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ACCRUED
PAYROLL



July 17, 2013-Updated
ACCRUED PAYROLL

At the end of the calendar year accrued payroll must be calculated for the
individual departments. This accrual is based on the first payroll of the new
calendar/fiscal year. (There is a possibility that the first two payrolls of the new
calendar year could be part of accrued payroll based on how early in the new
year the first payroll is paid.) This happened once in the 13 years | have been
here.

Next to the department number you will put the total of the first payroll of the
new year. You will then calculate the number of days that are in the old fiscal
year and divide by 14. Fourteen being the number of days in each payroll.

EX: Total payroll for the General Fund $476,329.77
# of Days in old year being paid 7
# of total days being paid 14
% of payroll of old year 7/14=50%

The amount of the payroll that will be accrued is:
$476,329.77 X .50% or $238,164.89

Based on the previous years amount of $192,595.80 accrual the amount
will be increased this year by $ 45,569.09.

The entry that will be made will be:

Debit into 1290-6301 $45,569.09
Creditinto 1111-1110 $45,569.09

This entry will increase the accrued payroll amount by the $45,569.09 which
will be added to the $192,595.80 and = $238,164.89

This entry will create the new entry total for the accrued payroll for the 2012
Year of $238,164.89.

You will use the spreadsheet that is attached by entering the total General
ledger payroll amount for the first payroll in January for all the funds, figure
the new % for the year by using the above formula and come up with the
differences from the old year to the new. All departments are listed once

you get a new percentage from the previous year to the new year you will get
a percentage of change.
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ACCRUED
INTEREST



June 10, 2009

INTEREST ALLOCATION AFTER FISCAL YEAR END INTO
ACCRUED INTEREST AND INTEREST INCOME ACCOUNT

The Treasurer’s office keeps a current investment report for each County department that
has invested monies. This worksheet lists the bank name, the department, the CD#,
purchase date, amount of investment, the total number of days the money is invested, and
the percentage rate of interest. At fiscal year end the number of days invested until 12/31
and the interest eamed through 12/31 is added to this worksheet for any investment that
does not mature until after the beginning of the new fiscal year. The accrued interest
amount only applies to investments that span fiscal year. The accrued interest amount for
each investment is given to the auditors and the Accounting Supervisor in the Finance
Office by the Treasurer to be listed as accrued interest on the department balance sheets
at fiscal year end.

The procedure that should be followed for any of these invesiments as they mature in the
new fiscal year is:

The interest earned through 12/31 (the accrued interest) that is placed on the department
balance sheet by the accounting supervisor and verified by the auditors should be placed
in the Fund number and 0630 accrued interest account and the remainder of the interest
that is received at maturity will be placed in the department line item 5501 interest
account.

Example:

The Rehab and Nursing Department has an investment at National Bank and Trust with a
purchase date of 9/21/08 and a maturily date of 3/2/09. This is a total of 162 days at an
interest rate of 1.75%. The total interest to be earned on this investment is $12,384.68.
The number of days from 9/21/08 10 12/31/09 15 91 days. The calculations are completed
by the Treasurer’s office and the amount of interest earned (accrued) through 12/31/08 is
$6,956.95. The amount of interest eamned in the new fiscal year is $5,427.73.

The receipt interest entry on maturity (3/2/09) should then be made with two entries.

Fund 2501 Account 0630 $6,956.95
Department 3980  Account 5501 $5,427.73

This 1s the total interest entry of §12,384,68,
Each fund and department entries will be made as above using the correct fund and

department numbers as well as the 0630 accrued interest account and the 5501 interest
INCOMmE revenue account,



ANIMAL CONTROL
PROCEDURES



Notes on Animal Control Funds and Flow of Monies
Implemented 2-23-2003  Updated 6/18/2013

Observations as of 2-21-2003

There no longer appears to be a requirement to divide receipts 1/3 Animal Control and
2/3 to Health Fund. There is no requirement to cut off funds as of the end of the fiscal
year. Nothing prohibits the Animal Control Fund from being a part of the Health
Department as long as the balance as of March 1% can be determined. The law does not
mandate a separate checking account nor department. A lot of bookkeeping is being
maintained and cash being moved around to accommodate the current accounting
method, which is not the best use of time if another option existed.

Change in Procedures re-written June 18, 2013

At this time the Health Department is no longer placing animal license dollars in the
Animal Control Claims Payable liability account. This account that is on the balance
sheet will now be deleted and removed from the Health Department balance sheet.

The procedure at this time is to place all of the animal license fees in revenue account
3610-3531 — Animal Control Licenses. There have been no claims of loss of animals or
poultry killed or injured by a dog in over eight years. The dollars that are placed in the
animal control licenses revenue line would be used if such an occurrence would happen.
At that time an expenditure line item would be created for the Health Department that
would be used to reimburse the injured party for the animal that was lost. These claims
must be investigated by at least 2 witnesses and then compensation would be given
according to the Statutes 510 ILCS 5/7 and 510 ILCS 5/19. Any monies in the Animal
Control Licenses revenues would be the source of the compensation were there to be loss
claims.

While the amount is held (reserved) in a revenue account for potential claims, the actual
dollars can be used for cash flow purposes during the year by the Health Department.

This new policy does have the capability of determining the balance of the Animal
Control dollars at March 1% each year so it also complies with the Statute requirement.

See Attached Statute



)
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ILLINOIS COMPILED STATUTES — ANIMAL CONTROL ACT

(510 ILCS 5/7) Sec. 7. All registration fees collected shall be remitted to the County Treasurer, who
shall place the monies in an Animal Control Fund. This fund shall be set up by him for the purpose of
paying costs of the Animal Control Program. All fees collected shali be used for the purpose of paying
claims for loss of livestock or poultry as set forth in Section 19 of this Act and for the following
purposes as established by ordinance of the County Board: funds may be utilized by local health
departments or county nurse's offices for the purchase of human rabies anti-serum, human vaccine, the
cost for administration of serum or vaccine, minor medical care, and for paying the cost of stray dog
control, impoundment, education on animal control and rabies, and other costs incurred in carrying out
the provisions of this Act or any county or municipal ordinance concurred in by the Department relating
to animal control, except as set forth in Section 19, Counties of 100,000 inhabitants or more may
assume self-insurance liability to pay claims for the loss of livestock or poultry. (Source: P.A. 87-151.)

(510 ILCS 5/19) Sec. 19. Any owner having sheep, goats, cattle, horses, mules, swine, or pouliry

killed or injured by a dog shall, according to the provisions of this Act and upon filing claimr and making
proper proof, be entitled to receive reimbursement for such losses from the Animal Control Fund;
provided, he or she is a resident of this State and such injury or killing is reported to the Administrator
within 24 hours after such injury or killing occurs, and he or she shall have appeared before a member
of the County Board of the county in which such killing or injury occurred and makes affidavit stating
the number of such animals or poultry killed or injured, the amount of damages and the owner of the
dog causing such killing or injury, if known. Members of the County Board are authorized to administer
oaths in such cases. The damages referred to in this Section shall be substantiated by the Administrator
through prompt investigation and by not less than 2 witnesses who shall be owners or life tenants of real
property in the county. The member of the Board shall determine whether the provisions of this Section
have been met and shall keep a record in each case of the names of the owners of the animals or
poultry, the amount of damages proven, and the number of animals or poultry killed or injured. The
member of the Board shall file a written report with the County Treasurer as to the right of an owner of
sheep, goats, cattle, horses, mules, swine, or poultry to be paid out of the Animal Control Fund, and the
amount of such damages claimed. The County Treasurer shall, on the first Monday in March of each
calendar year, pay to the owner of the animals or poultry the amount of damages to which he is entitled.
Unless the county board, by ordinance, establishes a schedule for damages reflecting the reasonable
market value; the damages allowed for grade animals or pouliry shall not exceed the following amounts:
a. For goats killed or injured, $30 per head. b. For cattle killed or injured, $300 per head. c. For

horses or mules killed or injured, $200 per head. d. For swine killed or injured, $50 per head. e. For
turkeys killed or injured, $5 per head. f. For sheep killed or injured, $30 per head. g. For all poultry,
other than turkeys, $1 per head. The maximum amounts hereinabove set forth may be increased 50%
for animals for which the owner can present a certificate of registry of the appropriate breed association
or organization. However, if there is not sufficient money in the portion of the fund set aside as stated in
Section 7 to pay all claims for damages in full, then the County Treasurer shall pay to such owner of
animals or poultry his pro rata share of the money available. If there are funds in excess of amounts paid
for such claims for damage in that portion of the Animal Control Fund set aside for this purpose, this
excess shall be used for other costs of the program as set forth in this Act. (Source: P.A, 84-551.)



ANNUAL
AUDIT
COORDINATION



10.

11.

12.

Nov.

Nov.

Nov.

Dec.

Dec.

Jan.

Feb.

Feb.

Mar.

Apr.

Apr.

Apr.

PROCEDURES FOR ANNUAL AUDIT COORDINATION
(Updated June 17, 2013)

Pre-audit meeting with auditors to set schedule -- early November
Request from auditors listing of needed items to prepare before field work.

Have preliminary fieldwork items ready for auditors and SSA interviews
set up and confirmed for time and place.

Auditors will send the final fieldwork needs after preliminary fieldwork is
completed.

Obtain accrued interest spreadsheet from Treasurer and make journal entries into
system before trial balances are run.

Work on accrued payrolls, rate stabilization, prepaids, A/R’'s and A/P’s and
post to computer system.

Work on getting copies of all grants and be sure that compliance is okay for
all departments and Voluntary Action Center.

Last week of February all entries for the previous year must be completed and

posted and date set for all electronic reports to auditors must be met by all
departments. When these reports are sent there can be no additional entries into

the computer system for the previous year. These include all of #6 above as

well as the A/R — Cash entries to adjust for 13" period cash. This will reduce problems
when entries are made into Financial system

First week of March the auditors will begin final fieldwork in the Finance Office,
Auditors are usually in the County for three full weeks.

Statistical pages should be completed by March 20". Look each year at

enhancing this section with more information, better format, and possible use of graphs.
Edit Divider pages, add and delete funds and the descriptions as necessary.

Check adjusting journal entries given to us by the auditors for correct account numbers
and/or departments. Also, GFOA application is completed and credit card information is
included on the application

Letter of Transmittal is a joint effort of the Finance Director and the

Accounting Supervisor. Notes for both the Major Initiatives and the Department

focus sections (if any) should be gathered throughout the year. Much of this letter

should be written prior to April 1%, though the number analysis cannot be completed

until the draft copy of the audit report arrives.

Along with the Letter of Transmittal, work can begin on the County and Forest Preserve
Management Discussion and Analysis letters. The MD & A will require information from
the completed audit but you should be able to get a good start on the Letter of transmittal.

The draft copy of audit report should be available shortly after the auditors

leave the County if the required information for their work is provided for them before they
leave. There is a listing Called Annual Audit Distribution Report in a file titled Annual
Audit Distribution. This sheet tells you to copy pertinent pages for Nursing Home, Health,
Mental Health, Highway, Treasurer and Community Services for them to review before
report is finalized.



13.

14.

15. May/June

16.

17.

18.

19.

20.

Notes:

21.

22.

23.

24,

25.

Apr.

Apr.

May

May

May

May

May

May

May

May

May

May

Deliver cover pages, dividers, transmittal letter, list of principal officers, table of
organization, and binders (if any) to auditor so they can print and assemble audit
reports.

Complete GFOA application form and be sure you have the auditor’s response
to the GFOA comments from the previous year to send with the application and
the required audit website address on the application for GFOA use.

After the report if presented to the Finance committee, have the audit placed on
the County Website.

By June 30th, file audit report and state report with State Comptroller. Beginning
In 2010 these reports were electronically sent by the County. Look them over and
verify that they are correct and received, then we receive an email that says they
have been received by the State. Audits also need to be filed with County Clerk
and Bureau of the Census including the Single Audit.

By June 30", file audit report with County Clerk.

By June 30th file audit report with Bureau of the Census, as well as the Single
Audit.

Balance Finance Office Financial Report (12/31/20XX, (after audit
adjustments have been entered) with the Audit Report.

Balance Fund Balance (12/31/200XX old year) between audit report and Finance
Office Financial Statements in new year Fund Balance does not change during the
yeatr, it only changes at year end when revenues and expenses for the year are
netted to fund balance.

Old fund balance and revenue control — expenditure control = new fund balance
Township Bridge and Motor Fuel — difference between revenue and expenditure
Controls added or subtracted from liabilities

Also be aware that General fund totals can include Govt. fund amounts also.

Publish notice in paper of availability of audit for review

File data collection form with Census Bureau

When audit is received all County Board Members receive a copy as well as
some Department Heads, some department heads only receive pages of audit.

There is a list of which people receive what items in Audit Distribution file.

When audit is received the 4™ quarter report needs to be completed and balanced
to the audit for the previous year.

Auditor attends Finance Committee meeting each May to review
the Audit Report.



June 8, 2009

Procedures for Balancing Employer Medical Insurance to Health and Life Insurance

Account #6511 Employer Health Insurance Total Amount
Back out the Insurance Buyouts in this account - Total Amount
Account #6512 Employer Life Insurance Total Amount
Add Retro and Non Tax Insurance (From Payroll Figures) Total Amount
Total of above _ Foxxxxxaxaxx
Account # 4903 Employer Medical Insurance Total Amount
Account #4904 Employer Life Insurance Total Amount
Total of above $ xxxxxxxxXXX

The two totals above should be in balance (or very close) to give to the auditors.



June 18, 2013

AUDITOR REQUESTED FISCAL YEAR END REPORTS
REVENUE AND EXPENDITURE STATUS/COMPARISON
REPORT INSTRUCTIONS
FOR PENTAMATION SYSTEM

From Main Pentamation Screen:
Choose:

Fund Accounting

Financial Statements

Revenue Status Report/Expenditure Status Report

Revenue Status Comparison Report/Expenditure Status Comp. Report
Detail Revenue Status Report/Detail Expenditure Status Report

N O

Enter Criteria for Report both revenue and expenditure

Fund: Leave Blank
Orgn: Leave Blank
Account: Leave Blank
Choose Year for Data 20XX

Choose Period for Data 13
RUN REPORT

When report is completed use print preview to be sure it is comparing current year
with last year’s data. If report is correct, return to previous screen chose Save File.
Name the report and add .rpt at the end of the name. Example: 20XX
Revenue/Expenditure Status Report Auditors.rpt

Pentamation saves all files that are Save To File on the “R” drive on your computer.
When you are ready to transmit files to the auditors use email and insert the file
from the R drive



Notes Made Regarding Audit February 2009
Updated June 30, 2009

Make schedule of all accounts which should have 12 payments or receipts
You can also check the Revenue Manual for individual account # of receipts

Receipts Expenses

Tipping Fees Utilities

Utilities

Sales Tax

Income Tax

Motor Fuel Tax

*Mobile Home Tax

*Check for High Misc Revenues

Set Up Accruals Verify

*Accounts Rec/Payable 13™ Period

Work Comp Reserve Due To - Due From
Medical Payable Cont To — Cont From

Compensated Absences

Juvenile Detention

*Retainage Payable - Highway

*Forest Preserve -Wetland

*Forest Preserve ~ AR Land & Conservation Reserves

Move

Interest Receivable

Grant Receivable

Property Tax A/R

Retainage

Vendor Checks

A/P

Accrued Payroll - Check for material differences

*Make sure Utility Payments have been received by 12/31 for Central Plant

Misec.

Update Pg.32 Cost of Retiree Health

Bank statement interest to 12/31 cash

Calculate FICA on Comp Absences — Both Short Term and Long Term
Negative Debits or Credits

Verify with cash and Govt. Interest to General Fund



s#

Misc. Continued

~ Temp E-mail * Temp Voice Mail (For Auditors?)

