
The County Administrative Office Presents:

MANAGEMENT AND LEADERSHIP TRAINING

Budget ManagementBudget Management
and Administrationand Administration



Introductions:

InstructorInstructor
Course logisticsCourse logistics

BreaksBreaks
LunchLunch
Cell phonesCell phones
Restrooms  Restrooms  



Self Introductions

Background, department, position, etc.Background, department, position, etc.

Level of budget experienceLevel of budget experience

Why are you taking the classWhy are you taking the class



Course Objectives

Provide some general direction regarding the dayProvide some general direction regarding the day--
toto--day administration of your budgetday administration of your budget

Provide an understanding of the factors that Provide an understanding of the factors that 
impact your budgetimpact your budget

Provide some basic budget administration tools Provide some basic budget administration tools 
and skills to help in the administration of and skills to help in the administration of 
departmental budgetsdepartmental budgets



Overview 

Ok, so now you have a budget, now what are 
you going to do with it?

Guess what, life’s happened, the budget’s 
wrong, and now you need to change it!



How Did We Get Here ?

Departments prepared requested budgets and Departments prepared requested budgets and 
submitted them to the CAOsubmitted them to the CAO
CAO analyzed requested departmental budgets CAO analyzed requested departmental budgets 
and compiled a countywide Recommended and compiled a countywide Recommended 
BudgetBudget
Board of Supervisors conducted budget hearings Board of Supervisors conducted budget hearings 
and adopted the budgetand adopted the budget
Adopted Budget submitted to AuditorAdopted Budget submitted to Auditor--Controller Controller 
for upload into the FMS systemfor upload into the FMS system



What is Your Budget ?

Document that conforms to State Controller Document that conforms to State Controller 
guidelinesguidelines
Agreement between the Board of Supervisors and Agreement between the Board of Supervisors and 
your department headyour department head
Describes your department’s operations, function, Describes your department’s operations, function, 
and service levelsand service levels
Method to establish fiscal controlMethod to establish fiscal control
Guide for program and project administrationGuide for program and project administration
Statement of policy implementationStatement of policy implementation



Review of Departmental Budget 
Structure

Appropriations  Appropriations  (See Tab 1)(See Tab 1)

Divided Into Expenditure Objects Divided Into Expenditure Objects 
Comprised of Related ExpensesComprised of Related Expenses

Revenues Revenues (See Tab 2)(See Tab 2)

Also Divided Into Revenue Objects Also Divided Into Revenue Objects 
Comprised of Related Revenue SourcesComprised of Related Revenue Sources



Responsibility to Manage

Net County Cost (net expenditures, less revenues, Net County Cost (net expenditures, less revenues, 
less allocation of special purpose funds)less allocation of special purpose funds)
Changes and Amendments to Budget Controlled Changes and Amendments to Budget Controlled 
By Government Code By Government Code (See Tab 3)(See Tab 3)

Department head financially responsible for any Department head financially responsible for any 
overover--expenditure of budget expenditure of budget (Govt. Code Section 29121)(Govt. Code Section 29121)

Fiscal performance part of appointed department Fiscal performance part of appointed department 
head’s annual evaluationhead’s annual evaluation



Chapter 9 – Budget Administration

Basis for Today’s ClassBasis for Today’s Class
Contains Direction on:  Contains Direction on:  (See Tab 4)(See Tab 4)

Budget Monitoring and ReportingBudget Monitoring and Reporting
Requests for Budget TransfersRequests for Budget Transfers
Current Year Appropriation IncreasesCurrent Year Appropriation Increases
Transferring Existing AppropriationsTransferring Existing Appropriations
EncumbrancesEncumbrances
InterInter--Departmental ChargesDepartmental Charges
Journal VouchersJournal Vouchers



Budget Monitoring and Reporting

Daily Reports Available Through the Auditor’s Daily Reports Available Through the Auditor’s 
COLD System COLD System –– County IntranetCounty Intranet
Daily Reports Also Available Through the Daily Reports Also Available Through the 
Mainframe FMS SystemMainframe FMS System
Reports Available Include:  Reports Available Include:  (See Tab 5)(See Tab 5)

Expenditure Status and Transaction ReportsExpenditure Status and Transaction Reports
Revenue Status and Transactions ReportsRevenue Status and Transactions Reports
Outstanding Encumbrances, General Ledger, Outstanding Encumbrances, General Ledger, 
etc.etc.



