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I. Overview

A. Budget Process Authority

The Florida Clerks of the Court are required to follow a budget procedure for the court-related functions they perform pursuant to s. 28.36, F.S.  Section 23 of ch. 2004-265, L.O.F, created the Clerk of Court Operations Corporation (the Corporation) to perform various fiscal and budget-related duties.  Pursuant to CS for CS SB 2108 becoming law, the Corporation’s various fiscal and budget-related duties for the nine month period of October 2009 to June 2010, include the following: 

a) 
Recommending to the Legislature changes in the various court-related fines, fees, service charges, and court costs.
b) 
Establishing a process for the review of proposed court-related budgets submitted by the clerks of the court pursuant to s. 28.36, F.S.
c)
Releasing appropriations in an amount equal to one-twelfth of each clerk’s approved budget each month.  The statewide total appropriation for the 2009 – 2010 state fiscal year (July 1, 2009 to June 30, 2009) shall be set in the General Appropriations Act.  The Corporation shall determine the amount of each clerk of court budget, but the statewide total of such amounts may not exceed the amounts listed in the General Appropriations Act.  (Note: While the statewide appropriation is for July 1, 2009 to June 30, 2010, this budget is part of a transition from County Fiscal Year funding to State Fiscal Year funding and as such is only for the nine month period, October 1, 2009 to June 30, 2010.  However, the amount of budget authority for the nine month period can be exceeded by unspent budget authority from July 1, 2009 through September 30, 2009.  The total can not exceed the state fiscal year 2009-10 budget authority as approved by the CCOC.)
d) 
Calculating the maximum authorized annual budget for Clerks.
e)
Developing and certifying a uniform system of Clerk performance measures and applicable performance standards.
f) 
Publishing a uniform schedule of actual fees, service charges, and costs charged by a clerk of the court for court-related functions pursuant to general law.  

The law requires the proposed budgets for each Clerk to be prepared, summarized, and submitted to the Corporation by the Clerk in each county in the manner and form prescribed by the Corporation.  The budget instructions provided in this document address the budgets for the period of October 1, 2009, through June 30, 2010, that are due to the Corporation no later than August 15, 2009.

B. FY 2009-10 Changes to the Budget Process

Below is a list of changes to the budget process for the FY 2009-10 budget submission.

· This budget represents a transition phase from the County Fiscal Year to the State Fiscal Year which ends on June 30, 2010. This means that this budget represents only nine months and not a full fiscal year.

· The Expenditure Authority for this nine month budget period from October 1, 2009 – June 30, 2010 is based on an overall cap of approximately $451 million for all 67 Court Clerks for the State Fiscal Year period that runs from July 1, 2009 – June 30, 2010. 
· The Expenditure Authority as approved by the Council on May 21, 2009, is contingent upon enough Revenues being projected to cover the approved budget authority.
· The Expenditure Authority is also subject to change during the October 1, 2009 – June 30, 2010, if revenues are not being collected as projected.

· The court-related fines collected by the clerk and deposited into the clerk's Public Records Modernization Trust Fund as per section 5 of CS/SB 2108 should not be included in the Projected Revenues in Exhibit F or in any other revenue projections associated with the FY 2009-10 Article V Budget.
II. Key Budget Process Dates

Below are the key dates pertaining to the preparation, submission, and approval of the Clerks’ FY 2009-10 proposed budgets:

	Date
	Activity

	June 9
	Present preliminary FY 2009-10 budget instructions and forms to Corporation for review and provide to Clerks for comments

	June 2009
	Present revised Final FY 2009-10 Budget Instructions and forms to Corporation for approval and send to Clerks

	June, July
	Budget Training

	Aug 15
	Clerks submit proposed  FY 2009-10 budgets to the Corporation

	Aug 17-21
	Technical review of budgets and possible resubmission required

	Aug 21
	Final date for submission of Clerk-initiated budget revisions

	Sept 2009
	Budget analysis completed by CCOC staff and budgets submitted to the Corporation

	Sept 2009
	The Corporation approves FY 2009-10 budgets with no outstanding issues

	Sept 15-19
	Clerks notified of approved budgets

	Sept 28
	The Corporation resolves outstanding issues, if necessary, and approves remaining budgets and notifies Clerks

	Oct 15
	FY 2009-10 budget summary submitted to Legislature, Department of Revenue, and state Chief Financial Officer


III. Budget Exhibit Submission Instructions

FILE FORMATS.  All budget Exhibits are contained in a single MSExcel© file for each Clerk’s Office, with a separate worksheet for each Exhibit.  To open your CCOC budget form provided to you, double click on the file, click on “Enable Macros”, and then click on “Don’t Update”.  Please make sure your Excel security for Macros is set to ‘Medium” or “Low” in order to open up the CCOC Budget worksheet.  If you see a red note when you try to open the Budget Worksheet explaining you “do not have your Macros enabled” please do the following.  Go to “Tools” at the top of your page, click on “Macro”, click on “Security”, click on “Medium”, and then click on “OK”.  You are now ready to fill in the form. 
FRONT PAGE.  The first worksheet in the file is the cover page for the proposed budget.  The drop down menu entitled “County” located at the bottom right hand side of the page allows you to scroll down to find your county name.  Click your county name and it will automatically be placed on the front page and transferred to all of the other Exhibits in the file.  You now have a choice of the “shortened budget form” or the “regular budget form”.  The form is set to the “shortened version” unless you click on the button labeled “(More than) 38 Cost Centers”.  The large majority of Clerks have less than 38 cost centers.  Finally, if you want to use any of the “special worksheets” provided by the CCOC you can click on “Unhide Special Worksheets”.  This will allow you to use the special worksheets for performance measures and Exhibit D at the end of the forms.  These are the same forms you were provided last year.  (Note:  If you want to hide these from the CCOC office with your own password you go back to the front page and click on “Hide Special Worksheets” and put in your password.  Please remember to write down your password if you need it in the future.) 

FILE NAME CONVENTIONS.  The Corporation will provide a generic file entitled “County Name FY0910 Budget Ver#.xls” to each Clerk’s Office.  Once you choose your county name from the drop down list on the front page, the file will be renamed to include your county name and version #1.  If you later submit a revised version you will need to go back to the drop down box on the front page and click on which version # is being submitted.  The file will automatically be renamed.  