Set up Health FICA/IMREF in retirement

PBC

*Collateral in Place :

*Loan interest and Payments allocated
*Files available

*A/R, A/P and Accrued Interest booked



Updated 6-29-2009

DeKalb County Government
Available

Organizational Chart X
County Board Members List X
Latest Audit Information ‘
Including Single Audit X
Revenue & Expenditure
Information for Fiscal Year X
Balance Sheets for Fiscal Year X
Accounting Manual
Updated each year X
Personnel Management Policies X

Personnel Policies/Employee Handbook

Personnel Records/Files Kept In H.R. Office X
Department Heads place new hires on appropriate
salary schedules approved by the County Board X
Human Resources Responsible for Employ-

ment Records X

Time Card Process
Attendance Recorded on Time Cards

Employee Completes and Signs Time Card
Department Head Verifies All Time Cards

PSP

Payroll Clerk

Maintains Vacation, Sick Leave & Overtime Pays
Prepares Payroll Register
Distributes Employee Vouchers/Checks

el aRe



Responsible for:

Determines Payroll Deductions for new hires
Verifies Edit

Inputs Payroll

Signing Off On Payroll

Prepares Payroll Checks

Distributes Payroll Checks/Vouchers

Emails Direct Deposit to Bank

Post Payroll to Computer System

Performs Monthly Bank Reconciliations
Post Receipts to Computer System

Policies re: Use of Consultants/Evaluators
Grant Policies

Tracking Source of Match

Tracking In-Kind

Preparing reports for documentation of Grant
Approving Grant Expenditures

Preparing Expenditures through Claims

Miscellaneous

Chart of Accounts

Fee Schedules

Amount of Fees and Fines
Approved By

Travel Procedures

Fixed Asset Mgmt./Inventory Control
Purchase of Assets

Tracking of Purchases by Dept.,

Tagging of Purchases
Post & Maintain Fixed Assets

Human Resources

Human Resources

Payroll Clerk

Dept. Head of Finance Office
Payroll Clerk

Payroll Clerk

Human Resources

Payroll Clerk

Treasurer’s Office

Accounts Payable Clerk

County Board

Accounting Supervisor
Accounting Supervisor
Accounting Supervisor
Department Heads

Department Administrative Assistant

Finance Department Head
Accounting Supervisor

County Administrators
County Board

PPN

Finance Admin. Assistant
Department Heads

Finance Admin. Assistant
Finance Admin. Assistant



AUDITOR
REQUEST
PRELIMINARY
AND FINAL




DeKalb County

PRELIMINARY CLIENT ASSIST WORKPAPERS
PRELIMINARY FIELDWORK

DECEMBER 31, 2012

In order to prepare for the audit of the County for the fiscal year ending December 31, 2012, we
have scheduled preliminary fieldwork in your offices on November 26-30. The goal of our
preliminary fieldwork is to:

Review the internal control narratives prepared/updated by the County and update our
understanding of the system of internal controls;

Based on our documentation and understanding, perform walkthroughs of the key controls
and determine any testing of the controls that may be performed to increase our reliance on
those controls (the primary focus will be cash receipts, cash disbursements, purchasing,
payroll and petty cash);

Review the confirmations that the County will prepare;

Determine and document the impact of new pronouncements issued by the Governmental
Accounting Standards Board on the County's financial statements;

Determine any changes that may be made to the County's comprehensive annual financial
report (CAFR);

Conduct our required interviews under SAS99;
Develop our audit programs and confirm the schedule for our fieldwork;

Review and revise the client assist workpapers that will be prepared by the County for our
final fieldwork;

To improve our efficiency and to assist us in maintaining our fees at a minimum we would
appreciate the County preparing (or having available) the following information for our review.
Items denoted by an * only need to be provided if changed from the prior year.

Copies of documents need not be made (unless noted) as we can scan originals; please
indicate if a document is an original.

A

GENERAL

1.  Copies of (or access to) minutes of all board meetings (County Board, Finance
Committee) from January 1, 2012 to the date of our preliminary fieldwork.

2.  List of (or access to) all ordinances and resolutions adopted by the County from
January 1, 2012 through the date of our preliminary field work.



DeKalb County

PRELIMINARY CLIENT ASSIST WORKPAPERS Page 2
A. GENERAL (Continued)

3. Copies of all ordinances and resolutions that are of a financial nature or that may
have a financial impact on the County.

4.  *County's accounting procedures manual.

5. *County's EDP procedures manual/system documentation (both hardware and
software).

6.  *County's purchasing manual.

7. *County's employee handbook (benefit/policy manual).

8.  Listing of members of all County boards.

9.  Copy of the current organization chart for the County and the detailed organization
chart for the finance department, including job descriptions of finance department
personnel.

10. List of all attorneys used by the County during the fiscal year (names and addresses)
and a brief summary of any litigation that the attorney has worked on.

11. Complete list of funds, funds numbers, accounts and account numbers used by the
County (i.e., chart of accounts). Please highlight any funds that were added or
closed during the current fiscal year.

12.  Copy of the October 31, 2012, balance sheets by fund (unadjusted).

13. Copy of the budget versus actual report (organization revenue status and
organization expenditure status reports), by fund as of October 31, 2012
(unadjusted).

14. *Conflict of interest policy or ethics policy, if any, adopted by the County.

15.  All joint venture agreements or joint service agreements entered into in the current
fiscal year.

16. All development agreements and economic incentive agreements entered into in the
current fiscal year, including agreements with the City of DeKalb.

17. Copy of the FY 2012 budget document and all transfers/resolutions adopted to date.



DeKalb County
PRELIMINARY CLIENT ASSIST WORKPAPERS Page 3

A. GENERAL (Continued)
*18. Copies of settled union agreements and personnel manuals and/or amendments
adopted in the current fiscal year.

*19. Copy of the disbursement/eligibility guidelines for the Veterans Commission and the
Mental Health Board.

20. Updated internal control narratives for:
1. Finance dept,
2. Treasurer’s Office,
3. Home Health Care,
4. Veteran’s Assistance Commission &
5. Mental Health.

B. CASH AND INVESTMENTS
1. Listing of all financial institutions with account numbers and authorized signers for
all depositories that the County and its component units used during the fiscal year
ending December 31, 2012, cross-referenced to the applicable general ledger
account.

2. *Investment policies adopted for the County.

3. *Collateral agreements for all financial institutions where the County maintains
deposits.

4. *All custodial or safekeeping agreements with the brokers used by the County.
5. List of all petty cash funds/cash drawers used by the County including amount of the
fund and the person responsible for maintaining custody over the fund (include

department and phone number for contact person).

C. CAPITAL ASSETS

1. List of all major construction commitments as of October 31, 2012, including total
approved project cost, cost incurred to date and required future financing.
D. LONG-TERM DEBT
1. All bond ordinances and official statements for bonds issued during the year ended
December 31, 2012, for general obligation bonds, revenue bonds and any other long-

term debt and copies of new and/or revised leases with the PBC.

2. Debt service to maturity schedules (principal and interest) for any items in #D-1.



DeKalb County
PRELIMINARY CLIENT ASSIST WORKPAPERS Page 4

3. Sources and uses of proceeds for any items in #D-1.



DeKalb County
PRELIMINARY CLIENT ASSIST WORKPAPERS Page 5

E. INSURANCE AND SELF-INSURANCE

1. Listof self-insured retention levels and specific/aggregate insurance by coverage
area (e.g., general liability, workers compensation) including copies of these specific
and aggregate policies.

2. List of all third party administrators (TPASs) for all self-insured areas, including key
contact, address and phone number.

3. *Copies of all TPA agreements.

F.  GRANTS

1. Listing of all federal and state grants received identifying for federal funds the
federal granting agency or the state or other pass-through agency, the CFDA number
(if federal), and the amount of funds received and expended to date.

2. *Grant agreements for all grants included in the above listing. Specifically, the

following recurring grant agreements are needed in addition to any new grants:

a. ESDA/Dennis Miller:
1. Grant agreement with Illinois Emergency Management Agency
(IEMA), if recurring, for FY 2012.
2. Hazardous Materials Emergency Preparedness for FY 2012.

b.  Sheriff/Roger Scott/Jenny Willis:
Bulletproof vest

ILEAS

Livescan

COPS grant

SCAARP grant, etc.

agrOdDE

c.  State’s Attorney:
1. Violent Crime Victims Assistance Grant for 7/12-6/13
2. Title IV-D Grant 7/12-6/13
3. Child Support Grant FY 2012

d.  Forest Preserve/Terry Hannan:
1. Any new OSLAD grants
2. Others

e.  Court Services/Margi Gilmour
1. Drug Court Grant for FY 2012
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F.  GRANTS (Continued)

f. Other Departments:
1. Reg. Office of Education Homeless Grant, 7/12-6/13 (Derek Avery)
2. lllinois State of Board of Education Truancy Officer Grant, 7/12-6/13
(Derek Avery)
. State Board of Elections — Salary Reimbursement
. State Board of Elections — HAVA Grant
. Any others not listed above

o~ W

G. PRIOR YEAR INFORMATION
1.  Copies of updated confirmations prepared by the County.

2. Copy of the management letter for the immediate prior year noting corrective action
taken or planned by the County.

3. Number of full time and part time employees each for the County and Forest
Preserve District as of December 31, 2012 and population of the County and Forest
Preserve District (approximation okay).

4.  Copy of the comments and suggestions for improvement from the Certificate of
Achievement for Excellence in Financial Reporting for the December 31, 2011
CAFR.

5.  Copy of the Certificate of Achievement award for reproduction in the CAFR.

6.  Draft of updated divider tabs

We will develop the client assist workpaper request for final fieldwork at the end of our
preliminary fieldwork.
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l. HEALTH DEPARTMENT (Jane Lux)

1.

2.

10.

Copy of Health Dept.’s accounting procedures manual, if any.
Copy of Health Dept.’s purchasing manual, if any.
Copy of Health Dept.’s employee handbook (benefit/policy manual), if any.

Internal control narratives, updated for any FY 2012 changes such as credit card
receipting processes (see separate file).

Copy of most recently settled union agreements.
List of credit card/purchasing card users and spending limits for FY 2012.
List of petty cash funds and custodian (non-bank accounts).

Listing of all financial institutions with account numbers and authorized signers for
all depositories

Copies of updated confirmations prepared by the Health Dept., on letterhead and
signed (see separate file).

Grant agreements for all grants received/expended in FY 2012, including but not
limited to:
1) H1N1 Grant
2) Public Health Emergency Response Grant, Phase 1, 2 & 3
3) Immunization Grant
4) HIV Prevention w/ Winnebago County (1/12-12/12)
5) HIV Case Management w/ Winnebago County (4/12-3/13)
6) IDHS Grant (Family Case Mgt/Family Planning/WIC/etc)
7) CRI/Emergency Preparedness Grant (8/12-7/13)
8) Bioterrorism Grant (8/12-7/13)
9) Summer Food Grant
10) FCM Health Grant
11) Local Health Protection Grant (7/12-6/13)
12) Hearing and Vision Grant
13) Childhood Lead Poisoning Grant
14) Adolescent Health Grant
15) Any other grants
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J.  COMMUNITY SERVICES (Donna Moulton)
1. Copy of Community Services’ accounting procedures manual, if any.

2. Copy of Community Services’ purchasing manual, if any.

w

Copy of Community Services” employee handbook (benefit/policy manual), if any.
4. Internal control narratives, updated for any FY 2012 changes (see separate file).

5. List of credit card/purchasing card users and spending limits for FY 2012.

o

Listing of all financial institutions with account numbers and authorized signers for
all depositories

7. Copies of updated confirmations prepared by Community Services, on letterhead and
signed (see separate file).

8. Grant agreements for all grants received/expended in FY 2012, including but not
limited to:
1) Comm. Services Block Grant (ARRA)
2) Comm. Services Block Grant (non-ARRA)
3) Homeless Prevention Grant
4) Homeless Prevention Rapid Rehousing Grant
5) FEMA Grant
6) Emergency Grant (monthly payment $500-$1,000)
7) Emergency Food & Shelter Grant
8) Any other grants



DeKalb County Rehab & Nursing Center

PRELIMINARY CLIENT ASSIST WORKPAPERS
PRELIMINARY FIELDWORK

DECEMBER 31, 2012

In order to prepare for the audit of the Nursing Home for the fiscal year ending December 31,
2012, we have scheduled preliminary fieldwork at the County on November 26-30, and will be at
the Nursing Home on . The goal of our preliminary fieldwork is to:

Review the internal control narratives prepared/updated by the Nursing Home and update
our understanding of the system of internal controls;

Based on our documentation and understanding, perform walkthroughs of the key controls
and determine any testing of the controls that may be performed to increase our reliance on
those controls (the primary focus will be cash receipts, cash disbursements, purchasing,
payroll and petty cash);

Review the confirmations that the Nursing Home will prepare;

Conduct our required fraud risk interviews under SAS99;

Develop our audit programs and confirm the schedule for our fieldwork;

Review and revise the client assist workpapers that will be prepared by the Nursing Home
for our final fieldwork;

To improve our efficiency and to assist us in maintaining our fees at a minimum we would
appreciate the Nursing Home preparing (or having available) the following information for our
review.
NURSING HOME (Doreen Akers)
1.  Copy of Nursing Home’s accounting procedures manual, if this has been updated.
2. Copy of Nursing Home’s purchasing manual, if any.

3. Copy of Nursing Home’s employee handbook (benefit/policy manual), if any.

4.  Copy of new AFSCME union contract, if settled (current one we have is through
12/31/10).

5. Copy of any new agreements with IL Dept of Public Health or others.



10.

11.

12.

13.

14.

Copy of the most recent (closed) month’s balance sheet (from MDI).
Copy of the most recent (closed) month’s year to date income statement (from MDI).

List of per diem rates (Medicare, Medicaid, private pay, etc.) in effect during FY
2012.

Internal control narratives, updated for any FY 2012 changes (see separate file).
Copy of the following for the Nursing Home Foundation:

a. Most recent financial statements

b. Bylaws, if amended after 2005.
List of credit card/purchasing card users and spending limits for FY 2012.

List of petty cash funds and custodian (non-bank accounts).

Listing of all financial institutions with account numbers and authorized signers for
all depositories

Copies of updated confirmations prepared by the Nursing Home, on letterhead and
signed (see separate file).



DEKALB COUNTY AND
DEKALB COUNTY FOREST PRESERVE DISTRICT

CLIENT ASSIST WORKPAPERS

December 31, 2012

Note — Please provide all worksheets and schedules electronically (e-mail, USB drive, or
CD-Rom) whenever possible.

A. GENERAL - COUNTY

1. Copy of the December 31, 2012, balance sheets by fund in electronic format emailed to
acervini@sikich.com and cdittman@sikich.com by February 27, 2013.

2. Copy of the “detailed expenditure status report” and “detailed revenue status report” (final
budget vs. actual), by fund as of December 31, 2011 in electronic format emailed to
acervini@sikich.com and cdittman@sikich.com by February 27, 2013.

3. Detailed general ledger (for balance sheet accounts) for the year 1/1/12 — 12/31/12 emailed to
acervini@sikich.com and cdittman@sikich.com by February 27, 2013.

4. Expenditure transaction analysis and revenue transaction analysis for the year 1/1/12 —
12/31/12 emailed to acervini@sikich.com and cdittman@sikich.com by February 27, 2013.

5. Access to County Board minutes not posted online at the time of fieldwork.
6. Copy of all budget amendments/transfers adopted for FY 12.
7. Copy of the following:
e OPEB actuarial valuation
B. GENERAL - FOREST PRESERVE DISTRICT

1. Access to Forest Preserve Board minutes not posted online at the time of fieldwork.
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C. CASH

1. Please see specific departments: Copies of all bank reconciliations for all accounts as of
December 31, 2012, tied out to the general ledger accounts, including outstanding check lists and
deposits in transit.

2. Please see specific departments: Access to all bank statements as of December 31, 2012,
and all bank statements and media (e.g., canceled checks) as of January 31, 2013.

3. Schedule of cash and investments (See prior year CAFR pages 185-186). (Source: Karen
Kahl).

D. INVESTMENTS — See Treasurer’s Office
E. INTERFUND TRANSACTIONS

1. Schedule of interfund transfers in/out, by fund, for the year, reconciled to the general ledger.
Also, for GASB S-34, for each transfer please provide an explanation of what the transfer was
for and note any that will be repaid. (See prior year CAFR Note #6)

2. Schedule of quasi-external transactions (e.g., departmental chargebacks, insurance charges)
from the general fund or internal service funds to the other funds for the year. Please include
support for the calculation and allocation of the costs. This should include a reconciliation of the
transfers into the medical insurance fund from other funds, including employer and employee
contributions.

