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APPENDIX  

I. LEON COUNTY BUDGET CALENDAR 
II. FINANCIAL POLICIES 

 
 
I. LEON COUNTY BOARD OF COUNTY 

COMMISSIONERS: BUDGET PROCESS 
 
DECEMBER 2001 
Leon County Board of County 
Commissioners holds its annual retreat. 
 
JANUARY 2002 
The Tentative Budget Calendar is 
brought before the Board for adoption 
at a regularly scheduled meeting. Pre-
Budget meetings are held with Program 
Managers, and Constitutional Officers. 
OMB makes a preliminary analysis of all 
revenue assumptions/estimates with the 
Finance Department. 
 
FEBRUARY 2002 
The Office of Management & Budget 
(OMB) holds a workshop with the Board 
to discuss the financial condition of the 
County and to receive budgeting 
guidelines from the Board. OMB holds 
an additional workshop with the 
Constitutional Officers and the Board to 
brief the Constitutional Officers on 
budgeting guidelines and on issues that 
may have a significant impact on their 
budgets. OMB distributes the Budget 
Manual, which includes all instructions 
and forms for the preparation of 
departmental operating and capital 
budgets. 
 
 

 
 
 
 
 
 
 
 
 
 
 
MARCH – APRIL 2002 
County Departmental and Divisional 
Program Managers submit their 
respective trends and issues, summary 
of program performance forms, and the 
final departmental operating and 
capital budget requests. OMB analyzes 
Departments/Divisions requests and 
recommends funding levels. 
 
MAY-JUNE 2002 
During the month of May, the 
Constitutional Officers submit their final 
budget to OMB.  The assessed property 
values and the Tax Collector’s budget 
are estimated. The budget office along 
with the County Administrator reviews 
each of the departmental operating 
and capital budget requests and the 
corresponding 5-year Financial Plan 
Assumptions/Recommendations. At this 
stage, the necessary adjustments are 
made in formulating the County 
Administrator’s recommended 
operating and capital budget. The 
tentative operating and capital 
budgets are then completed. 
 
JULY 2002 
Pursuant to Florida Statutes, the taxable 
property values are certified and the 
Tentative Operating and Capital 
Budgets are submitted to the Board of 
County Commissioners.  In addition, 
workshops are held with the Board to 
review each department and division’s 
operating budget and the capital 
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budget. These workshops are designed 
to provide the Commissioners with an 
understanding of the needs of the 
County departments and agencies and 
to provide an opportunity to make 
adjustments to the County 
Administrator’s recommended 
operating and capital budgets. 
 
AUGUST 2002 
The Tax Collector submits a budget to 
the Board of County Commissioners 
and the State Department of Revenue.  
After the Budget Office reviews the 
budget, the Property Appraiser mails 
the Notices of Proposed Property Taxes 
to the citizens of Leon County. 
 
SEPTEMBER 2002 
The Leon County Board of County 
Commissioners holds two public 
hearings on the operating and capital 
budgets and millage rate as required 
by Florida Statutes.  Citizens are notified 
of the time, date, & place for the first 
public hearings in the Notices of 
Proposed Property Taxes.  For the 
second and final public hearing, an 
advertisement is placed in the local 
newspaper, giving citizens and other 
interested parties sufficient notices as to 
the date, time, and place of the 
second and final public hearing 
 
OCTOBER 2002 
October marks the beginning of the 
New Fiscal Year (October 1). Also, Leon 
County submits its certification of 
compliance to the State Department of 
Revenue.  The adopted operating and 
capital budgets are published. 
 
 
 
 
 
 
 

II. LEON COUNTY FINANCIAL POLICIES 
 

POLICY FOR ACCOUNTING AND REPORTING:  
POLICY NO. 92-4 

The County will establish accounting 
and reporting systems to: 
 
1. Maintain accounting and 

reporting practices in 
conformance with the Uniform 
Accounting System of the State 
of Florida and Generally 
Accepted Accounting Principles 
(GAAP). 

