items [e.g.
payables]. one For JT= and one for "regular® vendors.

*C items [receivablezs] For general revenue only should be created only when a refund i1z expected and the amount of the refund i1s needed to meet June
obligations [payables].




‘ L

ump Sum Certified (cont.) ‘

A The JAC Accounting Section will enter payables (and
receivables) in FLAIRestablishing the certified budget
and send a FLAIR report for each office to review

A As soon as lump sum items are set up in FLAIR
send batches/invoices to JAC with the assigned paya
number

A Lump sum payable (budget) is reduced in FLAIR with

COMMISSION

ADMINISTRATIVE

each invoice
= I JAC Accounting staff enters vendor number and
= appropriate object code when paying the invoice

.. A No CF1 or CF2 forms needed when using lump sum

5/19/2022

28




‘Certifications Forward T Detailed

Option (CF1 Form) \

A Complete CF1 form for each FLAIR fund and category
(BOMS fund)

ASubmit CF1 forms to JACOHS
period July 5 July 12

AJACOGs Accounting Section w
FLAIR and work with each office to ensure the FLAIR
entries are correct

A Submit batches/invoices to JAC paying obligations with
Individual payable numbers

A No CF2 Form is required JAC will verify that the
certified total does not exceed 6/30 release balances or ce
| f | t0s a trust f und.

5/19/2022

COMMISSION

RATIVE

ADMIN

CE

=
%
=

29




‘Certified Forward Batch Sheets ‘

A For any invoices submitted for payment
(via batch sheets) using certified funds,
please include:

IPayabl e or encumbrance

I Something evident on the batch that it is a certified
payment (can be hanaritten)

I Backup, such as: authorization, goods received dai
or other documentation clearly showing the invoice
should be paid from prior year funds (clearly a prior
year obligation)

COMMISSION

CE

E,
2
D
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\Target Dates and Deadline$ June

Recap \

OMMISSION

June 24 Last day for current yeaxpense
Warrant Cancellations to be processed

June 23 Last day forJAC to approve
travel in the STMS for payment in FY 2222

June 28 Last day forRevenue Receipt$o be
submitted

;&“' - 20 June 22 Last day foBatch Sheetdo be

= submitted

= SEMETEWREThE FE S aJ8

@;c- June 22 Last day for submittin@urrent

= LTS e e e Year (FY 21-22) Expense Refunds

.&1

= 6 [7 [Ts [To [T10 [T11 [TR2 June 23 Last day fordournal Transfers to be
% aAAaA%A submitted

<

20 |21 22 23 24 3] 26

=
-

27 N 281529 A 30

JUSTICI

June 29 Last day to makdeposits into Wells
Fargo (Treasury) for processing (Y 21-22)

QIS
N /,"
o

ogx\ce 4
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‘Deadline and Target Dates July

July 5. Tentative Certified Forward Releases
July 2021 will become available

July 5-12. Certifications Forward Forms
submitted to JAC; deadliniuly 13

OMMISSION

ATIVE

4
M

TR

Si

July 5: Beginsubmitting CF and current
year batchesto JAC for processing

July 13: Run date for th&inal
Certifications Forward listings

- ADMINi

July 14: Certifications Forward Report is
due per instructions provided by the
Executive Office of the Governor (EOG)*

[=
[~

JUSTICI

*JAC will request the electronic transfer of this data through the FLAIR Help
Desk, as instructed by the EOG.

QIS
N /,"
o

5/19/2022 32
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Budget Office Overview
Budget Amendments s cincos

™~ BYBIL KEANE

wasn’t for all those goes-intos
and take-aways.”



COMMISSION

ATIVE

MY

EOG Memo 2843
Remaining Deadlines

OFFICE OF POLICY AND BUDGET
SCHEDULE FOR PROCESSING 2021-22 BUDGET AMENDMENTS
AND IMPLEMENTATION OF 2022-23

BUDGET AMENDMENTS

o

2|3

2 |

i el s
Type of Action Statutory Reforance | 3 | 53 Dafte Due to BMP | Date Due to BMP