3. Schedule of interfund receivables and payables, by fund, between funds at December 31,
2012, reconciled to the general ledger. Also, for GASB S-34, for each interfund
receivable/payable please provide an explanation of what it was for and if it will be repaid.
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F. CAPITAL ASSETS
1. General Capital Assets

a. Summary of changes in capital assets in the following format: beginning balance at
1/1/12, transfers in from facilities management fund, additions, deletions, ending
balance at 12/31/12.

b. Schedule of depreciation with the following columns:

e Dbeginning accumulated depreciation (by individual asset) for all depreciable
general fixed assets (including infrastructure) as of January 1, 2012;

e transfers in of accumulated depreciation from facilities management fund

e depreciation expense by category for the fiscal year 2012*;

e deletions of accumulated depreciation (i.e. to remove depreciation on assets
that were disposed in FY 12);

e accumulated depreciation as of December 31, 2012.

*Please also summarize the total depreciation expense by function that you would like
the depreciation expense charged to (general government, public safety, etc).

c. Schedule of fixed assets by asset class (including infrastructure and construction in
progress, if applicable) and by function and activity as of December 31, 2012.

e. Detailed list of FY 12 additions of individual assets for the fiscal year that tie to the
summary schedules above.

f. Detailed list of FY 12 disposals of assets that tie to the summary schedules above,
including a calculation of the gain or loss on disposal for each asset (net book value as of
date of disposal versus selling price) For deletions, please provide support (e.g., Board
approval for sale of surplus equipment)

e. Approved resolution transferring highway property to the County (May 2012).

2. Infrastructure

a. For any general infrastructure assets acquired, constructed or accepted during FY 12
(e.g., road/bridge reconstruction, accepted public improvements) we will need a schedule
listing the asset, original cost (or market value if donated), depreciation expense and
accumulated depreciation. Please obtain support from the Highway Dept. for any
additions (such as jurisdictional transfers).
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G. ACCOUNTS PAYABLE

1. Summary of accounts payable, by fund, that agrees to the general ledger at December 31,
2012,

2. Detail listing of accounts payable, by fund, agreed to the summary listing above. This would
include the period general ledger audit trail for the vendor checks payable account.

3. Copy of “Check Register — By Fund” for January 2013 through February 2013. (The report
should be run with the selection criteria “transaction year > 12/31/12”).

**Please note, we will need to see check registers for any checks written in March 2013 to
update our accounts payable testing through the end of fieldwork.

4. Schedule of contracts and retainage payable for all funds as of December 31, 2012.

5. Updated list of all open construction contracts as of December 31, 2012 (project name, total
awarded contract amount, amount paid as of 12/31/12 including A/P and retainage payable).

H. LONG TERM DEBT

1. Summary of interest paid and accrued interest payable, if any, by bond issue and by account
within the debt service fund.

I. REVENUES/RECEIVABLES
1. Schedule of property tax revenue, receivable and deferred revenue by fund and by tax year.

2. Schedule of intergovernmental revenue and receivable by fund and revenue source (e.g., sales
tax, income tax, local use, inheritance tax).

3. Detail schedule of accounts receivable for the all funds, by fund reconciled to the general
ledger. This would include the cash receipts report for the 13" period with a transaction year of
“11”. Please reconcile this, by department, to the general ledger.

4. Schedule of allocation by fund of rate stabilization revenue in retirement fund, g/l #1211-
5220-4906, if applicable.

5. Copy of fee increase for July 2012 — June 2013 for police dispatching services with the Cities
of Sycamore and Genoa and Genoa-Kingston Fire Protection District.
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J. PREPAID ASSETS

1. Schedule of prepaid expenses, by fund, as of 12/31/12 with support for individual amounts >
$10,000 (report received previously was the “general ledger audit trail”).

K. PAYROLL

1. Accrued payroll, by fund, at December 31, 2012 and copy of applicable payroll summary to
support those balances (i.e. January 2011 payroll register).

2. Summary of compensated absences liability by fund and detail listing by employee in the
following format: beginning balance at 1/1/12, hours earned during the fiscal year, hours used
during the fiscal year, ending balance at 12/31/12 for the County and Forest Preserve District.
Please include the related FICA expense in the calculation of the compensated absences liability.
*Please group the employees by function (i.e. general gov’t, public safety, etc), with comparative
information from 12/31/08 (this is necessary to compute the change in compensated absences by
function for GASB 34).

3. Federal 941’s filed with the Internal Revenue Service for 3/11, 6/11, 9/11, and 12/11.

4. IMRF/SLEP monthly deposit reports submitted to IMRF for January 2012 -December 2012.

5. Post employment retirement benefits:
o total payments made by retirees for the fiscal year ended December 31, 2012.

6. Schedule of employees participating in the insurance buyout program (in lieu of taking
County provided health insurance).

L. SELF-INSURANCE

1. Schedule of employer contributions to the insurance internal service funds, by fund.

2. Access to Worker’s compensation claims management reports from the TPA (Sedgwick),
displaying all claims and the estimated future costs of the claims at December 31, 2012, January

31, 2013 and February 28, 2013.

3. Schedule of specific or aggregate insurance received during the year ended December 31,
2012 and any receivable as of that date (worker’s compensation).
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M. GRANTS - see also specific departments

1. Schedule of expenditures of federal awards, listing the following for all federal grants:
CFDA #

Federal grantor

Pass-thru grantor, if any

Title of grant/program

Grant number, if any

County dept. responsible for grant

Total amount of grant awarded

Revenue received in the year 1/1/12 — 12/31/12
G/L account # where revenues are recorded
Expenditures incurred in the year 1/1/12 — 12/31/12
G/L account # (s) where expenditures are recorded

XU Se@ oo oo o

N. AGENCY FUNDS - see specific departments
O. STATISTICAL INFORMATION

The following schedules are needed for the CAFR. Prior year page #’s are indicated in
parentheses.

Assessed value and actual value of taxable property (193)
Property tax rates — direct and overlapping governments (194)
Principal property taxpayers (195)

Property tax levies and collections (196)

Direct and overlapping debt (199)

Demographic and economic information (202)

Principal employers (203)

8. Full time equivalent employees (204) **Please have this available at the beginning of final
fieldwork**

9. Operating indicators (205)

10. Capital asset statistics (206)

NogsrwNE
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DEPARTMENTAL ITEMS - The following items are broken down into the departments

that provided them in the prior year.

A. TREASURER’S OFFICE

1.

8.

Bank reconciliations for all Treasurer’s Office accounts as of December 31, 2012, tied
out to the general ledger accounts, including outstanding check lists and deposits in
transit.

January 31, 2013 bank statements for all bank accounts, and December 31, 2012 bank
statements and media (e.g., canceled checks). (copies are not necessary unless you prefer
to copy them, otherwise we will return all originals).

Copies of all statements of pledge holdings (collateral) as of December 31, 2012. This
needs to include cost and market value of all investments held as collateral as of
December 31, 2012. Please contact the institutions to receive these, if necessary.

Schedule of investments (CD’s), by fund, tied out to the general ledger at December 31,
2012.

Schedule of accrued interest receivable by investment/bank account by fund for the year
ended December 31, 2012.

Copy of 2011 & 2012 Property Tax extensions and property tax distributions and interest
distributions reports.

Schedule of gross additions (receipts/collections) and deductions
(payments/disbursements) of cash and investments for January 1, 2012 through
December 31, 2012 for the following agency funds:
e County Collector
Special Drainage
Treasurer’s Clearing
Mobile Home Tax
Tax Indemnity
Tax Sale in Error
any new agency funds created

Copy of Data Consortium Contract.
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B. COUNTY CLERK/RECORDER

1. Bank reconciliations for all County Clerk/Recorder’s Office accounts as of December 31,
2012, tied out to the general ledger accounts, including outstanding check lists and
deposits in transit.

2. Copies of December 31, 2012 bank statements for all bank accounts, and January 31,
2012 bank statements and media (e.g., canceled checks).

3. Schedule of number of deeds recorded between 1/1/12 — 12/31/12 and GIS fee charged
for each type of deed.

4. Schedule of gross additions (receipts/collections) and deductions
(payments/disbursements) of cash and investments for January 1, 2012 through
December 31, 2012 the following agency funds:

e Tax Sale Redemption Account (County Clerk — Diane Chappell)
e Passport Account (Recorder’s office — Judy)

C. CIRCUIT CLERK

THIS WAS REQUESTED AS PART OF THE CIRCUIT CLERK’S SEPARATE
AUDIT.

D. SHERIFF’S DEPARTMENT

1. Bank reconciliations for all Sheriff’s accounts as of December 31, 2012, tied out to the
general ledger accounts, including outstanding check lists and deposits in transit.
(Source: Lt. Joyce Klein-Munch)

2. Copies of December 31, 2012 bank statements for all bank accounts, and January 31,
2013 bank statements and media (e.g., canceled checks). (Source: Lt. Joyce Klein-
Munch)

3. Access to support for cash receipts and requests for reimbursement for the U.S.
Department of Justice for the Housing of Federal Prisoners and Kane and Winnebago
County for the fiscal year ended December 31, 2012, if applicable. (Source: Lt. Joyce
Klein-Munch)

4. List of revenues received and costs incurred between 1/1/12 and 12/31/12 and support
(i.e. copy of check received, invoice paid) for the following grants:
a. SCAAP grant
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E. HEALTH DEPARTMENT

1.

Copies of all bank reconciliations for all Health Department as of December 31, 2012,
tied out to the general ledger accounts, including outstanding check lists and deposits in
transit.

Copies of December 31, 2012 bank statements for all bank accounts, and January 31,
2013 bank statements and media (e.g., canceled checks).

List of active clients for the WIC program from January 1, 2012 through December 31,
2012. (Source: Jane Lux)

For all grants (state, federal and local) in FY 2012

e Schedule of revenues received from 1/1/12 — 12/31/12

e Schedule of expenditures incurred from 1/1/12 — 12/31/12

e Please refer to the schedule of federal expenditures previously e-mailed for the format
for federal grants

Schedule of unearned income for fund #1241.
Schedule of animal control tag sales by month for January 2012 — December 2012.

Copy of “year-end financial statement” for 12/31/12 (Source: Karen Grush) for tying in
accounts receivable.

F.STATE’S ATTORNEY

1.

Copies of all bank reconciliations for all State’s Attorney accounts as of December 31,
2012, tied out to the general ledger accounts, including outstanding check lists and
deposits in transit.

Copies of December 31, 2012 bank statements for all bank accounts, and January 31,
2013 bank statements and media (e.g., canceled checks).

Copies of January 2012 to December 2013 monthly expenditures reports from the State’s
Attorney’s office for the Title IV-D. (Source: Kelly Newton) *May already be in
Karen’s grant file.

Copies of the January 2012 — December 2012 quarterly reports from the State’s
Attorney’s office for the Violent Crime Victims Assistance Program. (Source: Kelly
Newton) May already be in Karen’s grant file.
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G. REGIONAL OFFICE OF EDUCATION (SUPT. OF SCHOOLYS)

1.

Copies of all bank reconciliations for all Regional Supt. of Schools as of December 31,
2012, tied out to the general ledger accounts, including outstanding check lists and
deposits in transit.

Copies of December 31, 2012 bank statements for all bank accounts, and January 31,
2013 bank statements and media (e.g., canceled checks).

Schedule of gross additions (receipts/collections) and deductions
(payments/disbursements) of cash and investments for the Regional Superintendent of
Schools agency fund for January 1, 2012 through December 31, 2012. (Source: Donna
Milburn)

Copy of the “trial balance” as of 12/31/12. (Source: Donna Milburn)

Write-up of internal control/procedural narratives for the following areas: cash receipts,
cash disbursements, grant application/recordkeeping.
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H. COMMUNITY SERVICES (Source: Donna Moulton)

1. Copies of all bank reconciliations for all Community Services accounts as of December
31, 2012, tied out to the general ledger accounts, including outstanding check lists and
deposits in transit.

2. Copies of December 2012 and January 2013 bank statements and media (e.g., canceled
checks) for all bank accounts.

3. For all grants (state, federal and other) in FY 2012
e Detail schedule, by grant, of the revenues received and expenditures incurred from
January 1, 2012 — December 31, 2012 (Source: Jess Collins)
e Grant closeout report for each grant, if applicable.
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I. CORONER/ESDA

1. Detail of expenditures incurred 1/1/12 — 12/31/12 on any grants, including HazMat,
EMA, etc

2. Detail of revenues received 1/1/12 — 12/31/12 on any grants, including HazMat, EMA,
etc.

3. Copy of quarterly reimbursements for IEMA Hazmat Emergency Preparedness and any
other grants.
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J. HIGHWAY/FINANCE

1. Detail of FY 11 costs incurred (if any) by State of IL (if applicable) & County (final pay
estimate) .Should be shown as an infrastructure addition. Please separate road costs
from storm sewer costs (if applicable).

2. Copy of IDOT grant agreement for Sect. 5311 Operating Assistance Contract for July
2012 — June 2013.

3. Schedule of revenues received and expenditures incurred 1/1/12 — 12/31/12 for each of
the Sect 5311 grants.
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K. MENTAL HEALTH

1. Copy of mental health board policies and procedures and mental health board funding
guidelines in effect during the fiscal year 2012.



DEKALB COUNTY PUBLIC BUILDING COMMISSION
CLIENT ASSIST WORKPAPERS

December 31, 2012

A. GENERAL

1. Copy of the December 31, 2012, balance sheets by fund and in electronic format emailed to
acervini@sikich.com and cdittman@sikich.com by February 27, 2013.

2. Copy of the December 31, 2011, trial balance by fund and in electronic format emailed to
acervini@sikich.com and cdittman@sikich.com by February 27, 2013.

3. Copy of the budget versus actual report (organization revenue status and organization
expenditure status reports), by fund as of December 31, 2012, hard copy and in electronic format
emailed to acervini@sikich.com and cdittman@sikich.com by February 27, 2013.

4. Year to date detailed general ledger as of December 31, 2012 emailed to acervini@sikich.com
and cdittman@sikich.com by February 27, 2013.

5. Year to date expenditure transaction analysis and revenue transaction analysis for the fiscal
year emailed to acervini@sikich.com and cdittman@sikich.com by February 27, 2013.

6. Period general ledger audit trail report for the 13" period for FY11 emailed to
acervini@sikich.com and cdittman@sikich.com by February 27, 2013.

7. Copies of PBC minutes from September 10, 2012 — date of fieldwork.

8. Copy of any FY 12 budget transfers/amendments adopted to date (only if additional
transfers/amendments have been made since preliminary fieldwork).

9. Summary of any litigation involving the PBC during the fiscal year and attorneys used by the
PBC.

B. CASH

1. Copies of all bank reconciliations for all accounts as of December 31, 2012 tied out to the
general ledger accounts, including outstanding check lists and deposits in transit.

2. Access to all bank statements as of December 31, 2012, and all bank statements and media
(e.g., canceled checks) as of January 31, 2013.

3. Copies of all statements of pledge holdings (collateral) as of December 31, 2012. This needs
to include cost and market value of all investments held as collateral as of December 31, 2012.
Please contact the institutions to receive these, if necessary.
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C. INVESTMENTS

1. Schedule of investments/CD’s, by fund, tied out to the general ledger. (Balance at January 1,
2012, purchases, sales, balance at December 31, 2012)

2. Schedule of interest receivable by investment/bank account by fund for the year ended
December 31, 2012, tied out to the general ledger.

D. INTERFUND TRANSACTIONS

1. Schedule of interfund transfers in/out, by fund, for the year, reconciled to the general ledger.
Also, for GASB S-34, for each transfer please provide an explanation of what the transfer was
for and note any that will be repaid.

2. Schedule of payments to/ from the County for lease rental and operations & maintenance.
Please identify which fund on the County’s general ledger that the payment was recorded in.

E. FIXED ASSETS

1. Capital Assets (formerly General Fixed Asset Account Group)
a. Summary of changes in capital assets in the following format: beginning balance at
1/1/11, additions, deletions, ending balance at 12/31/12 — from prior year.

b. Schedule of depreciation with the following columns:

1) Beginning accumulated depreciation (by individual asset) for all depreciable general
fixed assets as of January 1, 2012;

2) Depreciation expense for the fiscal year 2012;

3) Deletions of accumulated depreciation (i.e. to remove depreciation on assets that
were disposed in FY 12);

4) Accumulated depreciation as of December 31, 2012

Please also summarize the total depreciation expense by function that you would
like the depreciation expense charged to (maintenance, etc).

c. Detailed list of FY 12 additions of individual assets for the fiscal year that tie to the
summary schedules above.

d. Detailed list of FY 12 disposals of assets that tie to the summary schedules above,
*including a calculation of the gain or loss on disposal for each asset (net book value as
of date of disposal versus selling price) For deletions, please provide support (e.g., Board
approval for sale of surplus equipment)
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E. FIXED ASSETS (Continued)
2. Construction in Progress

a. For the schedules listed above, please identify separately any construction in progress
by entity (health department/nursing home).