 
2. Maintain accounting system 

records on a basis consistent with 
the accepted standards for local 
government accounting 
according to Governmental 
Accounting and Financial 
Reporting (GAFR), the National 
Council on Governmental 
Accounting ( NCGA), and the 
Governmental Accounting 
Standards Board (GASB). 

 
3. Provide regular monthly financial 

reports that include a summary of 
activity for all funds. 

 
4. Provide regular monthly trial 

balances of line item financial 
activity by type of revenue and 
expenditure. 

 
5. Insure that an annual financial 

and compliance audit of the 
County’s financial records is 
conducted by an independent 
firm of certified public 
accountants whose findings and 
opinions are published and 
available for public review. 

 
6. Provide that the Office of 

Management and Budget (OMB) 
will submit to the County 
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Commission quarterly reports on 
the operating condition of the 
County and, where applicable, 
to recommend possible trends 
and, where necessary, to 
recommend options for 
corrective action. 

 
7. Seek, annually, the Government 

Finance Officers Association 
(GFOA) Certificate of 
Achievement in Financial 
Reporting and the GFOA’s annual 
Distinguished Budget Presentation 
Award. 

 
 

POLICY FOR AMENDING THE BUDGET:  POLICY 
NO. 97-11 

The County will establish practices for 
the operation and amending of the 
annual budget to: 
 
1. Provide that all 

amendments/transfers of funds 
will first be reviewed by the 
director(s) of the requesting 
department/division, followed by 
a second review by the Office of 
Management and Budget, prior 
to submission and subsequent 
approval/denial  by  the  County 
Administrator and/or the Board of 
County Commissioners, as set 
forth by the following provisions of 
this policy. 

 
2. Provide that: 
  

a. notwithstanding the 
provisions of paragraph 1, 
program managers shall 
have the flexibility to 
amend their operation 
expenditure budgets and 
personal services budgets 
by up to 10-percent of the 
total on an aggregate 

basis between line items 
within programs with a 
$20,000 cap, contingent 
upon approval by the 
County Administrator;  

 
b.  the County Administrator 

delegates to the Office of  
Management and Budget 
the responsibility for 
monitoring and enforcing 
the provisions of this 
paragraph based on 
policies adopted by the 
Board of County 
Commissioners. 

 
i. Provide that, in 

addition to the 
provisions of 
paragraph 2, the 
County Administrator 
may authorize 
intrafund transfers up 
to $20,000. 

 
ii. Provide that all 

intrafund transfers 
greater that $20,000, 
and all interfund 
transfers, must be 
approved by a 
majority vote of the 
Board of County 
Commissioners. 

 
5.   Provide that all requests for use of 

reserves for contingency must be 
approved by a majority vote of 
the Board of County 
Commissioners. 
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POLICY FOR CARRY FORWARD PROGRAM: 
POLICY NO. 98-16 

The Carry Forward Program provides 
budget incentives to managers to 
improve financial management 
effectiveness and accountability.  The 
program allows managers to carry 
forward into the ensuing fiscal year a 
portion of, or all, of the unexpected 
end-of-year funds for identifiable 
projects which will result in increased 
productivity, cost savings and/or 
increased efficiency.  Those projects 
which receive the County 
Administrator’s approval will be 
presented to the Board of County 
Commissioners prior to November 1 of 
each year. 
 
A.  Eligibility Requirements 
1. The department manager must 

submit the program proposal to 
the Office of Management & 
Budget (OMB) no later than the 
deadline established by OMB.  
The proposal must include 
financial savings est imated based 
on the most recent financial data 
available. 

 
2. The department manager must 

clearly indicate in the Carry 
Forward Program how the County 
will realize an increase in 
productivity, save money or 
increase efficiency by approving 
the proposal. 

 
3. Any request that was denied 

during the budget review process 
will be forwarded directly to the 
County Administrator for special 
review. The County Administrator 
will provide further direction to 
OMB. 