] g rom Agency from Unit

L

2 | §

3
Trust Fund Loans for FY 2022-23 to be Effective July 1, 2022 s.215.18, F.S. N | 7days | Mon-May 23,2022 |Mon-June 06, 2022
Adjustments to Nonoperating Budget Authority for FY 2021-22 (OPB Approval NOT Regquired) s.216.181(12), F.S. N | None | Tue-May31,2022 |Mon-June 06, 2022
Salary Rate Changes Between Budget Entities for FY 2021-22 (OPB Approval NOT Required) s. 216.181(8), F.S. N | None | Tue-May 31,2022 |Mon-June 06, 2022
Adivstments to Fived Capital Oulay Releases for FY 202122 ’ s 216192165 | N | 3Days| Friune 03,2022 | Friune 10,2022
DOT Work Program without Budget Amendment for FY 2021-22 s. 339.135. F.S. N |14 Days| Mon-June 06,2022 |Mon-June 13, 2022
General Revenue and Trust Fund Appropriation TransTers for FY 2021-22 (5-day noffication/Program Flexiity) | 5.216292(2)b),F.S. | N | 5Days | Mon-lune 18,2022 | Friume 17, 2022

*'liTransfers Between Identical Funding Sources Limited to 5% or $250,000 for FY 2021-22 8.216.292(2)(a), F.S | N | 3Days | Mon-June 20, 2022 N/A

** Most common transactions for JAC Entities

5/19/2022
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‘EOG Memo 2043

Remaining Deadlines |

Submit to the JAC Budget Section by:

JOMMISSION

VE

C Thursday, May 26, 2022Salary Rate Changes between
Budget Entities

C Thursday, June 9, 202% Day Notification / Program
Flexibility

C Thursday, June 16, 2022:

I Budget authority movement betwet
Budget Entities

I Budget authority movement within
Budget Entity

I

|

DMINISTRA

5/19/2022 35




‘ 5% or $250,000 (whichever is greaterf

Budget Amendments

A Two types of 5% Budget Amendments for the Movement of
Budget Authority: [See. s. 216.292(2)(gl, F.S.]

COMMISSION

1. Within a Budget Entity:
a. Between appropriation categories
b. Within identical funds
2. Between Budget Entities:
a. Within identical appropriation categories
b. Within identical funds.

[RATIVE

MIN|

CEA

ACKS D2OSNYy2NQa hFTFFAOS 2 HMayt 2t ;
review period for all agency 5% or $250,000 Budget
Amendments. [See s. 216.292(2)(a)4., F.S.]

5/19/2022

%)
=
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‘ Appropriation Modification

versuskExpenditure Journal Transfer ‘

The Budget Office cannot move budget authority between
fundswith a Budget Amendment. This requires a Journal
Transfer.

COMMISSION

[RATIVE

U Budget Transfers and Amendmem®dify approved
spending authority in Appropriation categoridgfore

= authority is spent.

=

< U Journal Transfers (JE)F SELISY RA G dzNBa 4
& WNBRdAzOS&aQ | gl AflofS aftedSy R
E) authority is spent.

=

For assistance with journal transfers please contact:
Accounting@justiceadmin.org.

5/19/2022 37




‘ Procedures for Completing the 5%/$250K

Budget Amendment Form ‘

Whena JRQdeterminesthat a movementof budgetauthority
IShecessary

COMMISSION

% C Verify there is sufficient unexpended released budget

@; authority available that can be transferred as requested.
% C Consider all invoices that have been sent

f‘é to the JAC Accounting Section that have not

4 been processed for payment. Bl D:riciT_

= = w

5/19/2022



Procedures for Completing the 5%/$250K

Budget Amendment Form ‘

Accessi KS St SOUNRYAO FT2NX¥ U(GKNRdIZAK O°fF
https://www.justiceadmin.org/sa/budget/5percentForm.pdf

OMMISSION

'I'M'|

% Step 1 Begin by selecting your agency and circuit/region (as applicable)
E from the dropdown boxes.

(%) .

= Step 2.Select the appropriate fund (Example: General Revenue, Grants
= and Donations Trust Fund, etc.)

o
<< FY 2021-2022 BUDGET AMENDMENT REQUEST FORM s

' _ Reset this form [ USE FOR 5% OR $250,000 BUDGET MOVEMENT] REV. 06/22/21
§ Requesting Agency: fublcDefendrOfice B Crcut: ‘:I

Fund: [Beneral Revenue (FD #1000) E

5/19/2022 39



https://www.justiceadmin.org/sa/budget/5percentForm.pdf

‘ Procedures for Completing the 5%/$250K

Budget Amendment Form ‘

Step 3.Select the type of budget movement you are requesting:

A. between different appropriation categories within the same budget
entity and fund

B. between budget entities within the same appropriation category
and fund

C. If you are initiating budget movement between budget entities then
the budget entity you are moving funds to must be listed under the
aSOUA2YV SVUAGESR daz2z@®S (2 9ViA

Type of Movement:

COMMISSION

ADMINISTRATIVE

@Between categories of appropriations within a budget entity (s. 216.292(2)(a)1., F.S.)
Between budget entities within identical appropriation categories (s. 216.292(2)(a)2., F.S.)