F. ACCOUNTS PAYABLE
1. Summary of accounts payable, by fund, as of December 31, 2012.

2. Detail listing of accounts payable, by fund that agrees to the summary listing above (Invoices
paid after December 31, 2012 but with the expense occurring before December 31, 2012.

3. Check register, by fund, for checks issued through February 2013.

4. Schedule of contracts and retainage payable for all funds as of December 31, 2012.

5. List of all contracts let to date for nursing home/health department, noting dollar amount of
contract approved, any change orders, final approved amount, amount paid to date (as of
12/31/11) and retainage payable to date (at 12/31/12).

G. LEASE RECEIVABLE/BONDS PAYABLE

1. Schedule of lease amortization of payments by year (amount to sinking fund, administrative
fund and repairs/replacement).



DEKALB COUNTY
CIRCUIT CLERK AUDIT

CLIENT ASSIST WORKPAPERS

DECEMBER 31, 2012

Please have the following mailed to Sikich LLP by December 31, 2012

1. Updated confirmation letters signed by Maureen Josh.
2. Updated internal control documentation

Please have the following mailed to Sikich LLP by January 15, 2013.

1. Listing of all cases by case number and category for the year ended December 31, 2012.
(We will perform our file selection from this document).
a. Civil
b. Criminal
c. Maintenance
d. Traffic

Please have the following ready for final fieldwork beginning on February 19, 2013.
1. From the Manual on Fines & Fees:
a. Revised pages, if any, since 1/1/10
b. Copy of the statute listing & revision dates from the Administrative Office of the
Illinois Courts
2. Revisions to the Manual on Recordkeeping, if any, since June 1, 2002.
3. List of the current fees for Civil cases (resolution).

4. List of petty cash funds and their custodians.

5. Copy of the Annual Financial Report of the Clerk of the Circuit Court (“Report J”) as of
December 31, 2012 and supporting documentation.

6. Copy of the December 31, 2012 Board Report.

7. Copy of the yearly disbursements spreadsheet on flash (USB) drive. We will provide a
drive if necessary.

8. Excel spreadsheet showing receipts, by month, for the year ending December 31, 2012.
This should agree to the receipts on the Board report from #2.
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9. Summary listing of the accounts payable as of December 31, 2012 that agrees to the
board report and related invoices (note, you do not need to make copies of invoices, we
will review on-site and promptly return).

10. Outstanding bond balance report and bond activity report (bonds held at December 31,
2012) for Civil, Traffic and Criminal bonds.

11. Copy of the December 31, 2012 bank reconciliation and bank statement.

12. Copy of the January 31, 2013 bank statement; please obtain activity statement from bank
(or online printout of account activity) if actual statement has not yet been received.

13. List, by employee, showing the balance (hours) of vacation time at the January 1, 2012,
hours earned during the fiscal year, hours used during the fiscal year, and balance at
December 31, 2012.



DEKALB COUNTY
REHAB AND NURSING HOME

CLIENT ASSIST WORKPAPERS

December 31, 2012

Note —

Please provide all worksheets and schedules electronically (e-mail, USB drive, or

CD-Rom) whenever possible.

A. NURSING HOME

1.

Copies of all bank reconciliations for all Nursing Home bank accounts as of December
31, 2012, tied out to the Finance general ledger accounts, including outstanding check
lists and deposits in transit.

Copies of the December 2012 and January 2013 bank statements for all bank accounts.

Copy of the accounts receivable aging report as of December 31, 2012, reconciled to the
general ledger (County Finance and Nursing Home books) for the following:

Private Pay

Medicaid (IPA)
Resident Resource
Insurance (IPA Patients)
Medicare Part A
Medicare Part B

Support and calculation for the Medicare cost report receivable, if any, at December 31,
2012.

Schedule and support for any intergovernmental transfer receivable or payable (amounts
due to/from the Nursing Home resulting from over/underpayments to the IL Dept. of
Healthcare and Family Services).

Schedule of the Township revenue by month and receivable at December 31, 2012.

*Copy of the transaction analysis report for all cash receipts received from January 1,
2013 to February 27, 2013 for the following:

Private Pay

Medicaid (IPA)
Resident Resource
Insurance (IPA Patients)
Medicare Part A
Medicare Part B
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F. NURSING HOME (Continued)

7. Schedule (compiled from AR aging report at #2 above) of A/R amounts greater than 90
days and greater than $1,000. Please include dates/amounts of payments received after
12/31/12 and note any items considered to be bad debt.

8. Excel summary schedule of fixed assets for the Nursing Home for cost and depreciation:

e Dalance at the beginning of the fiscal year (1/1/12)

e additions during 2012 (including assets debited directly to the balance sheet) —
please separate assets purchased by the Nursing Home from those contributed by
other parties

e deletions during 2012

e Dbalance at the end of the fiscal year (12/31/12)

9. Depreciation schedule (“fixed asset report™), by asset, for the year ended December 31,
2012 (assets should tie to totals in #8 above).

10. Detailed list of all additions of fixed assets for the year ended December 31, 2012, listing
the account number the item was charged to. This should agree to the additions in the
excel schedule in #8 above.

11. Detailed list of all disposals of fixed assets for the year ended December 31, 2012. This
should agree to the deletions in the excel schedule in #8 above.

12. Support for any accounts payable items included as part of account #2501-1000-1100.
(this is a separate account from the vendor checks a/p that Finance provides support for)

13. Schedule of patient day statistics (Daily Census summary), by month and by payor, for
January 2012 — December 2012.

from1/A2—12/12. Analysis showing differential in revenue collected in 2011 (5/11-
12/11) from old rate versus revised rate that was approved in April 2012.

15. Schedule of IPA payable, if any, at December 31, 2012.
16. Support for any prepaid expenses > $10,000 at December 31, 2012.
17. Schedule of gross additions (receipts/collections) and deductions

(payments/disbursements) of cash and investments for January 1, 2012 — December 31,
2012 for the Nursing Home Residents” Account (agency fund).

18. Advance billing schedule as of December 31, 2012

19. Resident Trust Balancing Report as of December 31, 2012
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20. Copy of December 31, 2012 Nursing Home Foundation financial statements.
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DeKalb County Government

Bond Indebtedness Disclosure Procedures
(Last Updated June 18, 2013)

The original disclosure reports can be found in the Accounting Supervisor’s computer
drive J by year in Bond Disclosure File. The accounting supervisor also has a file with
work papers from the previous year and instructions and hints as to where to find the
information for updating the pages each year.

On June 1, 2005 the PBC issued $7,155,000 Lease Revenue Refunding Bonds, to
advance refund, through a crossover refunding of the 1997 Bonds. This disclosure must
be completed 210 days after the end of the fiscal year and emailed to the Disclosure
USA.org. The report pages are updated and a PDF file is created that is sent. This
disclosure report is then used by anyone that wishes to know about DeKalb County at the
Disclosure site on the web.

On September 24, 2010 DeKalb County issued $26,030,000 of ARRA Bonds, for
expansion of the Courthouse and the Jail. This disclosure must be completed 210 day
after the end of the fiscal year and emails to EMMA. A PDF file is created and it is
emailed to EMMA just as the PBC issue.

These bonds along with the disclosures must have the PBC audit for the 2005 bond and
the County audit for the 2010 bonds submitted along to the same site with the bond
disclosures each year.

The cover page must be updated to reflect new dates. Each page of the work papers from
the previous year has information on it to help you to find where to get the current year
information. Each page must also be updated to June of the current year and consecutive
numbers for the number of the “Annual Required Update....... ” In June of 2013 the note
read “June 2013 --Eighth Annual Required Update.....” for the PBC Bonds and June
2013 Third Annual Update for the ARRA bonds. Some of the pages of the disclosure will
require note pages and these will also need to be updated each year, unless the page
indicates it did not change. Many of the pages are good for each disclosure although you
need to be sure that they reflect the correct year at the bottom of each page when you
submit.

Remember to keep good notes on your work papers so that you will be able to track
where you found the information. Three very important sources will be a bond report
spreadsheet that is done in the finance office each year, the assessor’s annual report and
the tax extension office reports: levy, rate and extension reports for the total county and
for the individual taxing districts, the tax computation report, and the PTAX-250. The
largest source of information will be the audit. Cris Woodin also does a report that you
will want to request to complete some of the bond information also.



The disclosure when completed is downloaded to Municipal Securities Rulemaking
Board (MSRB). (Include the Audits with each)

www.msrb.org. MSRB also operates Electronic Municipal Market Access (EMMA)
website. The County is registered with both.

MSRB User ID KKAHL
PW  Gmbdtrd5 Valid 6-5-2013


http://www.msrb.org/

BUDGET
PREP
MODULE
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June 19, 2009

CREATING NEW BUDGET IN BUDGET PREP MODULE OF PENTAMATION
APPLICATIONS>BUDGET PREP>BUDGET ADMINISTRATOR

The first choice you are given is to choose your extract criteria

The next thing your are asked is if you want to do a new year fund rollover, that would be
to change the year if the fund number contained a year, We do not change our fund

numbers from year to year so you will not do this.

The next choice is to extract accounting data. You will choose this option. This brings up
a screen. Choose Process.

There are two options one is new budget year and the second is extract data. THE
FIRST CHOICE WILL BE TO CHOOSE NEW BUDGET YEAR, THIS CAN
ONLY BE DONE ONCE!!

This process sets up the budget for the new fiscal year.

It will ask do you wish to rollover notes? Choose N as we do not enter notes at this time.

It will ask you to verify the year you wish to create and give you a prompt with a year.

The year you wish to verify will be the next year. EX: in 2009 the prompt should be
2010. If the year is correct enter Y,

It will ask extract current year? Again it will prompt make sure it is the correct year then
enter Y,

It asks if you wish to include inactive accounts. Y

When the new budget year is created it will return you to the process prompt.

You will now choose “Update Extracted Accounting Data” Y

Unlike the new budget process this procedure may be done many times during the budget
process. This is good to do if you have new accounts to add to departments. The issue is
to then let the person that updates the new year budget numbers know that you extracted

accounting data again so they can redo any budget numbers that have possibly
disappeared because of numbers added for the new year.

It will ask you to verify the year you wish to update. Again it will be the next year. Y

It will ask you if you want to extract current or original budget?



Choose Current (this should include any budget adjusts that have been made up to the
date you extract data.)

Do you wish to include inactive accounts? Y
The budget module is now ready to begin the entry of the new-year budget.

In this budget prep module there is also a reference table option. You can use this
organization table in this area to add new funds and departments as well as delete any that
have been extracted from the old year that you do not wish to have rolled over into the
new year. You can also do the same process with the account list that is created. This is
a great place to remove accounts, departments and funds that you do not wish to have
moved to the new year.



July 18, 2013 - Updated

BUDGET ENTRY INTO PENTAMATION BUDGET PREP

Applications>Budget Prep>Budget Entry

Choose the Expenditure or Revenue Approved Budget line and enter
the new fiscal year budget.

You should be able to bring up the departments by number and then
you will have a quick verify that what you are entering matches the
budget that has been approved by the county board members.

* New accounts can be added or accounts being dropped can be
deleted

To Proof your data entry: Reports>Budget:

Expenditure >Summary
Revenue>Summary
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April 28, 2009 - Updated
Procedures for Closing Fiscal Year and Posting New Budgets

You can reference the on-line Open Series Manual for information about Budget Prep
and Fiscal Year End Processing.

Run a system backup. Call IMO and ask them to pull the back up and place it in a safe
area as if we don’t keep it will be overwritten by a new backup.

Verify that the accounting data for the year and the new-year budgeting process is
complete. Run all reports for period twelve that you wish to have for your records.

Reports>Fund Accounting>Accounts Payable>Cash Requirements

Run this report to be sure nothing needs to be processed in the payable system.
Minimally you should run a General Ledger, Expenditure Ledger and Revenue Ledger
audit trail as well as Balance Sheets for the 12" period

Have all users out of the system until the following processes are run.

Fund Accounting>System Maintenance>Check Ledger Balances
Run this report and be sure that all your funds are in balance. Users must be out of the
system when you run this report.

Applications>Fund Accounting>Periodic Processing>Change System Date

If you are not creating the new year on the 1% day of business you will need to set the
transaction date to the appropriate date of the new fiscal year day of the fiscal year using
the menu path above.

Applications>Year End>Start New Year Procedures
This will bring up a box that says you will clear the checks from the menu for the
previous year, Say yes.

Applications>Year End>Create New Year Ledgers

Choose General Ledger to create General Ledger accounts with zero balance for the new
fiscal year. Itis highly recommended that ALL boxes in the create New Year Ledgers
section be checked and run. When you run this option the General Ledger accounts are
created for all funds in the new- year Organization Chart and funds from the previous
year that do not appear in the new year Organization Chart are documented on an error
log. Be sure to check the error log to verify that you do not want those funds for the new-
year, You can correct any errors and run this option as many times as needed to ensure
that all new year General Ledger accounts are property set up.

*%%% Although the Create General Ledger option was run previously during FYE
processing, you must run it again before running the Update Ledgers option in the
pext step!!



Before you can move on to the next section of Updating Ledgers you will need to run
another backup. Remember to call IMO and have them save this one for you as
FYE before Posting Budget.

Applications>Fund Accounting>Year End>Update Ledgers
This option does the following processes:
1. Updates the Fund Accounting Profile to Period 1 of the new year
2. Rolls the old year’s Period 12 balances to the new year
3. Rolls the old year’s expenditure control and revenue control balances in the fund
balance of the new year
4. Rolls the old year’s budget expenditure control and budget revenue control
balances into the budget fund balance of the new year
5. Creates a balance sheet report for the new year
6. Sets the fiscal year-to-date paid amounts on vendors and payer lists to zero.

Reports>Fund Accounting >System Maintenance>Check Ledger Balances

Run this report to be sure that all funds are in balance for the new-year. Remember that
this report should only be run when other users are out of the system. If funds are out of
balance stop here and call PENTAMATION.

Once again although the Create options have been run previously during the FYE
processing, you must still run them again before running the Post options.

Applications>Budget Preparation>Budget Administrator>Post Budget.

You must check the appropriate boxes in the create option FIRST, then click Ok and
return to the post section. Then select Post Ledgers and post the budget. You can do
these individually by expenditure create and then expenditure post and then going on the
create and post revenue and each option until they have all been created and posted.

Reports>Fund Accounting™>System Maintenance>Check Ledger Balances
Again run the Check Ledger Balances report. If funds are out of balance stop here and
call PENTAMATION.

Do a quick look at your expenditure and revenue ledgers in the new year and check to be
sure that all budgets have been posted correctly.

At this time you should also go and be sure that the profile in System Management has
been rolled to the first period in the new-year. You can also set up the new JE assigned
numbers for the new-year. In the past it has been the year: 200X followed by zero fill
and 1.
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Updated August 13, 2009

FUND ACCOUNTING YEAR END PROCEDURES

Move Working Cash (6510-9901) and Government (4999-1801) Interest
Money to General Fund

Review Balance Sheets to see if any loans need to be repaid

Balance Cash Accounts with Treasurer as of 12/31/20XX

Run Fiscal Year to Date Vendor Report for the County Board (Cognos)
Make a backup

Advance System to the 13" period. Begin new year (No entries now will be
allowed in the periods 1 through 12.)

Delete prior years transactions if you wish.

Delete prior years ledgers if you wish

Change date to 1/1/20XX

Run “Begin New Year” under system maintenance on Main Menu

Change profile for auto numbering of Journal Entries for the new year

Run Balance sheets for the first period of the new year

Load New Fiscal Year Revenue and Expense Budgets from Budgetary Prep
Module

Run Payroll Interface from the First January Payroll (first period paydate)



~

Updated August 13, 2009

FUND ACCOUNTING YEAR END PROCEDURES AFTER AUDIT

After audit is received and fund balances are in balance for the previous year:

Nk L=

\0 0o

Run Balance Sheets for the 13" Period

Make a Backup

Choose System Management

Choose Close Prior Year

Choose Interim

The question do you want to rollover the 13™ period balances? Answer Yes

This program makes changes to the fund balance derived by the difference
between revenue and expenditure transactions posted to the 13" period being
posted to Budgetary Fund Balance. Close Budgetary fund balance offset to Fund
Balance/Retained Earnings. When complete it returns to the System Management
Screen. This is all that is run at this point.