Appropriation of Unanticipated 
Revenue

Why Appropriate the Revenue?Why Appropriate the Revenue?
Need Additional Expenditure AuthorityNeed Additional Expenditure Authority

What Revenue Can be Appropriated?What Revenue Can be Appropriated?
New Revenue Source (New Revenue Source (ieie. Grant or New . Grant or New 
Contract)Contract)
Revenue in Excess of Budgeted EstimateRevenue in Excess of Budgeted Estimate

Process:Process:
Letter to Board of Supervisors Letter to Board of Supervisors (See Tab 6)(See Tab 6)

Preparation of Request for Budget TransferPreparation of Request for Budget Transfer



Budget Transfers

What’s the process?What’s the process?
Department, through theDepartment, through the CAO, toCAO, to Board for Board for 
ApprovalApproval

Entered on Auditor’s Journal Voucher SystemEntered on Auditor’s Journal Voucher System
4 Basic Types of Transfers4 Basic Types of Transfers

Current Year to Current YearCurrent Year to Current Year
Current Year to Prior YearCurrent Year to Prior Year
Prior Year to Current YearPrior Year to Current Year
Unanticipated RevenueUnanticipated Revenue



Budget Transfers (continued)

Current Year to Current YearCurrent Year to Current Year
Transfer Between ObjectsTransfer Between Objects
Establishing New Fixed AssetEstablishing New Fixed Asset
Can’t be Used for Unanticipated RevenueCan’t be Used for Unanticipated Revenue

Current Year to Prior YearCurrent Year to Prior Year
Unexpected Increase to Prior Year ExpenseUnexpected Increase to Prior Year Expense



Budget Transfers (continued)

Prior Year to Current YearPrior Year to Current Year
Reimburse Current Year Budget for Prior Year Reimburse Current Year Budget for Prior Year 
ExpenseExpense
Must be Transferred Through Contingencies Must be Transferred Through Contingencies 
(BU 1970, Account 6040)(BU 1970, Account 6040)

May Not be Used to Simply Transfer Surplus May Not be Used to Simply Transfer Surplus 
Prior Year Funds into Current Year BudgetPrior Year Funds into Current Year Budget



Budget Transfers (continued)

Appropriation of Unanticipated RevenueAppropriation of Unanticipated Revenue
Must PassMust Pass--through Contingencies Budgetthrough Contingencies Budget
Use Special Account (BU 1970, Acct. 6045)Use Special Account (BU 1970, Acct. 6045)
Coordinate With Your Budget Analyst Coordinate With Your Budget Analyst 
Board Letter RequiredBoard Letter Required

Unexpected Emergency NeedsUnexpected Emergency Needs
Account #6040Account #6040
Requires Prior Approval from County Requires Prior Approval from County 
Administrative Office Administrative Office 



Budget Transfers (continued)

Other Typical Needs for Budget TransfersOther Typical Needs for Budget Transfers
Creation of Fixed Asset AccountsCreation of Fixed Asset Accounts
EndEnd--ofof--Year BalancingYear Balancing

Correction of OverCorrection of Over--Drawn Exp.ObjectsDrawn Exp.Objects
•• Due to Payroll AccrualsDue to Payroll Accruals
•• YearYear--End Charges from Other End Charges from Other 

DepartmentsDepartments
Use of Budget Savings IncentiveUse of Budget Savings Incentive
Use of OverUse of Over--collected Expenditure collected Expenditure 
Reimbursements Reimbursements (See Tab 8)(See Tab 8)



A Look at the Auditor’s 
JV System



















Reserves and Designations

What are they and how they differ ?What are they and how they differ ?
How do I access designations during the year ?How do I access designations during the year ?