SECURITY / PROTECTION.  Excel worksheets have been protected to ensure uniform formats and maintain the integrity of embedded formulas.  Those cells that may require data from a Clerk’s Office (designated in light green) are unlocked.  There however are cells containing formulas that may be overridden with manually inserted dollar amounts.  These can be found on Exhibits D-2, D-3, and D-4 when you click on the radio button entitled “Manually Change Form”.  
FILE AND DOCUMENT TRANSMISSION.  The completed electronic file shall be returned / e-mailed to the Corporation at reports@flccoc.org, no later than August 15, 2009.  No Clerk-initiated revised budget submissions will be accepted after August 21, 2009.  Clerk- and Corporation-initiated revised budget submissions shall be a complete budget, along with a transmittal letter that lists the revisions made.  A hard copy of budget submissions, including revisions, shall be provided to the Corporation no later than 5 working days after the electronic file is provided. The hard copy remittance satisfies the requirement for the signed expenditure certification form. Hard copies shall be mailed to 2541-1 Barrington Circle, Tallahassee, FL 32308.  
BUDGET COMPLETION CHECKLIST.  Be sure to complete Exhibit J, Budget Completion Checklist, before submitting a completed budget to the Corporation.  This checklist is designed to minimize errors of omission.  If a budget submission contains errors, it will be returned in its entirety to the Clerk for correction and resubmission to the Corporation within 5 working days of being returned.

NOTE:  Before you open the budget exhibit file (or any of the special worksheet files) to fill it in, make sure the file is on your computer’s hard drive and not on a CD.  Test the file by filling in a cell or two with information and trying to save the information to your computer.  If you cannot save the information you filled in, the file may have been saved to your computer as a “Read Only” file.  If this happens, please do the following:
· Close the file.

· Find the folder in which the file was saved on your computer’s hard drive.

· Without opening the file, right click on the icon for the file.

· Go down to Properties.  Go to General Tab and make sure the READ ONLY is Unchecked.

· Close this dialog box and open the file.  It should be ready to go. 

IV. Budget Exhibits and Instructions

IMPORTANT.  The following guidelines apply:

· Do NOT include budgeted expenditures that are not Clerk costs.

· Account for ALL court- and non-court-related Clerk POSITIONS, including Information Technology and Optional Programs, on Exhibit B, and account for court-related POSITIONS, including those for Optional Programs, on Exhibit C, but do NOT include the COSTS related to Information Technology or Optional Programs on Exhibits D-1, D-2, D-3, or D-4.

· Do NOT include on Exhibits D-1, D-2, D-3, or D-4 any court-related costs that the county is obligated to incur such as facilities, maintenance, utilities, security, etc. [See section 29.008(1), F.S.].
· Do not include in court-related revenues associated with  SB 12A.
LIST OF EXHIBITS.  Below are the Exhibits that comprise the proposed budget submission:
	Exhibit #
	Exhibit Name

	A
	FY 2009-10 Article V Budget Authority

	B
	Overhead Cost Allocation Calculation

	C
	Distribution of Court-Related FTEs by UAS Code

	D
	Detailed Clerk Article V Budgeted General Fund Expenditures:

	D-1
	…Personal Services (10)

	D-2
	…Operating (30)

	D-3
	…Capital (60)

	D-4
	…Debt Service (70)

	E
	Summary of the Clerk’s Article V Budgeted General Fund Expenditures and Article V General Fund Expenditures by Court and Court Division

	F
	Article V Budgeted General Fund Expenditure/Reserve Recap and Revenue Projections 

	G
	Court-Related Performance Measures 

	H
	Budget Highlights – Details (Optional)

	I
	Certification Letter

	J
	Budget Completion Checklist 


EXHIBIT INSTRUCTIONS.  The remainder of this section contains the detailed instructions for each of the Exhibits listed above.  The instructions for each Exhibit start on a new page and contain the following elements:

· Purpose Statement
· Definitions (if applicable)
· Step-by-Step Instructions
· Guidelines & Notes (if applicable)
COURT and COURT DIVISION BREAKOUTS.  At the bottom of Exhibit C, the exhibit amounts are broken out by Court (Criminal and Civil) or the Divisions that comprise each Court.  Where UAS codes include budgeted expenditures for both Criminal and Civil Court, the expenditures were allocated to each court using the allocation percentages below or ones substituted and explained by each Clerk’s office:
	UAS Category & Code
	Allocation Methodology

	1. Traffic (764)

	45.0% - criminal, 55.0% - civil; based on a representative survey of clerks’ offices

	2. Juvenile (674)

	55.0% - criminal (delinquency), 45.0% - civil (dependency); based on representative survey of clerks’ offices

	3. Jury Management (608)

	76.7% - criminal, 23.3% civil; based on % of trials in each court. Criminal Jury Management is then allocated to County and Circuit Divisions based on the split of FTEs between those two Divisions, and Civil Jury Management is placed in the Circuit Civil Division.


The Divisions under the Criminal Court and the Civil Court are as follows:

	Criminal Divisions:
	Civil Divisions:

	Circuit

	Circuit

	County
	County

	Juvenile Delinquency
	Traffic

	Traffic
	Probate 

	
	Family 

	
	Juvenile Dependency 


Exhibit A – Article V Budget Authority
PURPOSE:
To document the approved Budget Authority as authorized by the CCOC at its May 21, 2009, meeting. 
DEFINITIONS:

STEP-BY-STEP INSTRUCTIONS:

1. Confirm the Budget Authority accurately reflects the dollar amount established for your County after the County name has been chosen in the drop-down box on the Front Page worksheet in the workbook.
GUIDELINES & NOTES:

1. The Budget Authority for this nine month budget period from October 1, 2009 – June 30, 2010 is based on an overall cap of approximately $451 million for all 67 Court Clerks for the State Fiscal Year period that runs from July 1, 2009 – June 30, 2010.  While the statewide appropriation is for July 1, 2009 to June 30, 2010, this budget is part of a transition from County Fiscal Year funding to State Fiscal Year funding and as such is only for the nine month period, October 1, 2009 to June 30, 2010.  However, the amount of budget authority for the nine month period can be exceeded by unspent budget authority from July 1, 2009 through September 30, 2009.  The total can not exceed the state fiscal year 2009-10 budget authority as approved by the CCOC.
2. The Budget Authority as approved by the Council on May 21, 2009, is contingent upon enough Revenues being projected to cover the approved budget authority.

3. The Budget Authority is also subject to change during the October 1, 2009 – June 30, 2010, if revenues are not being collected as projected.
Exhibit B - Overhead Cost Allocation Calculation

PURPOSE:
To calculate the percentage of shared administrative overhead costs to be allocated to court-related administration (UAS 604) and the percentage to be allocated to non-court-related administration (UAS 513 and UAS 519).  100% of the shared administrative overhead costs will be allocated to UAS 604, 513, and 519.
DEFINITIONS:

Indirect Administrative Overhead FTEs Shared between Court and Non-Court Functions – the functions performed by shared administrative overhead positions indirectly support both court and non-court services simultaneously, and therefore the cost of these functions must be allocated among court and non-court services.  