Do 13" period entry to post A/R to Cash

Now run Current Balance Sheets

. Balance the cash to Treasurer’s Cash and Fund Balance to the audit. You may

have to look at Budgetary Fund Balances, Appropriation Control and Revenue
Control and Expenditure Control for differences to Fund Balance. Also A/R, A/P,
accrued interest etc. for balancing. (With the new Pentamation Open Series
beginning in 2002 this is done automatically.)



Creating W-2 Electronic Files
June 19, 2009

In Pentamation Finance Plus
Menu Path is Applications, Human Resources, Year End, W-2 Processing.

When the files are created for editing and additions we need to create two separate files,
one for the County and one for the Forest Preserve.

This is done in the same menu path under set parameters. The County EIN # and the
code CO is used for the County and the Forest Preserve EIN# and the code FP is used for
the Forest Preserve file. Once the files are created the Payroll Office verifies all the
numbers and runs the W-2’s.

Once the W-2’s are printed and distributed the next step is to create the electronic file.
The Menu Path is again Applications, Human Resources, Year End, and W-2 Processing.

1. Choose Set W2 Parameters. Verify the parameters are for the correct file you are
creating (either County or Forest Preserve).

2. Then choose Create W-2 Magnetic Media. You will get a screen with the year at the
top. This year should correspond to the W-2 reporting year. Tab through the fields
until you get to the Federal Tax ID #. Make sure it is the correct number for the
County or the Forest Preserve, whichever one is in the parameter screen.

3. Press OK and the program will run. The program will first create the file that
goes to the IRS. This file automatically goes to the “R” drive on your computer.
The file will be given a name with W-2 in the title. You can change the name to
whatever you want to distinguish it from the other file. I used CO and the year and
FP and the year.

4. You will then repeat the above steps to create the second file.
TRANSMIT ELECTRONIC FILE

To send the file you go to website www.socialsecurity.gov/bsowelcome.htm and enter
login information. Both the County and Forest Preserve have their own PIN numbers and
passwords. The PIN #’s remain the same but the passwords need to be updated once per
year. Keep a reminder on your computer calendar for October 1* that you need to go to
the above site and enter new passwords for the County and the Forest Preserve. When
the next screen comes up you will choose Submit W-2 Wage File. Accept the rules and
you will go to the next screen. From here choose to download the AccuWage program.
This is done automatically when you tell it to download and it will put an icon on your




desktop. It will say AccuWage and the year. You will then leave the website and double
click on the icon to open the program. Follow the prompts and this program will look at
the file(s) you have created and check for errors. You will do this one at a time by going
to the R drive with the browser button and double clicking on the file. If the file check is
good you will get a message on the screen that tells you it is okay.

When the files have both been screened by AccuWage you will then go back to
www.socialsecurity.gov/bsowelcome.htm, the social security business services office
website and log in again as either the County or the Forest Preserve. This time you will
bypass the AccuWage download information and press continue at the bottom of the
screen. Choose the W-2s/W-3s for tax year "xxxx” and press continue. The next screen
asks you to select the file you want to send. Use the browse bufton and go to the R drive
and pick either the County or Forest Preserve File, then submit. You will get a
Confirmation from SSA that states the file was received by them. Print this and keep in
the file.

You will need to do the above instruction paragraph twice as you will have to login on
the social security site again in order to have the correct EIN# and name to send the
second file. The logins are always done using the PIN#’s and passwords.



F OPEN SERIES Human Resources System: Payroll v. 3.1

Calendar Year End Maintenance

Use this option to clear current, month-to-date, quarter-to-date, and year-to-date
earnings, taxes, and deduction/benefit balances, The Calendar Year End
Maintenance option also purges pay rate records for terminated employees.

In addition, the process performs certain file maintenance procedures according to
the date entered in the Enter Year End Date for Purge field. The system uses the
purge cleared checks and related Check History records. These deletions apply to
records up to the end date specified in the Calendar Year End File Maintenance
screen.

To display the screen, select Payroll Database > Calendar Year End

Maintenance.

Calendar Year End File Maintenance Screen

- -

CALENDAR YEAR END FILE MAINTENANCE: PROCESS END
PROCESS CALENDAR YEAR END

END PATE TO PURGE PREVIOUS CHECK HISTORY

a 10-40
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Prerequisites

Procedure

Periodic Procedures

Prior to running Calendar Year End File Maintenance, you must complete the
following procedures:

1.

2.

Copy W2 data to the W2 files.

Balance and verify W2 information. If the payroll processing schedule
does not permit this, refer to Chapter 11, W2 Processing, for information
on the steps that must be taken before you can clear your data.

Run all appropriate report options, such as the Salary and Deduction
Information option from the Payroll Reports menu, Check History Report
and Print Outstanding Checks options from the Payroll Processing menu,
and Terminated Employees Report option from the Personnel Reports.

Confirmm that a backup of your database has been run.

Follow these procedures to clear the calendar year-end information:

1.

After displaying the screen, select the PROCESS option from the ring
menu.

In the Enter Date to Purge Previous Check History field, enter the latest
date of the records you want to purge. All records up to and including this
date will be purged.

The prompt HAVE YOU BACKED UP THE DATABASE? displays after you
enter the purge end date.

Enter Y to continue, provided you have backed up your records and
performed the other steps outlined in the Prerequisites section.

Enter N to return to the ring menu. Choose the END option to exit the
screen, and back up your database before proceeding.
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4. The system runs the calendar year-end procedures as soon as you respond
to the backup prompt. The following messages display, indicating the
processes being performed by the system:

STEP 1 - PROCESSING EMPLOYEES

Sets all fields to zero on the Earmings/Taxes screen, except the FTD
(fiscal-to date) fields.

STEP 2 - PROCESSING DEDUCTIONS

Resets all accruals to zero in the employee Deductions screen, except those
in the Fiscal and Inception to-date fields. The fields purged include
Current, Month, Quarter, and Year.

STEP 3 - PURGING BANK RECONCILIATION FILE
Deletes all records dated up to and including the purge date.

STEP 4 - PURGING CHECK HISTORY FILE
Deletes all checks dated up to and including the purge date.

<mh STEP 5 - PURGING PAY RATE FILE

Erases Pay Rate records that have their the Terminate fields set to T.

STEP 6 - CLEARING PAY CODE FILE

Resets the YTD (year-to-date) fields to zero on employees’ Earnings By
Pay Code screens. These screens can be accessed from the Displays and
Queries menu.

3. When these steps are complete, the message DO YOU WISH TO PURGE
PREVIOUSLY USED PAY RUNS? displays. '

Enter Y to delete the pay run codes. The following message appears:

Enter N if you do not want to purge previously used pay run codes.
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Periodic Procedures

STEP 7 - PURGING USED PAY RUNS.

Deletes the codes assigned to identify pay runs. Purging the codes allows
you to use them again in the new year. :

Note: Pay run codes are also used in Attendance records. Deleting them
does not affect your attendance data. If you reuse a code, however, you
could have records from different pay periods but with the same pay run
designation. Check dates and other information tied to attendance allow
you to recognize the difference, should this occur.

6. The CALENDAR YFAR FND CLEAR COMPLETED - PRESS <CR> TO
CONTINUE prompt displays.

7. Press <ENTER> to retumn to the ring menu

To verify that pay code information has been set to zero, choose the Eamnings by
Pay Code option from the Displays and Queries menu. You can verify that the
other data has been cleared by running the report options listed at the end of the
Prerequisites section. :
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11. W2 Processing

The W2 Processing menu includes options for entering employer information,
copying year-end files, creating a work file of employee data, printing W2 and
1099-R forms, running reports, and creating files for reporting to the IRS via disk
or tape. ,

This chapter outlines the W2 and 1099-R processing procedures. The options

discussed should be run after the last payroll of a year and before using the Payroll
Database’s Calendar Year End Maintenance option to start the new year.

W2 Processing Menu

-

W2PROCESS: 1 2 3 4 5§ 6 EXIT
SET UP/COPY W2 INFORMATION

YOUR ORGANIZATION'S NAME SUNGARD PENTAMATION, INC.
HUMAN RESOURCES SYSTEM MM/DD/YYYY

W2 PROCESSING
1. SET UP/COPY W2 INFORMATION
2. CREATE EMPLOYEE W2 FILE
3. MAINTAIN EMPLOYEE W2 FILE
4. PRINT W2 FORMS
S
6

. CREATE W2 MAGNETIC MEDIA
. 1099-R PROCESSING

<CTRL-P> = EXIT <CTRL-G> = PRINT FILES <CTRL-F> = FAST PATH
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Preview

This chapter includes separate sections on each of the options on the W2
Processing menu: :

Set Up/Copy W2 Information
Create Employee W2 File
Maintain Employee W2 File
Print W2 Forms

Create W2 Magnetic Media
1099-R Processing

V.

3.1

(" : 11-2



(N v. 3.1 W2 Processing

Set Up/Copy W2 Information

The Set Up/Copy W2 Information options are used to set up employer data and
other information required in W2 and 1099-R records. These options also allow
you to copy payroll information from your database to a W2 file.

You must perform the setup and copy procedures after processing the last payroll

of the year and before processing the first payroll for the new year. Also, you
must complete these steps before running the Calendar Year End Procedures.

Set Up/Copy W2 Information Menu

¢’

W2SETUP: 1 2 3 EXIT
SET UP W2 PARAMETERS

YOUR ORGANIZATION®S NAME SUNGARD PENTAMATION, INC.
HUMAN RESOURCES SYSTEM MM/DD/YYYY

SET UP/COPY W2 INFORMATION
<"\ 1. SET UP W2 PARAMETERS
2. SET UP EMPLOYER RECORDS
3. COPY W2 INFORMATION

<CTRL-P> = EXIT <CTRL-G> = PRINT FILES <CTRL-F> = FAST PATH

Preview
This section covers the three options on the Set Up/Copy W2 Information menu:
®  Set Up W2 Parameters

m  Set Up Employer Records
B Copy W2 Information
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® Set Up W2 Parameters

Use this option to specify the information to be printed on your W2 and 1099-R
forms. The Set Up W2 Parameters screen is divided into three sections. The first
section allows you to enter employer information, while the other two are used to
specify the print controls for generating W2 and 1099-R forms.

You must run this option before using the Calendar Year End Maintenance option
and before processing the first payroil of the new year.

The option’s menu path is W2 Processing > Set Up/Copy W2 Information >
Set Up W2 Parameters.

Set Up W2 Parameters Screen

Employer
Data

W2 Print
Controls

1099-R
Contrals

r
SET UP W2 PARAMETERS: ADD MODIFY END
ADD THE W2 PARAMETER RECORD

----------------------------------------------------------------- MM/DD/YYYY
TAX YEAR EMPLOYER NAME
ADDRESS LINE 1

LINE 2
cITY STATE z1p EXT
PHONE FEDERAL ID # STATE ID #

W2 PRINT CONTROLS
PRINT NAME PRINT FEDERAL ID PRINT STATE ID
PRINT CONTROL# FORM TYPE (1 - 4) DECEDENT CODE
COMPUTER NAME MEDIA TYPE DENSITY NOTIFY
1099-R CONTROLS/CONTACT INFORMATION

PAYER NAME CONTROL TRANSMITTER CODE FEDERAL /STATE FILER
PRINT DETAIL PRINT EMP#/DEPT
CONTACT NAME
PERSONAL ID NUMBER CONTACT FAX

CONTACT EMAIL
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Ring Menu Options
ADD
MODIFY

END

Field Descriptions

W2 Processing

Allows entering the initial settings for W2 and 1099-R processing.
Enables you to modify settings for the current or previous year.

Returns you to the Set Up/Copy W2 Information menu.

The Set Up W2 Parameters screen is divided into three sections: Employer Data
W2 Print Controls, and 1099-R Controls.

Employer Data Section

This section includes the employer information for your forms.

Tax Year The calendar year of the W2 and 1099-R records being processed.
0 - N Key
Data Type/Length .. ... oo oot U Integer

Employer Name The name of your organization.

Type o e Required

DataType/Length ... ...........c..ooiii .. Character/30
Address Line 1 The first line of your organization’s address, as it should appear on IRS

forms.

TYDE e, Required

DataType/Length ... ......... 0o inen... Character/30
Address Line 2 The second line of your organization’s address.

57+ 2 Optional

Data Type/Length . . ... ... ... i Character/30
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City The city of your organization’s address.
Ty o e Required
DataTypelLength................c.cvviiuan. Character/25
State The standard two-character abbreviation of your organization’s state.
TP oot e e e Required
Data Type/Length .. ........ ... ... ... .00, Character/2
Zip The five-digit zip code of your organization’s address.
5 =2 Required
Data Type/Length . . ... oo i i Character/5
Ext The four-digit zip code extension preceded by a dash; for example, -0847.
TYpe i e e Optional
Data Type/Length . . ................ Character/5, including hyphen
Phone Your organization’s telephone number, including the area code. You

must use hyphens after the area code and the number’s first three digits;
for example, 610-888-8888.

Type o e e Required
Data Type/Length . . .............. Character/12, including hyphens
Federal ID# The Employer Identification Number (EIN) assigned by the IRS. Use a

hyphen to separate the first two digits from the remaining digits; for
example, 99-9999999.

TP oot it et e e e e Required
Data Type/Length................. Character/10, including hyphen
State ID# Your organiiation‘s state Employer Identification Number (EIN),
following the state-defined format.
TP . e e e e Optional
Data Type/Length ................ Character/15, including hyphens
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W2 Print Controls Section
This section includes the settings for generating W2 forms.

Print Name Enter Y if you want the information from the Employer Name field to
print on W2 forms or N if your organization’s name is pre-printed.

15 + - Required
DataTypefLength .. ...... ... ..o .. Character/1
ValidResponse . .........ciiuriiiiiiiinnnnananes YorN

Print Federal ID Enter Y to print your federal Employer Identification Number on W2
forms. If your federal EIN is pre-printed on forms, enter N.

TP e e Required
DataType/Length . . ... .o i e Character/1
ValidResponse ...........ccoviiiiiiiinnnninnnans, YorN

Print State ID Enter Y to print your state EIN on forms or N to leave this section blank.
5 Required
Data Type/Length . ....... ..., Character/]
Valid ReSponse . ....ovivunnnn oo YorN

Print Control # Enter Y to print the control number assigned in the Employer Maintenance

screen or N to leave this section of your forms blank.

TYpe o PN Required
DataType/Length .. ..... ... ... ... i, Character/1
Valid RESPOnSe ... vvuvr it iae e YorN
Form Type A code indicating the type of form being used:
1 Non-Mailers, 8.5 inch, 1 wide forms
2 Non-Mailers, 14 inch, 2 wide forms
3 Mailers, 8.5 inch, | wide forms
4 Mailers, 14 inch, 2 wide forms
1 - Required
DataType/Length............ ... .. iviiiont. Character/1
ValidResponse . . ..ot it i e 1-4
Decedent Code Not currently used.
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Decedent Code Not currently vsed.

Computer Name The name or abbreviation of the manufacturer of the equipment being used
to transfer your W2 and 1099-R files to tape; for example, /BM or HP.
Leave the field blank if you report via diskette.

18+ Optional
Data TypefLength .. ....... ... . ... ... ... . .0, Character/8
Media Type The code indicating the type of reporting media being used:
D Diskette
- T Tape
TP - o e Required
DataType/Length. ... ... ..o it Character/1
Valid ReSponse ............coiuriiiiinriininirninns DorT
Density If you entered T (for tape) in the Media Type field, enter the code
indicating the tape density:
08 800 bpi
16 1600 bpi
62 6250 bpi

Leave the field blank if you are transferring your file to diskette.

TYpe Required for tape media

DataType/Length .. ...... ...t Character/2

ValidResponse ..............cooviiiiii.iuin.. 08, 16, or 62
Notify The preferred method of notification should a problem arise in processing

1  Email

2 FAX

3 Postal Service

4 Online Wage Reporting Service (OWRS )

YD oo e Required
Data Type/Length .. ... ... ... i, Character/1
ValidResponse .......... .0 i, 1,2,30r4
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1099-R Controls Section

This section includes the settings for generating 1099-R forms.