Requires CAO ConcurrenceRequires CAO Concurrence
Requires Board Letter and Approval Requires Board Letter and Approval (See Tab 9)(See Tab 9)

Requires Budget Transfer to Increase Requires Budget Transfer to Increase 
AppropriationsAppropriations



Year-end Payroll Accruals
What is an accrual and why do we have them?What is an accrual and why do we have them?

Prepared by the AuditorPrepared by the Auditor--ControllerController
Calculated in Order to Reflect Payroll Costs Calculated in Order to Reflect Payroll Costs 
Incurred, but Not Paid, in the Same Fiscal Incurred, but Not Paid, in the Same Fiscal 
Period in Which They Were IncurredPeriod in Which They Were Incurred

AnomaliesAnomalies
HolidaysHolidays
Excessive overtimeExcessive overtime
Retirement payoffsRetirement payoffs
OneOne--time expenditurestime expenditures
Retroactive salary increasesRetroactive salary increases



Payroll Accruals (continued)
How is the Accrual Calculated?How is the Accrual Calculated?

Based on Last Paid Payroll PeriodBased on Last Paid Payroll Period
Uses Number of Days in the Month Where Uses Number of Days in the Month Where 
Employees Worked but Not Been PaidEmployees Worked but Not Been Paid
Expressed as a Factor of a 14 Day Pay PeriodExpressed as a Factor of a 14 Day Pay Period
Examples:  12/14 or 17/14Examples:  12/14 or 17/14
Refer to Example Under Refer to Example Under (See Tab 10)(See Tab 10)

MonthMonth--End AccrualsEnd Accruals
Reflected in MonthReflected in Month--end FMS Reportsend FMS Reports
Reversed at Beginning of Month Reversed at Beginning of Month (See Tab 11)(See Tab 11)



Year-end Revenue Accruals

Why Accrue Revenue?Why Accrue Revenue?
EndEnd--ofof--year year (See Tab 12)(See Tab 12)

Receipt within 90 daysReceipt within 90 days
Usually amounts over $1,000Usually amounts over $1,000

Reversed at beginning of JulyReversed at beginning of July
Include in Budget ForecastInclude in Budget Forecast
Calculation of Request for AccrualCalculation of Request for Accrual



Expenditure Accruals

PO’s and AgreementsPO’s and Agreements (See Tab 13)(See Tab 13)

Expenses Incurred, but not yet paidExpenses Incurred, but not yet paid
Expenses expected to be paid within first 90 Expenses expected to be paid within first 90 
days of new fiscal yeardays of new fiscal year

Carryover at EndCarryover at End--ofof--Year as Negative ExpensesYear as Negative Expenses
Miscellaneous Encumbrances (Limited Miscellaneous Encumbrances (Limited 
application for capital projects application for capital projects –– being phased out being phased out 
by the Auditorby the Auditor--Controller)Controller)



Expenditure Projections

ModelingModeling
Quarterly/semiQuarterly/semi--annual/annual paymentsannual/annual payments

Forecasting salary expendituresForecasting salary expenditures
New HiresNew Hires
Retirement payoffsRetirement payoffs
HolidaysHolidays



Payroll Forecasting 
Exercise



Payroll Forecasting Exercise – Step 1

Compute Salary and Related Benefits for Remainder of the Fiscal Year

Most Recent 
Pay Period

Times 4 Pay 
Periods

Final Accrual 
17/14

Total Cost for 
Remainder of 
Fiscal Year

Regular Salary $150,000 $600,000 $182,143 $782,143
FICA $11,475 $45,900 $13,934 $59,834
Retirement $45,780 $183,120 $55,590 $238,710
Group Health $29,200 $116,800 $35,457 $152,257
Retiree Health $1,040 $4,160 $1,263 $5,423
Flexible Benefits $1,046 $4,184 $1,270 $5,454