Direct Support FTEs – The functions performed by these FTEs directly support either court or non-court services, but not both simultaneously.
Budgeted Positions are FTE positions, not specific employees, included in the proposed budget and anticipated to be used to perform functions during the upcoming fiscal year or budget period.  They may be budgeted as full- or part-time positions, and they may be vacant part of the year.
FTE – Full-time equivalent represents positions, not specific employees, and is displayed as 1.00 for a position working 100% of the time.  Positions working fewer hours are represented as a lesser percent (e.g., 0.50 FTE for half-time positions).
STEP-BY-STEP INSTRUCTIONS:

1. List all Clerk cost centers / departments in the left-most column.  Because these cost centers / departments will automatically be transferred to subsequent worksheets, make sure to include all cost centers / departments on this worksheet, even those with 0 FTE.  NOTE:  If you are using the “shortened” default budget form you can only list up to 38 cost centers.  Having less than 38 cost centers will decrease the number of pages on your budget document.
2. For each cost center / department, specify the # of direct support FTEs performing activities in the Court-related UAS 604 (col. 2), court-related UAS 608-764 (col. 3), UAS 513 (col. 4), and UAS 519 (col. 5), and the total # of indirect administrative overhead FTEs shared between court and non-court (col. 6).  The Total FTEs in column 7 represent the total # of FTEs in that cost center / department, both direct and indirect as well as court and non-court.  

Do this for each cost center / department.  Make sure that ALL of the Clerk’s budgeted positions are accounted for, including part-time positions.
3. Information Systems (IT) has been pre-defined as a separate cost center / department on this Exhibit. Three rows have been identified as Information Systems (IT).  If you use more than one row, insert to the right of the predefined “Info System (IT):” a short title that differentiates these information cost centers. Put shared Information Systems (IT) FTEs in column 6 as shared indirect administrative overhead positions that simultaneously support both court and non-court functions.  Information System FTEs that directly support court functions or directly support non-court functions should NOT be included in this indirect administrative overhead cost center / department, but instead should be placed in either court-related functions (col. 2 and/or 3: 604, 608-764) or non-court-related functions (col. 4 and/or 5: 513, 519).  Place all Information System FTEs in these cost centers, even if they are normally contained in other cost centers / departments.  

GUIDELINES & NOTES:

1. If a position spends all or any portion of its time performing indirect administrative overhead activities, place that portion of the full-time position’s 1.00 FTE in column 6, Indirect Overhead Shared Between Court and Non-Court.  DO NOT split that portion of the position’s FTE among columns 2, 3, 4 and 5 unless you are a Clerk’s office where the majority of your staff provide indirect support between court and non-court.  The indirect administrative overhead positions will automatically be allocated among UAS 604, 513, and 519 on Exhibit C.  Columns 2, 3, 4, and 5 on Exhibit B are for assigning direct support FTEs to either court services (604, 608-764) or non-court services (513 or 519).

2. A single position may perform both indirect administrative overhead functions and direct support functions.  If a full-time position’s (1.00 FTE) duties are split 25% on indirect overhead functions and 75% on direct support functions, 0.25 FTE would be included in column 6, while the remaining 0.75 FTE would either be placed in column 2, 3, 4, or 5, or distributed among  three or more of these four columns.

3. Refer to V. Appendices, Part B, UAS Code Definitions, to determine which functions should be included in UAS codes 513, 519, 604, and 608-764.

4. Most cost centers / departments will contain FTEs that perform either shared indirect administrative overhead functions or direct support functions, not both; however, it is rare but not impossible to have both types of functions performed in the same cost center / department, in which case FTEs in a particular cost center / department would be placed in two or more columns.  There should be a legitimate rationale for such a split.
5. The following are examples of indirect administrative overhead activities shared between court and non-court functions that would be included in column 6:

· Executive Administration (including the Clerk)

· Clerk’s Accounting 

· Personnel/Human Resources

· Purchasing

· Microfilm / Micrographics

· Record Centers (unless the center serves only Court; then include in col. 2)
6. The following is a list of typical direct support functions that should be distributed among UAS 604 (col. 2), 608-764 (col. 3), 513 (col. 4), and 519 (col. 5):

· Records Management (not Official Records Departments)

· Branch/Satellite offices

· Support Services (other than those listed in #5 above) such as central mailroom and central intake).
7. For Record Centers, determine how centers are used and by whom.  If a Record Center is used for all areas of Clerk’s office – both Board of County Commission and Courts – treat it as indirect administrative overhead and put the FTEs in column 6, Indirect Overhead Shared Between Court and Non-Court.  If the Record Center only serves Courts, place the FTEs in column 2, (604).  

8. Information Systems (IT) FTEs in column 6 will be automatically allocated as Shared Indirect Administrative Overhead to only these UAS codes on Exhibit C:

	513
	Based on direct support FTEs performing non-court financial/administrative functions (513)

	519
	Based on direct support FTEs performing non-court general government such as recording and tax deeds (519)

	713
	Based on direct support FTEs performing court-related information system services (604 and 608-764)


9. Information Systems (IT) FTEs in column 3 will be automatically placed in UAS code 713 on Exhibit C.

10. On subsequent Exhibits, total court-related budgeted personal service expenditures will be distributed to various UAS codes based on assignments of court-related FTEs on Exhibits B and C.  If the salaries and benefits of those positions assigned to court-related activities within a cost center are substantially higher or lower than the salaries and benefits of the positions assigned to non-court-related activities within the same cost center, the FTE-based distribution of budgeted expenditures will not be very accurate.  To improve the accuracy of the distribution of budgeted salary and benefit dollars between court and non-court activities, you may wish to split a cost center into two different cost centers, placing the court-related and non-court-related FTEs in different cost centers on Exhibit B.  By doing this, the personal service costs for the court-related cost center on Exhibit D-1 will more accurately reflect the court-related salary and benefit costs.
11. For the purposes of documenting overhead cost allocation, this exhibit for the nine month period of October 2009 through June 2010 may be considered to apply to the prior months of July 2009 through September 2009.
Exhibit C - Distribution of Court-Related FTEs by UAS Code
PURPOSE:
To distribute shared indirect administrative overhead and direct support FTEs among the discrete court-related UAS codes.  At the Clerk’s discretion, this FTE distribution may be used to distribute all costs among the UAS codes.

STEP-BY-STEP INSTRUCTIONS:

1. Using the results on Exhibit B, this Exhibit automatically distributes a portion of the shared indirect administrative overhead FTEs to col. 2 (UAS 604, Clerk Court Administration).  It also automatically distributes the FTEs in col. 2 of Exhibit B to col. 2 of this Exhibit, (UAS 604, Clerk Court Administration).

2. For each applicable cost center, manually distribute the total # of FTEs in column 3 of Exhibit B (court-related direct support FTEs) to the appropriate UAS codes 608 thru 764 (col. 3 – 12) on Exhibit C based on the best available documentation or approximation of actual work performed.  The total for these columns must equal col. 3 on Exhibit B.  Be sure to distribute all of the FTEs in column 3 of Exhibit B related to child support reimbursement to UAS 654 – Family (column 6).
3. At the bottom of Exhibit C are the default percentages for allocating juvenile (UAS 674), traffic (UAS 764), and jury management (UAS 608) FTEs and costs between criminal and civil court.  These default percentages are based on a representative survey of Clerks’ offices.  If they do NOT apply to your county, you may change the percentages.  Otherwise, leave the percentages unchanged.  If you change the percentages, make sure they add up to 100% and then briefly describe the basis for the allocation percentage you substituted.  If you need to change, for example, 45% to 30%, type in “.30” rather than “30”.