Payer Name The four-digit payer name control code assigned by the IRS/MCC. Ifthe
Control number is not available, leave the field blank.
1 1= P Optional
DataType/Length . ..... ... ... ... ... iy Character/4

Transmitter Code The five-digit transmitter code assigned by the IRS/MCC.

Type o L Optional
Data Type/Length . .. ... e Character/5

Federal/State Filer Enter Y if you participate in the federal/state filer system. Otherwise,

enter N.
B T Required
Data Type/Length. ... ve i Character/1
Valid ReSponse .. ...c..veinnivenonnr e eaaanns YorN
Print Detail Enter Y to print summary and detail reports after generating your magnetic

media. To print the summary report only, enter N,

1 T O Required
Data Type/Length . . ... ... ... Character/l
Valid Response ..... F YorN

Print Emp#/Dept  Enter Y to print employee numbers and department codes. Otherwise,

enter N.
8 7N Required
Data Type/Length . . ... ... ... . oot Character/1
Valid Response ... ... cviieeennniiternreenaeennns YorN
Contact Name Enter the name of the person authorized to submit the W2 file.
TYpE oo e e Required
DataType/Length .. ... .....oiiiii s Character/40
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Personal ID
Number

Contact FAX

Contact Email

Enter the contact person’s personal ID number.

Type o
Data Type/Length.......... ...y,

Enter the contact person’s FAX number, with dashes.

B 1=

Data Type/Length . ...,

Enter the contact person’s email/Internet address.

. ... Optional

Character/17

.. Required
Character/10

... Required

Character/40

V.

3.1
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B Set Up Employer Records

Use this option to set up and maintain employer records. You must process this
information before copying year-end records and creating the employee W2 file.
If your organization uses more than one federal or state Employer Identification
Number (EIN), this option allows you to set up separate records for each EIN.

With the exception of the Control Number field, all fields on the Employer
Maintenance screen default field values from the record created with the Set Up
W2 Parameters option. Using the ring menu options described in this section, you
can add employer records, search for and modify existing records, or delete
records as needed.

The option’s menu path is W2 Processing > Set Up/Copy W2 Information >
Set Up Employer Records.

Employer Maintenance Screen

e

-~

EMPLOYER MAINTENANCE: ADD SEARCH NEXT PREVIOUS MODIFY DELETE END
ADD AN EMPLOYER RECCRD

--------------------------------------------------------------- MM/DD/YYYY
H-2 EMPLOYER MAINTENANCE

TAX YEAR ADDITIONAL STATES/ID
CONTROL NUMBER :

FEDERAL ID NUMBER

STATE ID NUMBER

EMPLOYER NAME

STREET ADDRESS

CITY

STATE

ZIP ZIP EXT
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Ring Menu Options

ADD

SEARCH

NEXT

PREVIOUS

MODIFY

DELETE

Allows you to add a new employer record. When you select this
option, the screen defaults all field values from the W2 parameter
record, except the control number, which you must enter.

If your organization operates under a single federal EIN, press
<ENTER> to accept the defaults. To set up employer data for
more than one EIN, you may change the screen as needed, as long
as you enter a separate control number for each identification
number.

To review, modify, or delete a record, you must first run the Search
option. Use standard querying procedures to retrieve a record or
group of records.

If your search locates more than one record, use this option to view
the next record in the group of records found.

Return to the previously displayed record. Once you modify a
record, the Previous option is disabled. If so, you may still use the
Next option to access subsequent records or select Search again to
find another set of records.

Allows you to change or add data to the record displayed. You
cannot change the Tax Year or Control Number fields, however,
since these provide the record’s key. The only way to change these
fields is to delete the record, then create a new record with the
desired data.

Allows you to erase the displayed record from the W2 employer
file. When you select the option, the prompt REALLY DELETE
EMPLOYER RECORD? (Y/N) displays. Enter Y to erase the record
or N to cancél.
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W2 Processing

Field Descriptions

The only values you need to enter when setting up the initial employer record are
the Control Number and Additional States/ID fields. The other values default
from the W2 parameter record. You may change these fields as needed to set up
records for additional federal EINs. For descriptions of the other fields, refer to
the previous section, Set Up W2 Parameters.

Control Number

Additional States
/D

The employer control number for the W2 record you are processing. The
control number, which is user defined, acts in combination with the Tax
Year field as the record’s key.

If you have multiple EIN numbers to report for the same tax year, use a
unique control number so the system can identify the individual records.

For example, if you report under two Federal Employer Identification
Numbers, enter / as the control number for the first EIN. For the second
EIN, enter 2. Another possible coding system is to use the four-digit year
followed by the number of the record; for example, for the year 2001, you
could number the two records 2001/ and 200.12.

TYpE e e e Key
Data Type/length . ....... ... ... i iiann, Character/8

The two-character state code and state ID tax number for up to three
additional states that apply to the employer.

For example, if the employer’s primary state is Pennsylvania, but it also
employs people in New Jersey, enter NJ in the Additional States field and
New Jersey’s state ID number in the ID field. '

Additional States :
Type ............ e e Optional
DataType/Length ........... ..ot Character/2
ID
TP e e e Optional
Data Typeflength ... ........ .. ... .. ... .......... Character/8
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8 Copy W2 Information

Run this option to copy the current year’s W2 information into the work file used
to generate your W2 forms. This process replaces all data currently stored in the
work file, which in most cases originated the last time W2s were run.

Caution: Do not use the Copy W2 Information option if you have already run a
payroll for the new year, since this copies W2 data for both the last year and the

new year’s pay runs.

To access the screen, select W2 Processing > Set Up/Copy W2 Information >
Copy W2 Information.

Copy W2 Information Screen

COPY W2 INFORMATION:  COPY EXIT

F COPY W2 FILES
T MM/DD/YYYY

TAX YEAR

NOTE: THIS PROGRAM WILL DELETE ALL WORK FILES
FOR THE CURRENT YEAR.

Prerequisites

Before running this option, perform the following procedures:

1. Verify that the last payroll has been run for the current year and no
payrolls have been calculated for the new year.
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Procedure

W2 Processing

Check the current W2 work file by running the Employee W2 Edit Reports
option. Select the SUMMARY option for a listing of employees in the
file, then review the report to make sure their data is not for the year you
want to process. See the Maintain Employee W2 File section for more
information on this report.

Run the Set Up W2 Parameters and Set Up Employer Records options as
outlined in the previous sections.

To copy the current year-end records into the W2 work file:

1.

When the Copy W2 Information screen displays, the Tax Year field is
blank, and the following warning displays below the field:

NOTE: TDIRIEMEFRLES
REGTEEN.

This message refers to the W2 work file, not to the current year’s W2 data.

Select COPY from the ring menu. The current tax year defaults to the Tax
Year field, and the data verification prompt displays.

Enter Y at the prompt if you want to proceed with copying the current
year’s W2 information into the work file. While your files are being
copied, the messages ORENEEEPRDS and INSERTING
QUEREDRDS display.

Enter N to cancel the process and return to the ring menu.

When the process is complete, select END from the ring menu to return to
the Set Up/Copy W2 Information menu.
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Year-End Maintenance Procedures
If you are certain that your W2 information copied properly, you can proceed with
other steps in the W2 process. You can also perform the following maintenance
procedures to prepare your Payroll System for the new year:
. Run all necessary calendar, quarterly, and monthly reports.

® Verify that a backup of your database has been run.

o Run the Calendar Year End Maintenance option from the Payroll Database
menu. This option clears all payroll data from the past year.

° Update tax, deduction, and leave tables, as well as salary schedules and

calendars.
° Update employee records as needed.
o Change the Report Year field in your Human Resources profile to reflect
(\ the new calendar year.

Once these steps are taken, you can run the first payroll for the new year, For
more information on the maintenance procedures for starting the new year, refer
to Chapter 10, Periodic Procedures. ‘
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Create Employee W2 File

Use this option to build Employee W2 file. This process sets additional
parameters required for generating W2 forms for the current year.

The option’s menu path is W2 Processing > Create Employee W2 File.

Create Employee W2 File Screen

CREATE EMPLOYEE W2 FILE: CREATE END
CREATE EMPLOYEE W2 FILE

---------------------------------------------------------------- MM/DD/YYYY
YEAR CONTROL NUMBER
PAY GROUPS

BOX 12 LABEL D/B/P CODES

BOX 14 LABEL D/BfP CODES

DEPENDENT CARE CONTRIBUTICON
DEPEND CARE CODES

PENSION CODES
INCLUDE ONLY PENSIONS WITH YTD AMOUNT?

Prerequisites

Before using this option, confirm that the following options have been run:
® Set Up W2 Parameters

® Set Up Employer Records
® Copy W2 Information
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Procedure
To set up your W2 work file:
1. Select CREATE from the ring menu.

2. Select an option in the report destination window for the Create Employee
W2 File report. This report generates at the end of the process.

3. In the Year field, enter the four-digit tax year that applies to your W2s.

4. In the Control Number field , enter the control number of the employer
record you wish to retrieve. This number was assigned in the Employer
Maintenance screen.

L] If you do not have an employer record set up for the Year/Control
Number combination entered, the message EMPLOYER RECORD
NOT FOUND FOR THIS CONTROL NUMBER displays.

L If you enter that year/number combination of an existing record,
(‘q the following message displays: W28 HAVE ALREADY BEEN
LOADED FOR THIS BATCH. MUST PURGE BEFORE RELOADING.

5. The Pay Groups section accepts up to 24 codes. When you enter a code,
the next field appears. To include all groups, enter an asterisk (*) in the
first field. To exit the section, press <ENTER> in a blank field.

6. The Box 12 section scrolls, allowing you to enter up to 10 sets of field
information. As per IRS guidelines, the following codes are accepted:

Uncollected Soc Sec Tax on Tips
Uncollected Medicare Tax on Tips
Life Ins Over $50000

Deferrals to a 401(k)

Deferrals to a 403(b)

Deferrals to a 408(k)(6)

Deferrals to a 457

Deferrals to a 501(c)(18)(D)
Non-Taxable Sick Pay

Golden Parachute

Employee Business Expense
Uncollected Soc Sec Tax on Life Ins
Uncoliected Medicare Tax on Life Ins

ZZUOR=IOMODOO® >
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W2 Processing

Moving Expenses

Military Allowances

Employer Contribution to Medical Savings Account

Employee Salary Reduction Contribution to Simple Retirement Account
Employer Paid Adoption Benefits

=S w "o

Refer to the IRS Circular E, Employer’s Tax Guide, and Publication 393,
Federal Employment Tax Forms, for clarification of these categories.

Complete the following fields for each line entered in the Box 12 section:

Label Accepts one of the IRS-defined codes listed under Step 6.
Use <CTRL/I> to select a code, or enter it manually.

D/B/P The Deduction/Benefit/Pay field accepts one of the
following flags to identify the taxable amount:

D Deduction Amount (employee-paid)
B Benefit Amount (employer-paid)
+ Deduction Amount plus Benefit Amount
P Pay Code Amount
Codes Enter up to 10 Deduction or Pay codes per line. These

codes allow the system to locate the taxable amounts,
which are added together and entered in Box 12. To
advance to the next line, press <ENTER> in a blank field.

If you entered D, B, or + in the D/B/P field, enter
the deduction/benefit codes that apply.

® If you entered P, enter the applicable Pay code.
Press <ESC> to advance to the Box 14 section when you finish your
entries. Although the scrolling window accepts up to 30 lines, Box 12
only allows a maximum of 10 labels.
The Box 14 section, which is optional, lets you report additional data for

the specified pay groups, such as payments for educational assistance or
professional dues. You may include up to three lines.
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10.

11.

12.

13.

The Label fields allow you to enter abbreviated titles for the information
being reported. You may use up to six characters; for example, EDUAST
for educational assistance or PRFDUE for professional dues. The
requirements for the D/B/P and Codes fields are the same as those in
Step 7.

Press <ESC> to exit the Box 14 section and advance to the Dependent
Care Contribution field. You may have to press <ESC> twice, depending
on the location of your cursor.

In the Dependent Care Contribution field, enter the code for the Box 10
amount being taxed: D (for deduction), B (for benefit), N (for none) +
(for deduction plus benefit). You must enter a code, even if you do not
report dependent care information. To leave Box 10 blank, do not enter
any codes in the next step.

In the Depend Care Codes fields, you may enter up to 10 Deduction
codes for the deduction/benefits being reported. If a line has more than
one code, the system adds the amounts and places the total in Box 10.
Press <ESC> to exit the section.

The Pension Codes section applies to Box 13 of the W2 form. Enter

Deduction codes for retirement or pension deductions. You can provide

up to 30 Deduction codes in these fields, which scroll from left to right.

Press <ESC> after you enter your codes or to leave these fields blank.

In the Include Only Pensions with YTD Amount? field:

L Enter Y if you want the system to check the year-to-date
deduction/benefit amounts for the Deduction codes specified. If
the total is greater than zero, an X is printed in Box 13.

L Enter N if you want the program to print an X for all employees
whose Deduction codes match those entered in the Pension Codes

fields, regardless of the total amount.

When the data verification prompt displays, enter Y to confirm your
entries or N if you need to make corrections.
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14.

15.

W2 Processing

The message CREATING EMPLOYEE W2 RECORDS... displays. When
processing is complete, the cursor returns to the ring menu.

Review the Create Employee W2 File report to verify that your W2 file
was built correctly. This report includes the responses you entered, lists
the total number of employee W2s loaded, and identifies any employees
whose records were not added to the W2 file. You should save this report
for future reference. The report’s default file name is w2load.rpt.

Caution: Records that were not added to the W2 file should be reviewed and, if
necessary, added to the W2 file using the Employee W2 File Update option.

Procedural Notes

Once you run the Create the Employee W2 File option, you cannot modify
the information entered. If you need to make changes, you must purge the
file and run the option again. For example, if you omit a Deduction code
for Box 12, you would have to run the Employee W2 File Purge option
from the Maintain Employee W2 File menu. You can use other options
from this menu if your entries are correct but some of the information in
the Employee W2 file needs to be changed. In this case, you would not
have to purge the file or build a new one.

If you attempt to run the Create Employee W2 File option without purging
the existing file, the following message displays: W2s HAVE ALREADY
BEEN LOADED FOR THIS BATCH. MUST PURGE BEFORE RELOADING.
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Sample Create Employee W2 File Report

SUNGARD PENTAMATION INC, - HUMAN RESOQURCES SYSTEM PAGE NUMBER: 1
DATE: MM/DD/YYYY YOUA ORGANIZATION'S NAME LOADHZ
TIAE: KH:MM:55 CREATE EMPLOYEE W2 FILE

SELECTION CAITERIA:

YEAR 2001 CONTROL KO TEST
PAY GROUPS 1

BOX 12 LABEL O0/BfP CODES

565

33 az 32

324 231 311 812 433 444 455 500
24 123 432 468 678J
234 2892 22 It

234

12

1263

12 234

23

2 23 52 2 23
236

23

23

23

23 2354 22

23

23 234
23 2

OO AA A4 DOV Y EIHrXCCION@EPMOM
OO ROUUOUDEEYERERRyPOODOE +OD+DTOC 4+

BOX 14 LABEL D/B/P CODES
DUES

D 00B 00T 2131 1234 445 2346 1234 4354 2]42 212
INS-BC B 213 120 1234 543 G345 6345 4324 3423 2342 2342
INS-DE B 324 456
4 B 2
5 B 13
6 B ]
7 8B 2
-] B 3
9 B 3
10 03
u D A
12 oD 23
13 D 12
14 0D 12
16 o 12
16 D 12
17 0 123
18 0 123
18 0 13
20 D 123
21 0D 12

continued
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SUNGARD PENTAMATION INC. - HUMAN RESCURCES SYSTEM PAGE NUMBER: 2
DATE: MM/CO/YYYY YOUR QRGANIZATION'S NAME LOADH2
TIME: HH:MM:SS CREATE EMPLOYEE W2 FILE

SELECTION CRITERIA:

3 o 14
] o 12
24 0 2
25 o 23
26 b 23
27 0
28 o 23
25 D 23
a0 D 123

DEPENDENT CARE D/B/+ + CODES

PENSION CODES
INCLUDE OKLY PENSIONS WITH YTD AMOUNT Y

Ecployee 001010101 ADAM PARNABY has ac earnings. No M2 created,
Enployee 001234123 MARTHA JONES has no sarnings. No W2 created.
Epployoe 004373486 RAYMOND CHANDLER has no earnings. No W2 created.
Employee 517668090 BRENDA J BAILEY has no earnings. No H2 created.