 
Note: Those projects which were 
funded by the Board in the current 

fiscal year, and which were not 
completed, are not affected by this 
program.  In such case, the manager 
must submit a “Carry Forward Request 
Form” to the Office of Management & 
Budget requesting that these funds be 
added to the budget of the ensuing 
fiscal year for the sole purpose of 
completing the projects for which the 
funds were appropriated in the previous 
fiscal year.  The program must state on 
the “Carry Forward Request Form” why 
the project was not completed within 
the current fiscal year and the 
anticipated completion date. 
 
B.  OMB Responsibilities 
 
The Office of Management & Budget 
shall review all proposals from 
department managers.  The Office of 
Management & Budget will be 
responsible for the program activities 
listed below. 
 
1. Verify the total amount of funds 

eligible to be carried forward into 
the ensuing fiscal year with the 
Finance Department. 

 
2. Review an analysis of the 

proposed project to determine if 
it will increase productivity, save 
tax dollars and/or increase 
efficiency. 

 
3. Make a recommendation of 

approval or denial to the County 
Administrator. 

 
4. Notify the program manager in 

writing of whether the project was 
accepted or denied within two 
(2) working days of the County 
Administrator’s final decision. 
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POLICY FOR CONTINGENCY RESERVES: POLICY 
NO. 99-3 

 
Use of Contingency Reserves 
 
1.     Board Intent  
 
Contingency reserves are established to 
provide the following: 
 
a. Funding for authorized mid-year 

increases to adopted levels of 
service. 

 
b. Funding for unexpected increases 

in the cost of providing existing 
levels of service. 

 
c.  Temporary and nonrecurring 

funding for unexpected projects. 
 
d. Funding of a local match for 

public or private grants. 
 
e. Funding to offset losses in revenue 

caused by actions of other 
governmental bodies. 

 
f. Funding to accommodate 

unexpected program mandates 
from other governmental bodies. 

 
2. Procedures   
   
a. The general revenue reserves for 

contingency will be budgeted at 
an amount not to exceed 10% of 
projected general operating 
revenues for the ensuing fiscal 
year. 

   
b. The County will maintain an 

annual unappropriated fund 
balance at a level sufficient to 
maintain adequate cash flow 
and to eliminate the need for 
short-term borrowing. The 
unappropriated fund balance 

shall be no less than ten (10) 
percent of general operating 
revenues and shall be separate 
from the reserves for 
contingency. 

 
c. The County Administrator is 

authorized to develop forms and 
procedures to be used by outside 
agencies or individuals or County 
agencies in submitting their 
requests for use of contingency 
reserves.  

 
d. County agencies, including 

County departments and 
Constitutional Officers, requesting 
additional funding from the Board 
shall first submit their requests in 
writing to the County 
Administrator for full review and 
evaluation. 

 
e. After evaluation, all requests will 

be brought to the Board for 
consideration at a regularly 
scheduled meeting. 

 
 
f. Requests for use of reserves for 

contingency may be approved 
only by the Board of County 
Commissioners.  

 
g. The County's budget will be 

amended at such time the 
County Commission, by majority 
vote, authorizes reserves for 
contingency.  All requests to the 
County Commission for the use of 
any reserves for contingency shall 
be accompanied by a 
“contingency statement” 
prepared by OMB showing the 
year-to-date activity on the 
reserves account as well as the 
current account balance and the 
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net effect on the account of 
approving the use of reserves.   

 
2. Evaluation Criteria 
 
a. The Board will use the procedures 

and evaluation criteria set forth in 
this policy. The evaluation of 
funding requests shall include, but 
not be limited to the following: 

 
• consistency with other Board 

policy;  
• the urgency of the request;  
• the scope of services to be 

provided;  
• the short -term and long-term 

fiscal impact of the request; 
• a review of alternative methods 

of funding or providing the 
services,  

• a review for duplication of 
services with other agencies; 

• a review of efforts to secure non-
County funding;  

• a discussion of why funding was 
not sought during the normal 
budget cycle; and  

• a review of the impact of not 
funding or delaying funding to 
the next fiscal year. 

 
3.   Exceptions 
 

a. This policy is not intended to 
limit regular mid-year salary 
adjustment transfers from the 
salary adjustment contingency 
account, which is reviewed 
separately by the Board of 
County Commissioners in the 
month of April of each year. 