GUIDELINES & NOTES:

1. The cost centers / departments will automatically be transferred from Exhibit B.

2. FTEs in Circuit Court Juvenile (UAS 674), County Court Traffic (UAS 764), and Jury Management (UAS 608) should NOT be distributed between Criminal and Civil Court (e.g., criminal traffic FTEs should be placed in UAS 764 along with all civil traffic FTE, not in County Criminal (UAS 724)).  Juvenile, Traffic, and Jury Management FTEs and budgeted expenditures will be automatically split among Criminal and Civil courts and their divisions according to the allocation percentages at the bottom of Exhibit C.

3. If the manually distributed budgeted expenditures in columns 3 thru 12 do not equal the total # of FTEs in column 3 of Exhibit B for a cost center / department, the words “Under or Over Allocation of Columns 3 thru 12” will appear to the right of column 13.  If columns 3 thru 12 do equal column 3 of Exhibit B, the word “OK” will appear.  The Exhibit has been completed only if “OK” appears in every cost center / department row (except the Information Technology cost center rows).
4. The dedicated rows and columns for Information Technology have been eliminated on this and all subsequent Exhibits; however, the column for Optional Programs has been left on Exhibit C for technical reasons.  In order to make sure that court-related FTEs distributed on Exhibit C for each cost center / department equal those placed in column 3 of Exhibit B, the “check” described in 3 above was created.  The check will only work properly if FTEs for court-related Optional Programs, which are required on Exhibit B, are also placed on Exhibit C.  However, Optional Program costs should NOT be included on Exhibits D-1, D-2, D-3, or D-4.
Exhibit D-1 - Detailed Clerk Article V Budgeted General Fund Expenditures – PERSONAL SERVICES
PURPOSE:
To distribute all Article V budgeted General Fund Personal Services expenditures among the discrete UAS codes.


The percentages from Exhibit C are used to distribute the total budgeted General Fund Personal Services expenditures among the UAS codes.  The formulas for such a distribution are included in columns 3 thru 12, and the cells are locked and may not be overridden.

DEFINITIONS:

Budgeted Expenditures – are costs included in the proposed budget and anticipated to be expended on personnel during the upcoming fiscal year or budget period.  Budgeted personal services costs should take into account that some budgeted positions will be vacant part of the year depending on how long it typically takes to fill new positions and on-going positions vacated by existing employees.
STEP-BY-STEP INSTRUCTIONS:

1. For each cost center / department listed, the Article V budgeted Personal Services (object code 10) expenditure amount entered in column 2, either automatically from the special worksheet or manually, will be automatically distributed to the appropriate UAS codes based on the percentages from Exhibit C.

GUIDELINES & NOTES:

1. The cost centers / departments will be carried over from Exhibit B.  

2. A special worksheet entitled “Spec_Wrksht_Exh_D_09-10” is provided at the end of the CCOC budget document provided you. It can be used to calculate the Article V budgeted General Fund personal services expenditures by applying the FTE distribution between court and non-court on Exhibit A to the combined court and non-court budget for each cost center.  If you want to use and link this worksheet you need to click on the radio button entitled “Unhide Special Worksheets” found on the front page of the budget form”. The worksheet will then appear as the last two pages of your budget form. If you want to hide the worksheet from CCOC view just click back on “Hide Special Worksheets” on the front page and hide the form by using your own password.  Please remember to write down your password if you need to make any changes in the future.  Results from the special worksheet will be electronically linked to the Exhibit D-1. 
a. Enter the total court and non-court related budgeted expenditures for Personal Services for each cost center / department, regardless of fund source, in column 2 of the worksheet.  IMPORTANT:  enter $0 in column 2 on the worksheet if the cost center / department carried over from Exhibit A is a court-related Optional Program, and do not include court-related costs that are the County’s responsibility, such as facilities, maintenance, utilities, security, etc.  This will ensure that the costs of court-related Optional Programs and other responsibilities of the County are not included on Exhibit D-1.

b. Based on the split of FTEs between the Court and Non-Court UAS Codes on Exhibits B and C, the Article V budgeted personal services expenditures will be automatically calculated and placed in col. 6 of the worksheet.  The Article V totals in column 6 for each cost center / department will automatically transfer to col. 2 of Exhibit D-1, including the $0 amounts in non-court-related cost centers / departments and court-related Optional Program cost centers / departments. 
c. If you do not wish to use the special worksheet, manually override the formulas in column 2 of Exhibit D-1 with the appropriate amount for each cost center / department.  Remember to enter $0 manually on Exhibit D-1 for cost centers / departments that are court-related Optional Programs, and do not include court-related costs of the County such as facilities, maintenance, utilities, security, etc.
3. Do NOT include the cost of In-Kind services to be provided by the County or other entity in the total in column 2.  If the County’s continuation of previously provided essential In-Kind services is not anticipated for the budget period covered by this submission, the cost of these services should be included on this Exhibit.  

4. If a cost center / department has no court-related FTEs designated on Exhibit B and therefore all UAS codes for that cost center / department have 0% FTE on Exhibit C, any budgeted expenditures in column 2 of Exhibit D-1 for that cost center / department will not be automatically distributed to columns 3 thru 12.  Instead, the words “This cost ctr/dept has no court-related FTEs; Column 2 should = $0” will appear to the right of column 13.  The Exhibit has been completed only if “OK” appears in every cost center / department row.
Exhibits D-2, D-3, and D-4 - Detailed Clerk Article V Budgeted General Fund 
Expenditures – OPERATING, CAPITAL, AND DEBT SERVICE
PURPOSE: To distribute all Article V budgetedGeneral Fund Operating, Capital, and Debt Service expenditures among the discrete UAS codes.

At the Clerk’s discretion, the percentages from Exhibit C may be used to distribute the total budgeted General Fund Operating, Capital, and Debt Service expenditures among the UAS codes.  The formulas for such a distribution using information from Exhibit C are included in columns 3 thru 12.  
DEFINITIONS:

Budgeted Expenditures – are costs included in the proposed budget and anticipated to be expended on operating, capital or debt service needs during the upcoming fiscal year or budget period.
STEP-BY-STEP INSTRUCTIONS:

1. For each cost center / department listed, the Article V budgeted Operating (object code 30), Capital (object code 60), or Debt Service (object code 70) expenditure amount entered in column 2,  will be automatically distributed to the appropriate UAS codes based on the percentages from Exhibit C, unless overridden as described below. 
2. If the budgeted General Fund Operating, Capital, or Debt Service expenditures are to be distributed on some basis other than the percentages from Exhibit C, click on the radio button entitled “Manually Change Form” and manually replace the formula-generated amounts in columns 3 thru 12 and briefly describe the basis for the distribution in the space provided.