24 rogular W2 records wWritten
0 oedicare only W2 records sritten
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Maintain Employee W2 File

After building the Employee W2 file, you can modify and delete employee records
or enter additional records in the file. You also should run reports to verify the file’s
information. As a final step, after your W2 forms are printed, you can purge the W2
file. The options on the Maintain Employee W2 File menu allow you to perform all
of these functions.

Maintain Employee W2 File Menu

4

WZ2UPDATE : 1 2 3 EXIT
EMPLOYEE W2 FILE UPDATE

YOUR ORGANIZATION'S NAME SUNGARD PENTAMATION, INC.
HUMAN RESQURCES SYSTEM ] MM/DD/YYYY

MAINTAIN EMPLOYEE W2 FILE
1. EMPLOYEE W2 FILE UPDATE
2. EMPLOYEE W2 FILE EDIT REPORTS
3. EMPLOYEE W2 FILE PURGE

<CTRL-P> = EXIT <CTRL-G> = PRINT FILES <CTRL-F> = FAST PATH

Preview

This section covers the three options on the Maintain Employee W2 File menu:

®  Employee W2 File Update
B  Employee W2 File Edit Reports
® Employee W2 File Purge
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W2 Processing

B Employee W2 File Update

Use this option to add an employee record, search for specific records, modify data
in existing records, or delete selected records in your W2 work file.

The option’s menu path is W2 Processing > Maintain Employee W2 File >
Employee W2 File Update.

Employee W2 File Update Screen

TAX YR
EMPL TYPE
SSN

LAST NAME
ADDRESS 1
ADDRESS 2
CITY ST
ZIp

FEBERAL
§0C SEC
MEDICARE

Ring Menu Options
. ADD

SEARCH

FIRST NAME

TAX WAGES

”
EMPLOYEE W2 UPDATE:  ADD SEARCH NEXT PREVIQUS MODIFY DELETE END
ADD AN EMPLOYEE W2 RECORD

----------------------------------------------------- MM/DD/YYYY
CNTRL NO EMPLOYEE ID SEQ NO

CHECK LOCN
STAT EMP RET PLAN  3RD PARTY

ADVANCE EIC
DEPERDENT CARE
ALLOCATED TIPS
80C SEC-TIPS
NONQUAL SEC 457
NONQUAL NON 457

BOX 12A
128
12¢

Allows you to add a new W2 record to the existing file.
Allows you to review, modify, or delete a record, you must first use

the Search option to locate the record. Use standard querying
procedures to retrieve a record or series of records.
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NEXT

If your search locates more than one record, you can use this option
to view the next record.

PREVIOUS Returns to the previous record in the series found. Once you modify

a record, the Previous option is disabled. Use the Next option to
access subsequent records, or select Search again to find another set
of records.

MODIFY Allows changing or adding data to an existing employee record in the

W2 file. You must first use the Search option to load the record you
want to change.

DELETE Allows removing an existing record from the W2 file. When you

select the option, the prompt ENTER Y TO DELETE OR N TO
REENTER displays. Enter Y to erase the record or N to cancel.

END Returns you to the Employee W2 Update menu.
Field Descriptions
Tax Yr The calendar year being reported on the W2 form.
L Key
Data Type/Length .. ........oii i iinennns Integer
Format ... ... ... . e YYYY
Cntrl No The batch control identification number. If you enter a number that when

combined with the tax year, does not exist in the W2 file, the message
EMPLOYER RECORD WITH THIS CONTROL NUMBER NOT ON FILE. PLEASE
REENTER displays. Enter a valid control number.

Ty o e e Key
Data Type/Length .. ... ... i, Character/8
Default ... o e e 1

Note: If you determine that your control number is correct, but the tax year
is not, you need to start over. Press <CTRL/P> to cancel your entries.
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Employee ID

Seq No

Empl Type

Check Locn

SSN

W2 Processing
The employee’s ID number.
8+ Key
DataType/Length ...ttt Integer

One of the keys in identifying an employee’s W2 record. When the Create
Employee W2 File option is run, the system assigns a sequence number of 0
to all records created. If an employee needs multiple records, assign a
sequence number of 1 to the second record, 2 to the third record, and so forth.
You may have up to 10 records, including the original record.

Type o e i e Key
Data Type/Length . . .......coov i, Character/1
Default . ... i e 0
Valid Response .. ... ... viniiii i i ian i 0-9

Designates the employee’s status in regard to FICA taxes:

R Regular. Identifies employees subject to the full FICA tax, which
includes both Social Security and Medicare.

Q Medicare only. Identifies employees who are only subject to the
Medicare portion of the FICA tax.

0+ N Required
DataType/Length....... ... ... i iiiinnnns Character/1
Valid Response ............... R (for regular), Q (Medicare only}

To facilitate W2 form distribution, enter the check location code from the
employee’s Payroll/Tax Data screen.

TYPE e e Required
DataTypefLength................ ... .o iinin.. Character/4
Table Venfied ....................... Location Table, Personnel

The Social Security number from the employee’s Base Employee Data
screen. The system inserts the necessary hyphens.

TYPe e Required
Data Type/Length................ Character/11, including hyphens
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First Name

Last Name

Address 1

Address 2

City St

Zip

The employee’s first name and middle name/initial, as they should appear on
the W2, for example, MICHAEL D or MARY ANN.

0 5 T Required
DataType/Length........ ... .. it Character/30

The employee’s last name and suffix (if applicable), as they should appear on
the W2; for example, ADAMS JR or JOHNSON.

B+ N Required
DataTypefLength.. ..., Character/30

The first line of the employee’s address, as it should appear on the W2,

TP e e e e e Required
DataType/Length.............coiiiiiiineeenn... Character/30

The second line of the employee’s address.

TYPE e e Optional
DataType/Length...........oiii i, Character/30

Two fields for the employee’s city and standard state abbreviation.

City
Ty P oot e e Required
Data Type/Length . .. .. ... ... . iiiiinirnrne. Character/25
State Abbreviation
TyPE o e e Required
DataType/Length .. ... oov v iri i ir i e e aas Character/2

Two zip code fields. The first field, which is required, accepts the five-digit
code. Enter the optional zip extension preceded by a hyphen.

Zip
P -t e e Required
Data TypefLength........ .. ... ... .. ... ... ..... Character/5
Zip Ext
TYpE o e Optional
Data Type/Length.................. Character/$ (includes hyphen)
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Federal

Soc Sec

Medicare

State
(untitled)

W2 Processing

A two-field section for the amount of federal income tax withheld and the
taxable wages for the period being reported.

. 1= Required
Data TypelLength . ... ... coiiiin i Decimal/10,2
Default L e e e 0.00

A two-field section for the Social Security tax withheld and the wages subject
to FICA tax for the period being reported.

TYPE oo e e e Required
Data Typeflength . .. ........ ... .. oot Decimal/10,2
Default .. ...t i it i et e 0.00

A two-field section for the Medicare tax withheld and the wages subject to
the tax for the period being reported.

7o Required
Data Type/Length . ....... .. ... ... .. .......... Decimal/10,2
Default . ... .. e e, 0.00

A three-field section for the two-character abbreviation of the employee’s
current state of residence, the state income tax withheld, and taxable wages
for the period being reported.

- State (untitled)

1 2 Optional

Data Typeflength .......... ... ... oot Character/2
Tax

TYPE i e e e Required

Data Type/Length . .......... ... . oo, Decimal/10,2

Default . ... . e e e 0.00
Wages

TyPE e e Required

Data Type/Length............. ... e, Decimal/10,2

Default .. ... 0.00
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Previous State A three-field section for state income tax information if the employee
(untitled) relocated from one state to another during the tax year being reported.

Previous State Abbreviation (untitled)

YD o e e Optional
DataType/Length . ... Character/2
Tax
5 = O Required
Data Type/Length .. ......... ..o, Decimal/10,2
Default .. ... i i e 0.00
Wages
8 <7 N Required
Data Type/Length . . ... oo eereeeenannss Decimal/10,2
Default ... e 0.00
Local A three-field section holding information on the employee’s local income
(untitled) tax. This data includes the user-defined code for the municipality, the income

tax withheld, and the taxable wages for the period being reported.

Current Locality (Untitled)
B -2 PP Optional
Data Type/Length . ..o, Character/2
Tax
17+ Required
DataType/Length .............coiiiiiinin . Decimal/10,2
Default .. ... ... 0.00
Wages :
1 Required
Data Type/Length . .. ..., Decimal/10,2
Default .. ... e 0.00

Previous Locality A three-field section displaying income tax information from the previous

(untitled) locality if the employee moved from one municipality to another during the
tax year being reported. This data includes the locality’s two-character tax
table abbreviation, the income tax withheld, and taxable wages.

Previous Locality (untitled)
TYPE o e i Optional
Data Type/Length ............. ... ... ... ... ..... Character/8



v. 3.1

Stat Emp

Ret Plan

3" Party

Advance EIC

W2 Processing

Tax
TYPE et e e Required
DataType/Length .. .............cooiiii oot Decimal/10,2
Defanlt ...t ii i e e e 0.00
Wages
1 1 e Required
Data Type/fLength . ..., Decimal/10,2
Default ... i i e 0.00

Enter X to identify statutory (942) employees, or leave the field blank. A
statutory employee is subject to Social Security or Medicare but not federal
income tax. For additional information, refer to the IRS Circular E
publication, Employer’s Tax Guide.

1) 12 Optional
DataType/Length ... ...ttt ieir i ier s Character/1
Valid Response .................c...o... X if statutory employee

Enter X if the employee is an active participant in a retirement plan,
Otherwise, leave the field blank. If you entered D, E, F, or H in Box 12 or
any codes in the Pension Code fields of the Create Employee W2 File screen,
the system inserts an X in this field when W2s are loaded, provided there is
an amount associated with the codes.

15, - Optional
DataType/Length......covviin i enienans Character/1
ValidResponse ................ X if an active in a retirement plan

Enter X to indicate that the employee has been paid third-party sick pay.
Otherwise, leave the field blank.

05+ Optional
DataType/Length . ... ........ ... oot t. Character/1
ValidResponse ................... X for retirement plan deferral

The amount of advance Earned Income Credits, if applicable.

TWPE e e Required
DataType/Length. ......... ...t Decimal/10,2
Default ... ... 0.00
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Dependent Care

Allocated Tips

Soc Sec Tips

Nonqual Sec 457

Nonqual Non 457

Box 12 A-D

The amount paid or incurred for dependent care benefits under Section 129
of the IRS Code. Appears in Box 10.

TYPE oo e Required
Data Type/Length.............. ... oot Decimal/10,2
Default . ... ... e 0.00

The amount of allocated tips. Appears in Box 8.

TYPe o e e Required
DataType/Length . ............. .. ..coiiiiits, Decimal/10,2
Default ... ... e 0.00

The amount of tips subject to Social Security tax.

Type ..... P e Required
DataType/Length .............. ..o, Decimal/10,2
Default . ... 0.00

The amount of distributions from non-qualified section 457 plans.

Type ........... .. e e e Required
Data Type/Length .. ... ..o, Decimal/10,2
Default ... .. 000

The amount of distributions from non-qualified, non-section 457 plans.

TP i e e e Required
DataType/Length . ............. iiiiiivnnn.. Decimal/10,2
Default .. o e e e e 0.00

A four-field section for IRS-defined codes and the amount associated with
each code entered. Valid entries for the Code fields include:

Soc Sec Tax on Tips

Uncollected Medicare Tax on Tips
Life Ins Over $50000

Deferrals to a 401(k)

Deferrals to a 403(b)

Deferrals to a 408(k)(6)

Deferrals to a 457

Deferrals to a 501{c)(18)(D}

ZOmmgogaow e
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Box 14

NWRO T Z R

]

W2 Processing

Non-Taxable Sick Pay

Golden Parachute

Employee Business Expense

Uncollected Soc Sec Tax on Life Ins

Uncollected Medicare Tax on Life Ins

Moving Expenses

Military Allowances

Employer Contribution to a Medical Savings Account
Employee Salary Reduction Contribution to a Simple Retirement
Account

Employer Paid Adoption Benefits

You may provide up to four code/amount combinations, as needed. When
you enter a code, its description displays in the adjacent field.

Code
TYDE o e e Optional
Data Type/Length . .. ... .. ...t iet, Character/1
ValidResponse ............ ... it A-H, I-N, or P-T
TableHelp ... .....coin i e <CTRL/I>
Amount
Type . Required for each code entered
DataType/Length .. ... ..o i it Decimal/10,2
Default ... ... e C.00

A two-field section for additional employee information. The IRS does not
use this data, but the information is printed on the W2 form for the
employee’s benefit. The first field accepts an abbreviated description, while
the second holds the amount. Up to three lines may be entered

Description
. <P Optional
Data Type/Length . . ... ... ... ... v viiiiivnnnn Character/6
Amount
TP o i e e Optional
DataType/Length...... ... Decimal/10,2
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® Employee W2 File Edit Reports

Use this option before you print your W2 forms to generate detail and summary
reports for verifying totals and reviewing changes made to the W2 file.

The option’s menu path is W2 Processing > Maintain Employee W2 File >
Employee W2 File Edit Reports.

Print Payroll W2 Reports Screen

”

PRINT PAYROLL W2 REPORTS: DETAIL SUMMARY END
PRINT DETAIL W2 REPORT

---------------------------------------------------------------- MM/DD/YYYY

TAX YEAR
CONTROL NUMBER
FICA TAX CHECK
SORT ORDER

Ring Menu Options

DETAIL Generates the Payroll Detail W2 report, which lists all of the
information that will print on the W2 form, per employee.

SUMMARY Generates the Payroll Summary W2 report, which lists employees’
federal, state, local, FICA, and Medicare wages and withholdings,
as well as warning messages for FICA and Medicare taxes that do
not meet the tolerances specified.

END Returns you to the Maintain Employee W2 File menu.
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Field Descriptions -
Year The four-digit calendar year being reported on the W2 form.

Control Number

FICA Tax Check

Sort Order

Procedural Notes

The batch control identification number. Use standard query procedures to
enter your selection criteria. To search for more than one W2 file, separate
each control number with the pipe (|) symbol; for example,
20001\20002\20003, which would access three files created for the year
2000. To access all batch W2 files, leave the prompt blank.

This field only displays for the Summary option. Enter the dollars and
cents that you want to allow as a variance between the FICA tax withheld
and the amount calculated in W2 processing.

° When an amount exceeds the tolerance specified, the Payroll
Summary W2 report provides an error message, so that you can
identify the record and correct any possible errors.

L If you leave the field blank, the report flags all records that do not
match taxes exactly. Since many records will show a slight

variance, we advise that you set the tolerance at 0.09 (nine cents).

Enter the code designating the order for printing the report:

1 Name

2 . Check Location and Name
3 Zip Code and Name

4 Employee Type and Name

A report destination window displays after you verify your entries in the
Print Payroll W2 Reports screen.

The default file names for the two reports are:

Payroll Detail W2 Report w2detail.rpt
Payroll Summary W2 Report wl2summ.rpt
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The system generates the report as soon as you select a destination. When
the report is complete, the following message displays: 99 W2S PRINTED.
The number 99 represents the number of W2 forms generated.

Both reports list totals for each of the control numbers selected and also
provide a grand total of all information except for Box 14, which is not
totaled, and Box 12, which is totaled only for codes C, D, E, F, G, and H.

The Box 12 total for code C is identified in the totals section as LI (for life
insurance), while the totals for codes D, E, F, G, and H are identified as
DC (for deferred compensation).

If you sort by employee type and name, a total per type also appears.

If negative amounts appear in Box 14 in the Payroll Detail W2 report, the
following message appears at the end of the report: NOTE: THIS REPORT
CONTAINS NEGATIVE AMOUNTS.

If errors are found, the following message appears at the end of the Payroll
Summary W2 report: ***  (9) ERRORS WERE DETECTED IN THE
AMOUNTS *=** The number ¢ indicates the number of errors found.