 
 
 
 
 
 

POLICY FOR DEBT MANAGEMENT AND OTHER 
INVESTMENT:  POLICY NO. 93-47 

 
Debt management and investment 
practices are established to: 
 
1. Ensure that capital projects 

financed through the issuance of 
bonds will not be financed for a 
period that exceeds the useful life 
of the project or the life of the 
supporting revenue source. 

 
2. Ensure that interest, operating, or 

maintenance expenses will be 
capitalized only for facilities or 
enterprise activities and will be 
limited to those expenses 
encumbered prior to the actual 
operation of the facility or its 
improvement. 

 
3. Provide that debt for Leon 

County, Florida shall be limited to 
an amount, which will not 
prevent the County from 
maintaining sources of available 
revenues for services of debt at 
135% of annual debt service.  The 
State of Florida does not 
mandate legal debt limitation for 
local governments. 

 
4. Provide that the County will limit 

its investments to only the safest 
types of securities, to include 
those backed by the 
Government or its agencies and 
those which provide insurance, or 
the legally required backing of 
the invested principal. 

 
5. Provide that unless market 

conditions otherwise require, not  
more than fifteen percent (15%) 
of the County’s investment 
portfolio shall be placed in any 
one institution other than those 
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securities issued or guaranteed by 
the U.S. Government or its  
agencies or the State Board of 
Administrat ion of the State of 
Florida. 

 
6.     Provide that the investment 

portfolio of Leon County, Florida 
must be structured in such a 
manner to provide sufficient 
liquidity to pay obligations as they 
become due. The investment 
portfolio shall be diversified by 
type of investment, issuer, and 
dates of maturity in order to 
protect against fluctuations in the 
market economy.  At least fifteen 
percent (15%) of the County’s 
portfolio shall be kept in liquid 
investments which are available 
on a daily basis, without loss of 
principal. 

 
7.     Provide that the clear title to 

principal and collateral backing 
for all investments shall be 
maintained by Leon County, in 
the County’s own bank, or a 
third-party agent under 
agreement to the County. 

 
8.     Provide that the Board of County 

Commissioners seeks to optimize 
returns on investments within the 
constraints of safety and liquidity.  
The purchase and sale of 
securities shall be at competitive 
prices based on market 
conditions. 

 
9.     Provide that Leon County will use 

only major banks, brokers or 
dealers which have been 
selected after review of their 
qualifications, size, capitalization, 
inventories handling and 
reputation. 

 

10.    Provide that Leon County will not 
place funds with any institution 
which is less than three (3) years 
old. 

 
11.  Provide that the Board shall 

adopt a plan by October 1of 
each year to govern the policies 
and procedures for the 
investment of surplus funds of the 
County based on the criteria as 
set forth in the County's 
Investment Ordinance for Surplus 
Funds No. 93-3. 

12.    Provide that collateral shall be 
required for any Repurchase 
Agreement, not covered under 
Chapter 280, Florida Statutes.  
Collateral placed for any 
repurchase agreement will be 
governed by the same terms as 
those defined in the County's 
Investment Ordinance for Surplus 
Funds No. 93-3. 

      
13. Provide that the County shall 

establish a County Investment 
Oversight Committee whose 
membership  and duties shall be 
governed by the provisions as set 
forth in the County's Investment 
Ordinance for Surplus Funds No. 
93-3. 

 
POLICY FOR FISCAL PLANNING:  POLICY NO. 93-

44 
 
The County will establish fiscal planning 

practices to: 
 
1 Provide that the annual operating 

and capital budget for Leon 
County shall be developed in 
conformity with the Tallahassee-
Leon County Comprehensive 
Plan by the Office of 
Management and Budget in 
conjunction with revenue 
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estimates from the Finance 
Division of the Clerk of the Circuit 
Court, under the advisement of 
the County Administrator and  
adopted as provided in stat e law 
by a majority vote of the Board of 
County Commissioners presiding 
in a public hearing. 