GUIDELINES & NOTES:

1. The cost centers / departments will be carried over from Exhibit B.  

2. A special worksheet entitled “Spec_Wrksht_Exh_D_09-10” is provided that will calculate the Article V budgeted General Fund operating, capital, and debt service expenditures by applying the FTE distribution between court and non-court on Exhibit A to the combined court and non-court budget for each cost center.  The special worksheet, if used, can be hidden with your own password, but the special worksheet results are electronically linked back to the Exhibits D-2 D-3, and D-4.
a. Enter the total court and non-court related budgeted expenditures for Operating, Capital, and Debt Service for each cost center / department in columns 3, 4, and 5 of the worksheet, respectively.  IMPORTANT:  enter $0 in columns 3, 4, and 5 on the worksheet if the cost center / department carried over from Exhibit B is an Optional Program, and do not include court-related costs that are the County’s responsibility, such as facilities, maintenance, utilities, security, etc.

b. Based on the split of FTEs between the Court and Non-Court UAS Codes on Exhibits B and C, the Article V budgeted operating, capital, and debt service expenditures will be automatically calculated and placed in columns 7, 8, and 9 of the worksheet.  The totals in column 7, 8, and 9 for each cost center / department will automatically be transferred to col. 2 of Exhibits D-2, D-3, and D-4 respectively, including the $0 amounts in non-court-related cost centers / departments and court-related Optional Program cost centers / departments. 
c. If you wish to use the special worksheet, manually override the formulas in column 2 of Exhibit D-2, D-3, and D-4 with the appropriate amount for each cost center / department.  Remember to enter $0 manually on Exhibits D-2, D-3, and D-4 for cost centers / departments that are court-related Optional Programs, and do not include court-related costs of the County such as facilities, maintenance, utilities, security, etc.
3. Do NOT include the cost of In-Kind services provided by the County or other entity in the total in column 2.  If the County’s continuation of previously provided essential In-Kind services is not anticipated for the budget period covered by this submission, the cost of these services should be included on this Exhibit.  

4. If manually distributed budgeted expenditures in columns 3 thru 12 do not equal column 2 for a cost center / department, the words “Under or Over Allocation of Columns 3 thru 12” will appear to the right of column 13.  If they do equal column 2, the word “OK” will appear.  The Exhibit has been completed only if “OK” appears in every cost center / department row.  If a cost center / department has no court-related FTEs designated on Exhibit A and therefore all UAS codes for that cost center / department have 0% FTE on Exhibit C-1, any (non-personnel-related) budgeted expenditures placed in column 2 of Exhibits D-2, D-3, or D-4 must be manually distributed to columns 3 thru 12.  Until the funds in column 2 are manually distributed in this special instance, the words “Under or Over Allocation of Columns 3 thru 12” will appear to the right of column 13.

Exhibit E – Summary of the Clerk’s Article V Budgeted General Fund Expenditures and Article V Budgeted General Fund Expenditures, by Court and Court Division
PURPOSE:
To summarize the Clerk’s Article V General Fund budget, by Object Code, Fund Type, and UAS Code, but not by Cost Center / Department.  To show the breakout of Article V budgeted expenditures into the Divisions of both the Criminal Court and the Civil Court, to specify the number of FTEs and the amount of expenditures related to child support reimbursement to be excluded from the Article V budget, and to specify the percentage and amount of budgeted reserve proposed by the Clerk.


FTEs and dollar amounts by object of expenditure (i.e., personal services, operating, etc.) are also displayed. 

STEP-BY-STEP INSTRUCTIONS:

1. In column B, entitled “Less Federal IV-D Child Support Reimbursement Equivalent,” specify the number of FTEs and the personal services, operations, capital, and debt service expenditures related to the federal IV-D child support reimbursement funds expected to be received in FY 2009-10.  
a. The number of FTEs placed in column B should be either 66 percent of the total child support FTEs or the percentage of total FTEs represented by dividing the total amount of federal IV-D reimbursement funds expected in FY 2008-09 by the total child support expenditures in the budget.  For example, if the amount of IV-D funds is expected to be $100,000 and the total child support budget is $200,000, then 50% ($100,000 / $200,000) of the total child support FTEs should go in column B. 

b. The total amount of expenditures in column B should equal the amount of federal IV-D reimbursement expected in FY 2009-10. The amounts in column B will be automatically subtracted from the Court-related budget request in column A to arrive at the Article V budget request in column C.
Note: Column M (Civil Family) will be automatically adjusted to reflect the FTEs and dollars subtracted in column B.
Note:  If you would like to handle the child support issue on Exhibit B using a different approach than described above, please contact the CCOC at (850) 386-2223.  

2. In the green shaded cell in the middle of the Exhibit directly below the Total for “Article V Budgeted General Fund Expenditures,” enter either the percentage of budgeted reserve proposed by the Clerk not to exceed 10%, or type in a dollar amount not to exceed 10%.  FY 09-10 Budget Instructions and Forms have been modified to allow a Clerk’s Office the ability to utilize a dollar amount as a reserve.  In prior years, a reserve amount was calculated by using a percentage of the overall budget which in some instances created rounding issues.  If you want a 10% reserve, type in “.10’ rather than “10”.  The dollar amount of the budgeted reserve is automatically calculated.

3. All other columns are either automatically calculated or transferred from another Exhibit.

Exhibit F – Article V Budgeted General Fund Expenditure / Reserve Recap and Revenue Projections

PURPOSE:
To show the projected FY 2009-10 surplus or deficit for the Clerk’s Article V General Fund Budget with the budgeted reserve included, and to specify the Clerk’s revenue projections for the budget period from specified revenue sources.

STEP-BY-STEP INSTRUCTIONS:

1. In column 5, enter separate FY 2009-10 revenue projections for Fines, Filing Fees, Forfeitures (Estreatures), Service Charges, Court Costs and Interest Earned.  The court-related fines collected by the clerk and deposited into the clerk's Public Records Modernization Trust Fund as per section 5 of CS/SB 2108 should not be included in the Projected Revenues in Exhibit F or in any other revenue projections associated with the FY 2009-10 Article V Budget.
2. All other columns are either automatically calculated or transferred from another Exhibit.

GUIDELINES & NOTES:

1. Fines, filing fees, service charges, and court costs are defined in the publication “Distribution Schedule of Court-Related Filing Fees, Service Charges, Costs, and Fines… Revised June 2009.”  It is available from the Florida Clerks of Court Operations Corporation webpage at www.flccoc.org or upon request from CCOC staff.

2. In estimating revenues for FY 2008-09 and FY 2009-10, include forfeitures (estreatures) recognized or proposed to be recognized as revenue during the fiscal year.  Do NOT include forfeitures (estreatures) booked in liability accounts throughout the fiscal year.  For the purpose of reporting actual revenue in monthly reports to the CCOC, report forfeitures (estreatures) in the month when they are recognized as revenue.