TIC

Move to entity: C

Recurring Impact: DYes DNO amme——— Sce Step 4.
D 5-day Unlimited Transfer (5.216.292(2)(b)L, FS.) {—— S c o Step 5\

A budget amendment summary form must be included with this transfer request. This type of transfer includes ONLY the Other Personal Services, Operations, and-Salary
Incentive Payments categories.

)

5/19/2022 40




‘ Procedures for Completing the 5%/$250K

Budget Amendment Form ‘

Step 4.Determine the impact [recurring or nerecurring]. Budget
amendments are only good for the current fiscal year, therefore if you
would like the exact amount of the budget transfer to be recurring in
adzo0aSljdzSyid &SIFNR GKSY YINJ] da&a,Saé
. dzZRIST ' YSYRYSY(l wSljdzSad C2NX® h

COMMISSION

Step 5.If you are requesting a-Bay Unlimited Transfer, a budget
amendment summary form must be completed with full justification for
the budget action. Section 216.292 (2) (b) 1. Florida Statutes limits the
appropriation categories that can be utilized in this type of transfer.
[Deadline: Monday June 13, 2022]

ADMINISTRATIVE

5/19/2022 41


https://www.justiceadmin.org/ClientAgencies/Budget%20Deficit%20Procedures/Budget-Amendment-Summary-Form.pdf

‘ Procedures for Completing the 5%/$250K

Budget Amendment Form ‘

Step6.t & LIS dDwé AY GKS wS@SydzS { 2 dzN
General Revenue. If the transfer is for a trust fund, the source of funds m
be listed (i.e., Article Mraffic Fines, Cost of Prosecution, County
Information Technology, VAWA, etc.). A numeric organizational code an
EO from your account code listing may also be noted to further identify tr
desired cost center to post to in FLAIR.

COMMISSION

Step79 Y USNJ 0KS FY2dzyida aFNRYE | yR
appropriation category or categories lineBnter whole dollars only
PLEASE DO NOT enter cents or use any type of punctuation marks. The
F2NY Attt L dzi2YlFOGAOlIfteé O2y OSNU
FYR GKS Y2dzyd aiG2¢é oAttt | dzi2Y!l 0
Therefore, do not insert plus or minus signs in front of the dollar amounts

CE

E,
2
D

5/19/2022 42




IIVE

Al

SiTit

MIN |

I)S]

A

E 4

COMMISSION

Procedures for Completing the 5%/$250K
Budget Amendment Form

Fumd:= ISJ- Berwareas Trust Fund (FID #2053]

Type of Movement:

Between categories of appropriations within a budget entity [5. 216, 292(2)(all., F.5.]
D Between budget entities within identical appropriation categories (s, 216.292(23}(a)2., F.5.]

Maowe to Entitgr:l

Recurring Impact: I:I‘Fes |:| Mo

|:| S-day Unlimited Transfer [5.216.292{2}{b}1., F.5.]

Incentive Payments categories.

& budget amendment summary form must be included with this transfer request. This type of transfer incledes ONLY the Other Personal Services, Operations, and Salary

Please enber whole nurmbers only. (no cents).

MNOTE: When entering dollar amounts in the “Amount From® and “Amount To" columns, do not use dollar signs, negative signs, commas or other punctuation marks.

N

—

5/19/2022

CATEGORY ]RE\I‘ENUE SOURCE AMOUNT FROM AMOUNT TO
I - T ~
Salaries and Benefits (01000:0) 21-50-02-00-123 AR - 25 000.00 4\
3 p 4
- ~ -
Lease or Lease Purchase Equipment (105281) -~ -
— - -—— _
— -
Other Personal Services (030000) y 4
21-50-02-00-123 AB \ 25,000.00
- -
Acquisition Motorvehicles (100021 S _m_—_—-
State Attormey Operating Expenditures (103225)
Salary Incentive Payments (103290)
e T T O O e e
n - -
Amount totals are automatically calculated. ( ~
Totals MUST Agree (balance out]. TOTALS: - 25,000.00 2500000 )




‘ Procedures for Completing the 5%/$250K

Budget Amendment Form ‘

Step 8.Provide a brief reason why the budget amendment is being
requested.