$238,541 $954,164 $289,657 $1,243,821



Payroll Forecasting Exercise – Step 2

Calculate Salary Savings from Retirement of Assistant Director

Most Recent 
Pay Period

Times 2 Pay 
Periods

Final Accrual 
17/14

Total Savings  
for Remainder 
of Fiscal Year

Regular Salary $3,107.51 $6,215.02 $3,773.41 $9,988.43
FICA $237.72 $475.45 $288.67 $764.11
Retirement $948.41 $1,896.82 $1,151.64 $3,048.47
Group Health $365.00 $730.00 $443.21 $1,173.21
Retiree Health $13.00 $26.00 $15.79 $41.79
Flexible Benefits $310.75 $621.50 $377.34 $998.84

$4,982.40 $9,964.80 $6,050.05 $16,014.85



Payroll Forecasting Exercise – Step 3

Calculate Sick Leave and Vacation Pay-off Amount

Bi-Weekly Salary $3,107.51
Hourly Rate $38.84

Vacation Payoff $26,103.08  (Hourly Rate x 672 Hours)
Sick Leave Payoff $44,748.14  (Hourly Rate x 1,152 Hours)
   Sub-Total $70,851.23

FICA 1 $1,148.69  ($90,000 cap less 23 pp already paid x .062)
FICA 2 $1,027.34  (Sub-Total of Salaries x .0145)
Flexible Benefits $7,085.12  (Sub-Total of Salaries x .10)
    Total Cost $80,112.38



Payroll Forecasting Exercise – Step 4

Calculate the Cost of the New Positions

Bi-Weekly 
Cost of Both 

Positions Pay Period 12
Final Accrual 

17/14

Total Cost for 
Remainder of 
Fiscal Year

Regular Salary $3,555.04 $3,555.04 $4,316.83 $7,871.87
FICA $271.96 $271.96 $330.24 $602.20
Retirement $1,085.00 $1,085.00 $1,317.50 $2,402.50
Group Health $730.00 $730.00 $886.43 $1,616.43
Retiree Health $26.00 $26.00 $31.57 $57.57
Flexible Benefits $0.00 $0.00 $0.00 $0.00

$5,668.00 $5,668.00 $6,882.57 $12,550.57



Payroll Forecasting Exercise – Step 5

Bring it All Together

Step One Cost $1,243,821
Step Two Savings ($16,015)
Step Three Cost $80,112
Step Four Cost $12,551
Payroll Cost for Remainder of Year $1,320,469



Grant Budget Development

Salaries and BenefitsSalaries and Benefits
IncrementsIncrements
Rising Health Insurance and Retirement CostsRising Health Insurance and Retirement Costs
Extra Help vs. Permanent vs. TemporaryExtra Help vs. Permanent vs. Temporary

Inflationary Pressure (CPI)Inflationary Pressure (CPI)
Matching Funds from Other Grants, Propositions, Matching Funds from Other Grants, Propositions, 
and Local Sourcesand Local Sources
Consider the Impact on Other County Consider the Impact on Other County 
DepartmentsDepartments



Grant Application 
Exercise



USDOJ Grant Exercise

Year 1 Year 2 Year 3 Total
Salary for 10 Positions $359,585 $426,039 $447,826 $1,233,449
FICA $27,508 $32,592 $34,259 $94,359
Retirement $163,827 $194,103 $204,029 $561,959
Health Benefits $95,225 $95,225 $95,225 $285,675
Retiree Group Health $3,392 $3,392 $3,392 $10,175

$649,536 $751,350 $784,730 $2,185,616

Requested Grant Funds $487,152 $500,000 $500,000 $1,487,152
County Share $162,384 $251,350 $284,730 $698,464

Grant Percentage 75.0% 66.5% 63.7% 68.0%
County Percentage 25.0% 33.5% 36.3% 32.0%



Changes in Authorized Positions

All Changes to Authorized Positions All Changes to Authorized Positions 
Requires Board ApprovalRequires Board Approval
Addition of New PositionsAddition of New Positions
Addition/Deletion of PositionsAddition/Deletion of Positions

Calculating Cost DifferenceCalculating Cost Difference
Departmental ReorganizationsDepartmental Reorganizations
LayLay--OffsOffs
Golden HandshakesGolden Handshakes
VacanciesVacancies



Changes in Authorized Positions (cont.)