3. Federal IV-D child support reimbursement revenues must not be included in column 5.

4. Column 6 represents the amount of a Clerk’s projected surplus or deficit if no revenue were to be remitted to or received from the Clerks of the Court Trust Fund.
5. Fines, filing fees, service charges, and court costs are defined in the publication “Distribution Schedule of Court-Related Filing Fees, Service Charges, Costs, and Fines… Revised June 2009.”  It is available from the Florida Clerks of Court Operations Corporation website at www.flccoc.org or by calling the CCOC office at (850) 386-2223.
6. Forfeitures (estreatures) include bail bonds forfeited per section 903.26, F.S., and recognized as revenue following the expiration of the bond forfeiture remission period in section 903.28, F.S.  Do not include cash deposits or cash bonds applied as fines, fees, or costs, as provided in sections 903.286 and 939.17, F.S.
7. Please note to exclude from FY 09-10 projections all additional revenues associate with increased fees, service charges and court costs associated with SB 1790 and revenues associated with the passing of SB 12A.
Exhibit G – Court-Related Performance Measures
PURPOSE:
Clerks of the Court are required by law (Section 37 of Ch. 2003-402, L.O.F.; s. 28.36(3), F.S.) to provide performance measurement data to the Corporation as an integral part of the budget approval process.  

The performance data will eventually be used in the review process to:

· Calculate the cost of producing units of service and track historical trends.

· Certify the performance of Clerks whose projected revenues are insufficient to meet their proposed court-related expenditures.

· Determine whether service delivery outputs and outcomes and fiscal management (not included in budget) performance expectations are being met.

DEFINITIONS:

Performance Measure – A quantitative or qualitative indicator used to assess a Clerk’s service delivery performance. 

Output Measure – the number of civil cases filed and the number of criminal defendants handled, by Court Division, as identified by the Clerk’s Office. 

New Civil Case – An action initiated by a filed petition, complaint, or any other document.

New Criminal Case – An action brought against an individual (defendant) charged with committing a crime resulting in a notice to appear, a complaint filed by a law enforcement officer, to direct information filed by the state attorney, or an indictment by the Grand Jury.  Each defendant equals one (1) case.

Reopening – Includes cases/defendants previously reported as disposed who have proceedings that are reactivated or resubmitted to the court. (Go to www.flccoc.org to obtain a more detailed definition, by court type. 
Additional Output Measures 
# of  Financial Receipts – Financial record of fine, fees, service charge, court cost and any other court related payments.

# of jurors summoned – Number of jurors summoned issued.
# of juror payments issued – Number of juror payments issued.
# of Notices of Appeal filed – Number of Notices to Appeal filed.
# of Criminal Traffic Reopens- Number of criminal traffic reopens.

Information Reporting – List of reports Clerks are required to compile and submit.
Outcome Measure – the timeliness of case processing, the collection rate for fines, filing fees, specials charges, and court costs, and the percentage of juror payments issued timely.  (The CCOC has developed and posted business rules for calculating and reporting actual timeliness and collection rate measurements during the year.  The rules are posted on its website at www.flccoc.org)  

Timeliness:
New cases opened within X business days after initial documents are clocked in.  (Each court division may have different # of business days as a performance standard)

Docketed entries entered within X business days after clock in / action taken date.  (Each court division may have different # of business days as a performance standard) 
Additional Outcome Measure

Juror payments issued within 20 days after completion of jury service as required by Chapter 40.32, Florida Statutes.

DEFINITIONS:
Business Day – Number of business days from clock-in / action taken date until processing date.  If documents are clocked in / acted upon on Monday and processed on Tuesday, this is considered 1 business day.  Likewise, if documents are clocked in / acted upon on Friday and processed on Monday, this is 1 business day.

Collection Rate – Collections divided by adjusted assessments (go to www.flccoc.org to see business rules for calculating actual collection rates).
Performance Standards – the projected or actual level of performance for each output and outcome measure.

STEP-BY-STEP INSTRUCTIONS:

1. In Part I, the projected Output performance standards (projected number of defendants/cases filed and projected number of re-openings), by Court Division, in columns 2A and 2B (Criminal Court) and 4A and 4B (Civil Court), will be automatically transferred from the special worksheet described below if you chose to “Unhide Special Worksheets” on the front page of the budget document. Otherwise you can type in the numbers manually on Part 1. 
2. A special worksheet entitled “Spec_Wrksht_Perf Meas_09-10” is provided to you at the end of the CCOC budget document if you click on “Unhide Special Worksheets” on the front page.  The worksheet is there to assist you in identifying and combining the cases that comprise the Court Division totals in Part I of Exhibit G but are not necessary for you to use.  Separate worksheet tabs have been provided for Criminal Court and Civil Court.  This special worksheet can be hidden after completed by clicking on the radio button on the front page entitled “Hide Special Worksheets” and put in your password.  Please write down your password in case you need to make any future changes.  The results of this special worksheet (2 tabs) are automatically transferred to columns 2A, 2B, 4A, and 4B of Part I of Exhibit H, if using the special worksheet.  The CCOC has not developed any additional worksheets for helping you project # of notices of appeal filed, # if financial receipts, or projected # of jurors.  However we will be providing assistance during the budget training workshops and be available for individual assistance as needed. 
3. In counting cases, include all cases filed in your office as described below regardless of whether they are reportable under SRS rules:

a. Circuit Criminal, County Criminal, and Juvenile Delinquency:  count the number of cases filed, by defendant.  Include cases filed in your office, regardless of whether an Information or Petition has been filed.
b. County Criminal Traffic:  count the number of Uniform Traffic Citations filed.

c. Civil Traffic:  count the number of Uniform Traffic Citations filed.

d. All other Civil Court Divisions:  count the number of cases filed.

4. Parts II and III of this exhibit contain Timeliness and Collection Rate performance standards, respectively, for each court division.  The standards themselves have statewide application and have already been included on the exhibit.  Actual performance will be compared to these standards in the future.  Also, the standards may be modified in future budgets if the data on actual performance indicate such a change is warranted.  Business rules and optional forms pertaining to calculating, recording, and reporting actual performance can be found on the CCOC website at www.flccoc.org.
Note: ALL projections in Exhibit G are for 9 months only.  If annualized, please enter 3/4 of annualized number.

Exhibit H –Budget Highlights – Details (Optional)
PURPOSE:
To highlight budget issues other than the new function mandates on Exhibit A that contribute significantly to the Clerk’s overall budget or its growth.  While this exhibit is optional, it will be beneficial to the CCOC and the Clerks to document these types of budget pressures that are difficult to control.  Such information will be invaluable in helping the CCOC make a determination of the need for future fee increases as well as providing documentation to the Legislature.

Please note that this should be the place to document any knowledge of potential impact regarding GASB 45.  

STEP-BY-STEP INSTRUCTIONS:

1. In column 1, enter the subject of any budget item you wish to highlight as contributing significantly to your proposed budget or its growth.  This could include such examples as increased cost of living in your area, higher rates for insurance, higher retirement costs, etc.
2. In column 2, provide a narrative description of each budget issue.

GUIDELINES & NOTES:

1. The budget highlights should have been included on Exhibits B, C, D-1, D-2, D-3, and D-4, and should NOT include resources for Information Technology or Optional Programs.  