Example Statement The __ Office in the __ Judicial Circuit does not
have sufficient budget authority in the Other Personal Services (OPS)
OFGS3I2NEB G2 YSSG GKAa FAaaolrt esi

COMMISSION

[RATIVE

Step 9.Date and sign the completed form. An employee who is
authorized to sign budget transaction requests may type their name in
the authorized signature field without having to print and sign the form.

MIN|

CEA

Step 10 Transmit the form electronically to the JAC budget Office using
the following email address!

%)
=
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Procedures for Completing the 5%/$250K

Budget Amendment Form ‘

Provide a brief justification for this request:

OMMISSION

The Office in the ___ Judicial Circuit does not have sufficient budget authority in the
Other Personal Services (OPS) category to meet this fiscal year's remaining obligations.

=
=

V‘ ..

J

pate: Type date HERE |authorized Signature:  Budget Contact Type name HERE

Tl

\

PLEASE RETURN COMPLETED FORM TO JAC BUDGET OFFICE: BUDGET@JUSTICEADMIN.ORG = Reset this form

TRA
AYa

Si

SPECIAL NOTE REGARDING 5% or $250K BUDGET AMENDMENTS

When there is a consistent need to request the same transfer of budget
authority between the same categories every fiscal year; please consider a
realignment of budget authority in your LBR or Amended LBR using Issue Code
numbers 2000100 [Add] and 2000200 [Deduct]. This action will help to ensure
= that your operating budget is properly aligned where best and most needed to
-~ accommodate expenditures. Additionally, it will decrease the number of
requests made to OPB during the fiscal year.

—

3
Q

—
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&)

IN TIME for LBR & LRPP FY2P23
Preparation ....

pydi /

CONM

Ly

PUT YOUR DATA IN ORBIT

A Implementing the use of shared Budget folders between t
. dzRISG hFFAOS FYR GKS Wwh
attachments back and forth as necessary to assemble the
and LRPP.

IMINISTRATIV

A
LT
At

& W(C}E f";/*

ACS6SNI GKIYy | R21 Sy WwhQa |

A More information to come in the next several weeks
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Budget Office Contact Information ‘

Email Addressesiudget@ |usticeadmin.ord)

A Mailea Adams: mailea.adams@justiceadmin.org
A Kelly Jeffries: kelly.jeffries@justiceadmin.org

A Adams Preisseradam.preisser@justiceadmin.org

COMMISSION

Ly

—
(=
-
" g
S

TH

Telephone #: (850) 483415

o
B

MIINIE

* Preferred address for submissions that are to be process:t

“ A | el
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ADi

2 . /

5/19/2022



mailto:budget@justiceadmin.org
mailto:mailea.adams@justiceadmin.org
mailto:kelly.jeffries@justiceadmin.org
mailto:Adam.preisser@justiceadmin.org

How it started. How it ended.



| . .
Payroll Discussior ‘

Early Submission: Please submit payroll actions as soon as you know ak
them.

l;l
4

MISSION

~
Co

[ -y
=

@rEbentand Payments:
Deadline for processing in
FY 2122 is

_ A' ﬁ ﬁ "4

Supplemental :Pay
ransactions:

Due to
ensure processing from

ulNo guarantee that Oibemand
requests enterec
will be
processed from FY 222 budget,
but can be certified forward as &
FY 2122 payable if funds are
available. Please coordinate wit
your JAC Accountant.

FY 2122 budget.
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‘ P

ayroll Discussion ‘

OOMMISSION

\TIVE

A Supplemental Payrofirocesse3uesday,
June 21

A It will postlateafternoon omuesday, June
218'[

A It will payonMonday, June 27
- Supplemental will be charged to FY-22

ADMINISTRA

/.
'/

(=
[~
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ORG CODES! They do make a difference.

OMMISSION

OPS pay due Page I of 1

L1y Pay due for OPS hours worked between 03/16/2020 and 04/16/2020 D@ 0412012020 11:43
§ Entity: Trials

= Fund:[—] Agency Ref No: 20-17
< .

@C- Account Code: I |0rg Code:

!IF Fed Tax ID  Category Employee Name Employee ID Hourly Hours  Gross Social Medicare  Health Total
wl) Rate Worked Amount  Security Charge
? — v — - - S e .. S —— ————————
= | | A | 0 $1000 16500 $1,650.00  $102.30  $2393  $0.00  $1,776.23
’>: A n on nn 71 &n ©AN & 1014 [ R ¥ | on nn €214 00
o

<

<C

Ly A Please do not confuse the Account Code with the Org Code. Both are important to put on the forn
@ Account Codes ensure we have the correct corresponding Org Code.