Justifications for Adds/DeletesJustifications for Adds/Deletes
Must be Done for Organizational Must be Done for Organizational 
Reasons Reasons 
Not to Keep Employee from LeavingNot to Keep Employee from Leaving
Not to Give an Employee a RaiseNot to Give an Employee a Raise
Letter to Board Letter to Board (See Tab 18)(See Tab 18)

Prefer to Address Changes to Authorized Prefer to Address Changes to Authorized 
Positions During Budget DevelopmentPositions During Budget Development



Change in Position 
Exercise



Change in Positions Exercise – Step 1

Compute Salary of Fiscal Support Spec. for Remainder of the Fiscal Year

Most Recent 
Pay Period

Times 10 Pay 
Periods

Final Accrual 
17/14

Total Cost for 
Remainder of 
Fiscal Year

Regular Salary $1,180.85 $11,808.50 $1,433.89 $13,242.39
FICA $90.34 $903.35 $109.69 $1,013.04
Retirement $360.40 $3,603.95 $437.62 $4,041.58
Group Health $365.00 $3,650.00 $443.21 $4,093.21
Retiree Health $13.00 $130.00 $15.79 $145.79
Flexible Benefits $0.00 $0.00 $0.00 $0.00

$2,009.58 $20,095.80 $2,440.20 $22,536.01



Change in Positions Exercise – Step 2

Compute Salary of Fiscal Support Tech. for Remainder of the Fiscal Year

Most Recent 
Pay Period

Times 10 Pay 
Periods

Final Accrual 
17/14

Total Cost for 
Remainder of 
Fiscal Year

Regular Salary $991.71 $9,917.10 $1,204.22 $11,121.32
FICA $75.87 $758.66 $92.12 $850.78
Retirement $302.67 $3,026.70 $367.53 $3,394.23
Group Health $365.00 $3,650.00 $443.21 $4,093.21
Retiree Health $13.00 $130.00 $15.79 $145.79
Flexible Benefits $0.00 $0.00 $0.00 $0.00

$1,748.25 $17,482.46 $2,122.87 $19,605.33



Change in Positions Exercise – Step 3

Step One Cost $22,536.01
Step Two Savings ($19,605.33)
Difference (higher cost) $2,930.68



Review of Topics Discussed

Appropriation of Unanticipated RevenueAppropriation of Unanticipated Revenue
Requires Board ApprovalRequires Board Approval
Must Flow through ContingenciesMust Flow through Contingencies

Budget Transfers Budget Transfers –– 4 Types4 Types
Reserves and DesignationsReserves and Designations

Funds SetFunds Set--Aside for Specific PurposeAside for Specific Purpose
Designations Generally Available During the Designations Generally Available During the 
Year with Board ApprovalYear with Board Approval



Review of Topics Discussed (cont.)
Payroll AccrualsPayroll Accruals

Calculated by the AuditorCalculated by the Auditor--ControllerController
Based on Last Pay Period Actually PaidBased on Last Pay Period Actually Paid
Watch Out for AnomaliesWatch Out for Anomalies

EncumbrancesEncumbrances
Purchase OrdersPurchase Orders
Board Approved ContractsBoard Approved Contracts
Miscellaneous EncumbrancesMiscellaneous Encumbrances



Review of Topics Discussed (cont.)

Grant BudgetingGrant Budgeting
Include All Costs, Direct and IndirectInclude All Costs, Direct and Indirect
Factor Impact of Inflation, Salary Factor Impact of Inflation, Salary 
Increases and Related CostsIncreases and Related Costs
Factor in Impact on Other County Depts.Factor in Impact on Other County Depts.

Expenditure ForecastingExpenditure Forecasting
Changes in Authorized PositionsChanges in Authorized Positions



Evaluation . . . 
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