Exhibit I –Clerk’s Budget Certification Letter
PURPOSE:
To allow the Clerk’s the ability to include their Certification letter in the Budget Submission.

You may replace the original Exhibit I with a scanned signed image when electronically submitting the document back to the CCOC.  However, this is not necessary as long as the signed Exhibit I is included when submitting the hard copy budget back to the CCOC.
STEP-BY-STEP INSTRUCTIONS:

1. Sign document, upon printing for final submission.
BUDGET PROGRAM EXPENDITURE CERTIFICATION

FISCAL YEAR 2009-2010
I, the undersigned Clerk of Court, do herein attest as to the following:

1.
Proposed budget for October 1, 2009 through June 30, 2010 as herein submitted represents, to the best of my knowledge and belief, pursuant to s. 28.35(4)(a), F.S., estimated budgeted expenditures for the following court-related functions of the office:

· Case maintenance

· Records management

· Court preparation and attendance

· Processing the assignment, reopening and reassignment of cases

· Processing of appeals

· Collection and distribution of fines, fees, service charges, and court costs

· Processing of bond forfeiture payments

· Payment of jurors and witnesses

· Data collection and reporting

· Processing of jurors

· Indigence determinations

· Administrative support costs to enable the Clerk of the Court to carry out above court-related functions

2.
Proposed budget as herein submitted, to the best of my knowledge and belief, does not include budgeted expenditures associated with local requirements deemed the responsibility of the county pursuant to s. 29.008, F.S.  and/or is a non court-related function of the office.  Such local requirements include the following as defined by applicable statute:  

· Facility Expenses (s. 29.008 (1)(a), F.S.)

· Construction or Lease Expenses (s. 29.008(1)(b), F.S.)

· Maintenance (s. 29.008(1)(c) F.S.)

· Utilities (s. 29.008(1)(d), F.S.)

· Security (s. 29.008(1)(e), F.S.)

· Communications (s. 29.008(1)(f), F.S.)

· Radio Systems (existing) (s. 29.008(1)(g), F.S.)

· Multi-agency criminal justice information systems (existing) (s. 29.008(1)(h), F.S.)

· Specialized Programs (s. 29.008(2), F.S.)

DATE:
  _____________________



____________________________________

CLERK OF COURT SIGNATURE

Exhibit J – Budget Completion Checklist

PURPOSE:
This Exhibit is a checklist that the Clerk’s office shall complete before submitting the proposed budget package to the Corporation.  The Exhibit is a checklist of items required to submit a complete and accurate proposed budget.

STEP-BY-STEP INSTRUCTIONS:

1. Answer each of the Questions on this checklist pertaining to the various Exhibits.

2. For c. under “General,” you are asked to identify those "statutorily authorized, but not mandated" court-related Optional Programs that should NOT have been included in this budget submission but are provided by the Clerk using funds other than Article V-authorized fees.  Check the box immediately to the right of the applicable Optional Program name.  Space has been provided to insert additional court-related Optional Programs.  

3. At the bottom left of the Exhibit, type the name, position, phone number, and e-mail address of a contact person who can answer questions regarding the budget submission.
V. Appendices

A. Glossary

	Term
	Definition

	Budgeted Expenditures
	Costs included in the proposed budget and anticipated to be expended on personnel during the upcoming fiscal year or budget period. Budgeted personal services costs should take into account that some budgeted positions will be vacant part of the year depending on how long it typically takes to fill new positions and on-going positions vacated by existing employees.

	Budgeted Positions
	FTE positions, not specific employees, included in the proposed budget and anticipated to be used to perform functions during the upcoming fiscal year or budget period.  They may be budgeted as full- or part-time positions, and may be vacant part of the year.

	Budget Mandates
	New functions required by statutes or Supreme Court rule – Cost of complying with these new functions.  Any new or additional function mandated by the Legislature by statute or by the Supreme Court through rule for FY 2009-10 for which the CCOC has determined that the costs will be difficult for many Clerks to estimate at the time budgets are due to the CCOC will not be included in the proposed budget submitted at that time.  Instead, the Clerk’s budget and expenditure cap will be adjusted subsequently through the budget amendment process to reflect these additional cost estimates.  Any new or additional functions mandated by the Supreme Court during the fiscal year will also be handled through the budget amendment process.

	
	Support for additional judges and other judicial resources – Cost of additional support staff and related expenses associated with additional judges, hearing officers, and magistrates authorized by the state.  Because these costs for the upcoming fiscal year will be difficult to estimate at the time each Clerk’s budget is due to the CCOC, they should not be included in the proposed budget submitted at that time.  Instead, the Clerk’s budget and expenditure cap will be adjusted subsequently to reflect these additional cost estimates.

	Direct Support FTEs
	Functions performed by these FTEs directly support either court or non-court services, but not both simultaneously.

	Excluded Revenues
	Funds carried forward from the previous fiscal year, federal IV-D child support reimbursement funds, and revenues received from the Clerks of the Court Trust Fund

	FTE
	Full-time equivalent represents positions, not specific employees, and is displayed as 1.00 for a position working 100% time or 40 hours a week.  Positions working fewer hours are represented as a lesser percent (e.g., 0.50 FTE for 20 hours per week, 0.25 FTE for 10 hours per week).

	Forfeitures (Estreatures)
	Include bail bonds forfeited per section 903.26, F.S., and recognized as revenue following the expiration of the bond forfeiture remission period in section 903.28, F.S.  Do not include cash deposits or cash bonds applied as fines, fees, or costs, as provided in sections 903.286 and 939.17, F.S.

	Indirect Shared Administrative Overhead FTE
	Functions performed by shared administrative overhead positions indirectly support both court and non-court services simultaneously, and therefore the cost of these functions must be allocated among court and non-court services.  

	Performance Measure:
	A quantitative or qualitative indicator used to assess a Clerk’s service delivery performance.

	Input
	The quantities of resources used to produce outputs and achieve outcomes.

	Output
	The number of civil cases filed and the number of criminal defendants handled, by Court Division, as identified by the Clerk’s Office

	
	New Civil Case – An action initiated by a filed petition, complaint, or any other document.

	
	New Criminal Case – An action brought against an individual (defendant) charged with committing a crime resulting in a notice to appear, a complaint filed by a law enforcement officer, direct information filed by the state attorney, or an indictment by the Grand Jury.  Each defendant equals one (1) case.

Re-openings – Includes cases/defendants previously reported as disposed who have proceedings that are reactivated or resubmitted to the court. (Go to www.flccoc.org to  obtain a more detailed definition, by court type
Information Reporting – List of reports Clerk’s are required to compile and submit.

	Outcome
	The timeliness of case processing and the collection rate for fines, filing fees, service charges, and court costs, by Court Division, as well as indicators of fiscal management performance. (The CCOC has developed and posted business rules for calculating and reporting actual timeliness and collection rate measurements during the year.  The rules are posted on its website at www.flccoc.org).