A Account Codes have 29 digits.

S A Org Codes have 11 digits.
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; | Salary Cancellation Deadlines‘

Potential Budget EFT

OM

Paper Warrant

/\

v/—‘
{7

[ -y

/&

/|

-
-
o
p
-

oD

‘* \VD} V ’ N fe)|

A

Impact

Salary cancellations
requested in late June
which are not timely
processed and approved |
DFS can result in funds
not being restored for

FY 21-22.

Cancellations

Monthly payroll EFTs
marked for deletion by

and
supplemental payroll EFTS
marked for deletion by

will be
restored to
accounts in June 2022.
Overpayment problems

Cancellations

Deadline for processing
cancellation of payroll
warrants dated for June i

to ensure fundy
are restored to FY 222
accounts.

EFT cancellation reports
will not post in RDSuntil

discovered after these
deadlines will require a
refund from the
employee.

[
[ Y B

the warrant date of June
30th.

CE

STIC

JAC staff will monitor pending cancellations to ensure proper
processing for FY 2122.
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| |

nsurance Payments ‘

COMMISSION

A Health, Life & Disability Voucher Payments (to
DMS) deadline for submission to JACS20
p.m., Thursday June 16, 2022

A JAC will follow the standard operating procedure
of coordinating with the JRO prior to processing
the voucher.

A Insurance premium payments for July coverage
that are not paid in June cannot be certified
forward and must be paid out of FY-22 funds;
have employees sign up as soon as possible.

ADMINISTRATIVE

%
=
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T~

Avolid Negative Balances ‘

OMMISSION

The June monthly regular
payroll will post in the late
afternoon of

C

[ -y
=

:FA{ 'Al »1‘(

i.‘j |

Any negative Salary or OPS
release balances created af
You can still do a Journal payroll posts on
Transfer after payroll posts if must be cleared b
you have a negative balance.

/5

e
-

oTDA

B)
e

JT requests must be receivec
by our Accounting Section by
close of business on

S
<
.
‘
-
=y
—
—

,\""‘
/ M

CE

STIC
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\ Journal Transfers 1 Transferring

Expenditures at YearEnd \

COMMISSION

A JAC runs reports to monitor payroll activities and account
balances frequently.

AStaff in JACO6s Accounting
to ncatcho negatives.

Alf any unexpected or fdextr
week of June, please be sure there is enough budget to cc
that payroll.

A When sending JTs reducing General Revenue balances,
please factor in any payrolls that may run during that last
week of June.

[RATIVE

MIN|

CEA

%)
=
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PO B

Salary Refunds ‘
Code 200 Deductions

For the month of June only, if a salary overpayment refund is due from &
employee, pleasebtain a check or money order in lieu of a Code 200
deduction. Code 200 deductions entered in June, regardless of the mon
the overpayment occurred, will not be processed until July, too late to
restore funds to your account for FY-22. Therefore, the refund due

must be certified forward.

Pending Benefits Refunds

In the rare event of a total net salary refund, refunds for the overpaymen
of insurance premiums require approval by DMS, JAC cannot guarantee
that all pending refunds will get processed and approvddhbysday,

June 16", Any refunds not processed and approved by that date will go
to unallocated.

OOMMISSION

ATIVE

TR

S

\DMINI
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/n

[
o
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| B

enefits Premiums ‘

COMMISSION

Benefit premium monies cannot be Certified Forward for
premiums due after June 3@. If there is an employee
expected to be on LWOP, a voucher will be needed to covel
their benefits premium for July coverage. The voucher will
need to be processed in June to come out of current year
funds. Even though premiums are paid a month in advance
they cannot be Certified Forward for this cost.

RATIVE

ADMIN,

19/2022
5/19/20 57



COMMISSION

[RATIVE

MIN|

4
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| Overpayment Strategies

CE

JUSTI

Cancellation vs. Reimbursement

Employee overpaid by EFT on regular payroll:

EFT Cancellatiofi Must

be processed and approved
by 10:00 a.m., Tuesday,
June 28" or funds will not
be restored to FY 222
budget. (Cancellation
reports will not show up in
RDS untillate on the
warrant date of June 30th.)

Seek reimbursement from
employee for overpayment.
Checks received by HR after
Wednesday, June 22 will

be deposited into
unallocated. (Coordinate
certified forward receivables
with your JAC Accountant.)

5/19/2022
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