 
2. Provide for the development and 

annual review of a capital         
improvement budget.  This 
budget shall contain a 5-year 
plan for acquisition and 
improvement  of capital 
investments in the areas of 
facilities, transportation, 
equipment, and drainage.  This 
budget shall be coordinated with 
the annual operating budget. 

 
3. Provide that the Board of County 

Commissioners will continue to 
reflect restraint through the 
development of the annual  
budget.  In instances of 
forthcoming deficits the Board will 
either decrease  appropriations 
or increase  revenues. 

 
4. Provide that the County will strive 

to better utilize its resources  
through the use of productivity 
and efficiency enhancements 
while at the same  time noting 
that the costs of such 
enhancements should not 
exceed  the expected benefits. 

 
5.  Provide that expenditures which 

support existing capital 
investments and mandated 
service programs will be 
prioritized over those other 
supporting activities or non-
mandated service programs. 

 

6. Provide that the County 
Administrator shall be the 
designated Budget Officer of 
Leon County and will carry out 
the duties as set forth in Chapter 
129, Florida Statutes. 

 
7.      Provide that the responsibility for 

the establishment and daily 
monitoring of the County's 
accounting system(s) shall lie with 
the Finance Division of the Clerk 
of the Circuit Court, and that the 
oversight of investment and debt 
management for the government 
of Leon County shall lie with the 
Board of County Commissioners. 

 
8. Provide that this policy shall be 

reviewed annually by the Board 
of County Commissioners to 
insure its consistency and viability 
with respect to the objectives of 
the Board and its applicability to 
current state law and financial 
trends.   

 
 

POLICY FOR LANDFILL RATE STABILIZATION 
RESERVE:  POLICY NO. 94-1 

 
1.    The Landfill Rate Stabilization 

Reserve is established to provide 
the following: 

  
a. To accumulate funding for 

planned capital project 
expenditures; 

 
b. Funding for temporary and 

non recurring unexpected 
capital  projects; 

 
c. Funding to accommodate 

unexpected program 
mandates from other 
governmental bodies; 
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d. Funding for extraordinary 
operating expenses. 

 
2. Use of funds from the Landfill Rate 

Stabilization Reserve will be 
limited to operation of the landfill. 

 
3. Requests for use of Rate 

Stabilization Reserves must be 
approved by the Board of 
County Commissioners.  The 
Board will use the procedures 
and evaluation criteria set forth in 
this policy.  Such requests will be 
evaluated to insure consistency 
with other Board policy; the 
urgency of the request; the scope 
of services to be provided; the 
short and long-term fiscal impact 
of the request; a review of 
alternative methods of funding or 
providing the services; a review 
for duplication of services with 
other agencies; a review of 
efforts to secure non-County 
funding; a discussion of why 
funding was not sought during 
the normal budget cycle; and a 
review of the impact of not 
funding or delaying funding until 
the next fiscal year. 

 
4. The Rate Stabilization Reserve will 

be budgeted at the excess of 
revenues over expenditures after 
the requirements of the balance 
needed in the Contingency 
Reserve and Closure Reserve are 
met.  The Rate Stabilization 
Reserve shall be separate from 
the Contingency Reserve and the 
Closure Reserve.  The County’s 
budget will be amended at such 
time as the County Commission, 
by majority vote, authorizes the 
use of reserves.  All requests to the 
County Commission for the use of 
Rate Stabilization Reserves shall 

be accompanied by an 
addendum prepared by OMB 
showing the year-to-date activity 
on the reserves account as well 
as the current account balance 
and the net effect on the 
account of approving the use of 
reserves. 

 
POLICY FOR REVENUES:  POLICY NO. 92-5 

 
The County will establish revenue 

practices to: 
 
1. Provide that the County seeks out 

and maintains a diversified 
revenue system to protect it from 
fluctuations in any one revenue 
source.   

 
2. Provide that fees charged in 

enterprise operations will be 
calculated  at a level which will 
support all direct and indirect 
costs of the enterprise. 

 
3. Ensure that the County does not 

accept any revenue source 
whose terms of acceptance or 
collection may negatively affect 
the County. 



 

 