	
	Timeliness:
New cases opened within X business days after initial documents are clocked in.  (Each court division may have different # of business days as a performance standard)

Docketed entries entered within X business days after being clocked in / action taken date.  (Each court division may have different # of business days as a performance standard.) 

Business Day – Number of business days from clock-in / action taken date until processing date.  If documents are clocked in / action taken on Monday and processed on Tuesday, this is considered 1 business day.  Likewise, if documents are clocked in / action taken on Friday and processed on Monday, this is 1 business day.

	
	Collection Rates – Collections divided by adjusted assessments (go to www.flccoc.org to see business rules for calculating actual collection rates).

	Performance Standard
	The projected or actual level of performance on each output and outcome measure.

	Unit Cost
	The average total cost of producing a single unit of output – produced goods and delivered services for a specific clerk activity.


B. Uniform Accounting System (UAS) Code Definitions

The following is a listing of expenditure function codes that are commonly used in Clerk of the Circuit Court operations within the State of Florida.  Most of the codes and definitions listed are as stated in the State Comptroller Uniform Accounting System Manual effective November 1, 2000.  We have modified the descriptions in some instances to provide additional information regarding account or function code.  The budget submission should be completed based on the revenue account and expenditure function code descriptions utilized here, which in some instances may differ from the codes utilized in the preparation of the Annual Report to the Comptroller.  This is being done to provide a greater level of consistency in the methodology used in preparing this budget submission.
NON-COURT EXPENDITURES:

	Code
	Name
	Definition

	513.00
	Financial and Administrative
	The costs of providing financial and administrative services.  This activity includes, budgeting, Board Finance, printing, stores, property control, Board Records (minutes and VAB), internal auditing.  This activity also includes an allocation of the following: the Clerk’s administrative office (including the Clerk), Clerk’s Accounting, purchasing, and personnel related to providing administrative services to staff in Board Finance, printing, stores, property control, Board Records and internal auditing.  This should be calculated based on the ratio of total FTE’s for UAS code 513.00 to the total FTE’s of the office excluding the administrative FTE’s. The portion of the cost of providing administrative services to staff in Recording, marriage licenses, etc. should be reported in UAS code 519.00. The portion of the cost of providing administrative services to court related functions should be included in UAS code 604.00

	517.00
	Debt Service Payments
	

	519.00
	Other General Government Services
	Cost of other government services, which are not specifically, classified within other activity classifications such as recording services, marriage licenses, passports, tax deed sales, and non-court portion records management (for archival purposes). The court portion of records management should be charged to UAS code 604.00.  This activity also includes an allocation of the following: the Clerk’s administrative office (including the Clerk), Clerk’s Accounting, purchasing, and personnel related to administering and providing service to staff in Recording Services, marriage licenses and passports tax deeds, etc.  This should be calculated based on the ratio of total FTE’s in UAS code 519.00 to the total FTE’s of the office excluding the administrative FTE’s. The portion of the cost of providing administrative services to Board Finance, printing, stores, property control, Board Records and internal auditing, etc. should be reported in UAS code 513.00 and the portion of the cost of providing administrative services to court related functions should be included in UAS code 604.00.

	XXX.00
	Other Non-Court Related Programs
	All personnel, contractual and operating costs associated with functions outside of the Clerk’s Office but paid for by the Clerk and reported in the Clerk’s annual financial report.  This would include costs of staff of the Court Administrator, for example, that the Clerk receives funding from the State to pay the Court Administrator’s operating costs.

	586.00
	Transfers out from constitutional officers


	This represents the excess fees or unspent transfers/appropriations paid to the Board at the end of the fiscal year


COURT-RELATED EXPENDITURES:
	Code
	Name
	Definition

	604.00
	Clerk of Court Administration- General Administration
	All personnel, contractual and operating costs associated with court administration within the clerk of court’s office.  This includes court related portion of the following offices of the Clerk:  Clerk’s Administrative office (including the Clerk), Clerk’s Accounting, personnel, purchasing, printing etc. This should be calculated based on the ratio of total court related FTE’s in UAS codes 604.00 through 764.00 to total FTE’s of the office excluding administrative FTE’s. The portion of the cost of providing administrative services to Board Finance, printing, stores, property control, Board Records and internal auditing, etc. should be reported in UAS code 513.00. The portion of the cost of providing administrative services to staff in Recording, marriage licenses, etc. should be reported in UAS code 519.00.

	608.00
	Jury Management – General Administration
	All personnel, contractual and operating costs associated with staff support for juries and juror reimbursement (including grand and petit juries).

	614.00
	Clerk of Court - Circuit Court Criminal
	All personnel, contractual and operating costs associated with circuit court criminal case management and operations including appeals.

	634.00
	Clerk of Court – Circuit Court Civil
	All personnel, contractual and operating costs associated with circuit court civil case management and operations including appeals.

	654.00
	Clerk of Court – Circuit Court Family


	All personnel, contractual and operating costs associated with circuit court family case management and operations.  This includes child support, domestic violence, dissolution of marriage, adoptions, paternity, custody, visitations and termination of parental rights.  

	674.00
	Clerk of the Court – Circuit Court Juvenile
	All personnel, contractual and operating costs associated with clerk of court circuit court juvenile case management and operations for delinquency and dependency.

	694.00
	Clerk of Court – Circuit Court Probate
	All personnel, contractual and operating costs associated with clerk of court circuit court probate case management and operations.

	713.00
	Information Systems – General Operations – Court Related
	All personnel, contractual and operating costs associated with hardware, software, network, and other information systems services supplied internally to court related functions.  This would mean that if costs related to information systems are included in cost centers that are reported under other court related UAS codes (604.00 through 764.00), these costs should be identified and reported separately under UAS code 713.00 to the extent possible.  If you use sub-object codes within your account structure to report the costs of computer hardware, software, outside consultants, internal information system support, etc., the totals related to court areas should be included in UAS code 713.00. The cost of related to information systems in the non-court areas should be reported in UAS codes 513.00 and 519.00, respectively, not in UAS code 713.00.

	719.00
	“Optional” Programs


	All personnel, contractual and operating costs associated with the following optional programs operated by clerk of court: teen court, guardian ad litem, foster care review, family pro se, family mediation, victim witness, child support enforcement for private cases, and law library.  These programs are authorized by Florida Statutes but not mandated to be funded and/or managed by the Clerk.  This expense code is being used to standardize reporting.

	724.00
	Clerk of Court – County Court Criminal
	All personnel, contractual and operating costs associated with county court- criminal case management and operations.  This also includes processing of county and municipal ordinance violations such as curfews, false alarms, etc.  Do not include cost of traffic court operations that should be included in UAS code 764.00.

	744.00
	Clerk of Court – County Court Civil
	All personnel, contractual and operating costs associated with clerk of court county court - civil case management and operations.  

	764.00
	Clerk of Court - Traffic Criminal and Civil
	All personnel contractual and operating costs associated with clerk of court traffic case management and operations (criminal and civil).
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