Following are error messages that are included in the Payroll Summary
W2 report for each of the employees affected:

** INVALID: MEDICARE TAX NOT WITHIN TOLERANCE | **
** INVALID: FIGA TAX NOT WITHIN TOLERANCE | **

These messages indicate that the difference between the amount withheld
and the tax calculated in W2 processing exceeds the tolerance level set
with the FICA Tax Check prompt.

If the tax calculated by the system does not match the amount withheld,
the employee record must be corrected in order to report the proper
amount on the W2 form. Refer to the next section, Employee W2 File
Update, for details on how to modify an employee record.
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W2 Processing

Sample Payroll Detail W2 Report

SUNGARD PENTAMATION [NC.

- HUNMAN RESOURCES SYSTEM

PAGE NUMBER: 1

DATE: MM/DD/YYYY YOUR ORGANIZATION'S HAME WZAPTS
TIKE: HH:MH:SS PAYROLL DETAIL W2 REPCAT SORT BY NAME
SELECTION CRITEAIA: w2employee.batch_no=’ADMIN'
§OC-SEC-NO  EMPLOYEE NAME FED WAGES STATE WAGES LOCAL HWAGES ALLOC TIPS FICA WAGES DEPEND CARE
EMPLOYEE NO BOX 14-A FED TAX STATE TAX LOCAL TAX ADVANG EIC FICA TAX BOX 12-A
§EQ TYPE BOX 14-B ST ¥2 WAGES LOCALITY SOCSEC TIP MED HWAGES BOX 12-B
SDPLHDV B0OX 14-C CHK LOCN 8T #2 TAX LOC #2 WAGES NON-Q PLAN MED TAX BOX 12-C
LOC ¥2 TAX BENEFITS BOX 12-D
#2 LOCALITY
TOTALS: DC 401K 0C 4038 DG 408X DC 4578 oc 501¢C
sozoopnozonanso azgmaonmoe PEEEBEEEEEEGONAOXOSQCOBRT a—
CONTROL NO: TEST
142-34-5088 BEDLIA, AMELIA .00 .00 00 .00 24 ,268.28 .00
000000088 .00 .00 .00 .20 .00 1,603.96 .00
[} .00 .00 .Q0 24,258.28 .00
.00 2 .00 .00 .00 351.82 .00
00 .40 Q0
205-06-4378 BLACK, MARK L .00 41,303.32PA .00 00 60,600.00 .00
000906656 .40 .00 -8,843.54 .09 .00 3,757.20 .00
v A Lag Q0 .00 90,215.78 .00
.ot ADMH .00 .00 .00 1,298.12 .00
.00 .00 .00
E78-88-2770 CARTER, AMNA M 7,126,26 7,6801,40PA 7,601.40 .90 12,548.4¢0 .00
578882770 il 437,57 212.80 76.01 A0 777.89 .00
4 R L .00 09 .00 12,546.40 a0
.00 82 .00 .0Q .0 181.89 .00
.00 .0d .00
583-09-6711 CORTES-GARCIA, JULIA 2,150.84 2,150 .64PA 2,150,849 il 3,823.36 00
683086711 .00 48.90 6,21 21.51 .00 23r.12 .00
] .00 .00 PG .00 3,823.36 .00
.00 17 00 A0 .00 55.36 .00
.00 .00 .00
177.70-0077 FOX, MAXGELL A 5,239.38 £,239.38PA 6,239.38 .00 5,239.38 .00
Q00000077 Q0 £506.04 151,66 168.69 .00 324.84 .00
9 R 0 .00 80865 .00 5,2308.38 .00
oo 2 .30 .00 .00 75.96 .00
.00 .00 .00
563-89-6906 HOWARTH, NICOLE 5,056.80 §,3093.88PA 5,383.88 00 8,888.80 09
550800096 .00 118.32 151.08 107.88 .00 567.40 .00
¢ R .00 .00 57 a0 8,980.80 .00
.00 80 .00 .00 00 130.40 .00
.00 .00 .00
continued
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Sample Payroll Detail W2 Report (continued)

SUNGARD PENTAMATION INC. - HUMAN RESOURCES SYSTEM PAGE NUMBER: 2
OATE: MM/DD/YYYY YOUR CRGANIZATION'S NAME H2APTS
TIME: HH;MM:8§ PAYROLL DETAIL W2 REPORT SORAT BY NAME

SELECTION CRITERIA: wW2ebployee.batoh_nos'ADMIN'

S0C-8EC-NO EMPLOYEE NAME FED WAGES STATE WAGES LOCAL WAGES ALLOC TIPS FICA WAGES DEPEND CARE
EMPLOYEE NO BOX 14.A FED TAX STATE TAX LOCAL TAX ADVANC EIC FICA TAX BOX 12-A
BEQ TYPE BOX 14-B ST #2 HAGES LOCALITY SOCSEC TIP MED WAGES eox 12-B
SOPLHDYV BOX 14-C CHK LOCN ST #2 TAX LOC #2 HAQES NOK-Q PLAN MED TAX BOX 12-C
LOC ¥2 TAX BENEFITS BoX 12-D
N2 LOCALITY
TOTALS: OC 401K 0C 4008 OC 408K O 4678 o¢ 50%¢
messsaeeas S
578-86-68269 JOHNSON, PATRICE 7,560.78 7,660, 7BPA 7,560.78 00 10,167.42 .00
678868269 .00 723.92 211,68 76.64 .00 830.35 00
[1} R .0a .80 00 .00 10,167.42 .00
09 15 00 .00 .00 147.36 N1
.00 .00 .00
424-70-6566 JONES, MARY 7,673.87 7,673.87PA 7,673.87 .00 7.,673.87 .00
424708565 , 00 362.08 214.88 76.74 Q0 475.78 .00
'} R .00 00 []'] .00 7,673.87 .00
.00 66 .00 .00 .04 t11.28 .o
.80 00 .00
122-38-3563 LEVINE, CORINNE 35,251.41 36,261, 41NY .00 .00 38,281.41 .00
122383663 .00 6,869.26 2,030.17 .00 .Q0 2,249.50 00
[} R Nl .00 .00 36,281.41 .00
.00 [+]:] .00 .00 00 £26.13 .00
.00 .00 .00
433-21-3885 MOSLEY, JACQUELINE 5,852.85 8,243.04PA 8,243.04 00 10,400.48 00
433213685 00 801.53 174.79 124,82 00 644,083 .00
1] A 00 .00 66 L8 10,4€0.48 .00
.Q0 55 00 .09 .00 160.80 .00
.00 N1 .00
681-04-3578 MOUSSA, EVELYN 5,618.17 6,086, 06PA 5,008,086 .a0 0,130.54 .00
581043579 .00 65.68 164.83 88.87 .00 566.02 .00
¢ A .00 .00 0 a0 ,130.64 .00
00 08 .00 .00 .00 132.39 09
.00 .00 .00
661-66-4305 NARVAEZ, MORAIMA 191. 71 191.7T1PA 191.711 .00 1,407.68 .00
581684305 .00 .00 5.37 1.92 .00 67.28 .00
[} ] .20 .09 ag Q0 1,407.68 .00
.00 a2 00 .00 .00 20.42 00
00 .00 .00
continued
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W2 Processing

Sample Payroll Detail W2 Report (continued)

SUNGARD PENTAMATION INC,

- HUMAN RESOURCES SYSTEM

PAGE NUMBER: 3

DATE: MM/DD/YYYY YOUR ORGANIZATEION‘S NAME H2RPTS
TIKE: HH:MM:SS PAYROLL DETAIL W2 REPORT SORT BY NAME
SELECTION CRITEAIA: H2oaployee.batch_no='ADMIN'
80C-8EC-NO  ENMPLOYEE MAME FEQ WAGES STATE WAQGES LOCAL HAGES ALLOC TIPS FICA WAGES DEPEND CARE
EMPLOYEE NO BOX 14-a FED TAX STATE TAX LOCAL TAX ADVARC EIC FICA TAX BOX 12-A
SEQ TYPE BOX 14-8 ST #2 HAGES LOCALITY SOCSEC TIP MED WAGES BOX 12-8
SOPLHDYV 80X 14-C CHK LOCH ST #2 TAX LOC #2 WAGES NON-Q PLAN MED TAX BOX 12-C
LOC #2 TAX BENEFITS BOX 12-D
#2 LOCALITY
TOTALS: BC 401K DC 4038 DC 408K DG 4678 oC 501C
nano semooes aan a momnn
683-808-5867 OSUNA, MANUELA B,560.64 9,131, 36PA 9,131,386 .00 13,697.04 . 0o
563609667 .00 1,038.28 256.80 91.36 .00 849.12 .00
¢t R .00 .00 og .00 13,667.04 .00
00 08 40 .09 e 180.72 00
.00 A0 00
5B4-68-2097 PEREZ, ELBA 6,603.45 7,139, 72PA 7,130.72 .00 11,636.89 .00
584882097 .00 757.60 1689.95 71.39 b0 721.34 00
0 R 00 .00 0o .00 11,635.80 .00
.00 1) .00 .00 .00 168.72 .00
.00 .00 .00
£02-46-9472 RIVERA-LOPEZ, IVEFTE 4,333,908 4,679.94PA 4,676.684 .00 8,069.76 .00
562469472 .00 278.63 131.04 48.76 .00 489,62 .00
¢ R .00 .00 9 Rl 8,068.76 .00
.00 L 00 .00 .00 116.83 .00
.00 .00 .00
6683-03-3936 RODRICUEZ, ANGELA 2,99 .47 3,126.30PA 3,126.90 .00 3,126.90 .00
583033838 Q0 256.14 87,57 31.27 .00 193.85 .og
9 R .00 .00 20 00 3,126.90 .00
e 55 00 .00 00 46.36 .00
Q0 .00 .00
J333-33-3233 SMITH, B0B 60,787.48 50,787.48PA 668,568.72 .00 60,600.00 .00
4900333333 il 6,610.07 E,170.05 5,452.72 10.00 3,767.20 .00
4 A .00 .00 20865 00 68,558,72 .00
0 1 .00 .00 .00 973.63 .00
.00 .00 .00
£084-80-3186 UBALDINI, LUISA 4,838.80 5,181.39PA 5,161,238 .00 5,161.39 .00
584603166 .00 291.53 144,52 103.24 .00 3290.00 .00
2 R .00 .00 86 .00 6,161.39 .00
.00 &5 06 .00 .00 74.84 .00
.00 .00 .00
continued
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Sample Payroll Detail W2 Report (continued)

SUNGARD PENTAMATION INC. - HUMAN RESOURCES SYSTEM

PAGE NUWBER: 4

DATE: MM/DD/YYYY YOUR ORGANIZATION'S NAME HZRPTS
TIME: HH:KM:SS PAYROLL DETAIL W2 REPCAT SORT BY NAME
SELECTION CRITERIA: uzenployee.batch__non'mnm'
S0C -SEC-NQ EMPLOYEE NAME FED WAGES STATE HWAGES LOCAL WAGES ALLOC TIPS FICA WAQES DEPEND CARE
EMPLOYEE NQ BoX t4-a FED TAX STATE TAX LOCAL TAX AQVANC EIC FICA TAX BOX 12-A
8EQ TYPE BOX 14-B ST w2 WAGES LOCALITY SOCSEC TIP MED WAGES BOX 12-8
SDPLHDY BOX 14-C CHK LOCN ST #2 TAX LOC #2 WAGES NON-Q PLAN MED TAX BOX 12.C
LOC ¥#2 TaX BENEFITS BOX 12-D
#2 LOCALITY
TOTALS: Dt 491K DC 4038 DC 408K DT 4578 D¢ 501C
582-61-4981 VARGAS, ANA 4,321.70 4,600.79PA 4,808.79 .00 7,867.63 .00
EB2814581 .00 464.66 129.08 46.08 .00 487.18 .00
[} R .00 Q0 00 .00 7,857.63 .00
L] [+1:3 .00 .00 .00 113.98 .00
.60 L00 .00
403-70-2838 WILKERSON, DOLORES E 8,053.82 8,500.08PA 8,500.08 .00 8,500.08 09
403702838 .00 841.68 238.01 85.00 .00 528.99 .00
a R .00 .00 (1] .00 8,600.08 K1
.00 85 .00 .0e 00 123.256 .90
.00 .00 .00
421-80-0193 HINDHAM-LEE, QUEENIE M 10,024,190 10,590.03PA 10,5680.03 .60 17,661.15 L0
421800193 .00 1,321.48 286,63 106.81 Q0 1,004.87 .00
Q 3 .00 .00 [:1-] 00 17,661.15 .04
.00 07 .00 .00 .1 256.16 .00
.00 Q0 .00
461-70-6170 WAIGHT, DOVIA L 4,423.89 4,710.78PA 4,718.78 .00 ¥ ,B68.62 L]
451708170 .00 479.87 132.16 80.81 .00 483.91 .00
a [ L] B0 87 0o 7,966.62 .00
.00 a7 .00 .00 .00 115.57 .00
.00 .00 .00
339-86-4376 YELLOW, MARK L .00 41,303.32PA oo i) 80,600.00 .00
[LARREREAI .00 .00 -8,0843.64 .00 .00 3,767.20 N
[1} R .00 .00 . .00 90,215,780 00
.00 ADMN .00 .00 .00 1,208.12 .00
.00 .op .90
112-20-7701 ZACCARDO, GEORGE 67,240.90 67,240, 00PA .00 N1 4,5920.00 .00
112207701 0 4,245.26 1,949.98 .00 .00 306.04 .00
Q R 00 .00 .0d 4,920.00 .00
.00 1 .00 .00 .06 71.37 .00
N1 .90 .00
continued
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W2 Processing

Sample Payroll Detail W2 Report {(continued)

SUNGARD PENTAMATION INC.

- HUMAN RESOURCES SYSTEM

PAGE NUMBER: 5

DATE: MM/DD/YYYY YOUR ORGANIZATION'S NAME WZRPTS
TIME: HH:MM;SS PAYAOLL DETAIL W2 REPORT SORT BY NAME
SELECTION CRITERIA: W2employes.batch_no='ADMIN'
SOC-SEC-NO  EMPLOYEE NAME FED WAGES STATE WAGES LOCAL WAQES ALLOC TIPS FICA WAGES DEPEND CARE
ENPLOYEE KO BOX 14-A FED TAX STATE TAX LOCAL TAX ADVANC EIC FICA TAX BOX 12-A
SEQ  TYPE BOX 14-B ST #2 WAGES LOCALITY SOCBEC TIP HED WAGES BOX 12-8
SOPLHDY BOX 14-C CHK LOCN ST ¥2 TAX LOC ¥2 WAGES NON.Q PLAN MED TAX BOX 12-C
LOC #2 TAX BEMEFITS BOX 12.D
#2 LOCALITY
TOTALS: 0C 401K 0C 4038 DC 408K DC 4579 DC 501C
coaa sossuauEsd cdaoags
* TOTAL CONTROL NO: TEST 263,886.20 351,484,18 172,165.37 .00 400,301,897 .00
26,997, 10 -6,674.76 8,826.63 10.00 24,618.588P .00
.00 .00 486,480.26L1 .00
.00 .00 .00 6,738,67
.00 .00 OTHER .00
.00 .00 .00 .00 .00
* TOTAL REPORT 262,068.20 361,484,189 172,166,37 00 400,301.97 .00
26,907.40 6,874,768 6,026.83 16.00 24,818.655P Q0
.00 .00 465,490,251 .00
.00 .00 .00 8,738.57
.09 .09 OTHER .08
.00 .00 .00 .00 .00
BOX 12 TOTALS: LABEL TOTAL
A .00
B .00
c .00
D .0G
E .90
F 00
a .00
H .00
J .00
K .00
L .00
M .40
N .00
P .00
a .00
L] .00
5 .00
7 .00
v .00
BOX 14 TOTALS: LABEL TOTAL
NOTE: THIS REPOAT CONTAINS NEGATIVE AMOUNTS
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Sample Payroll Summary W2 Report

SUNGARD PENTAMATION IKC. - HUMAN RESOURCES SYSTEM

PAGE KUMBER: 1

11-42

DATE: FM{DD/YYYY YOUR ORGANIZATION'S NAME HZ2RPTS
TIME: HH:MM:8S PAYROLL SUMMARY W2 REPORT SORT BY RAME
SELEGTION CRITERIA: w2employee.batch_no=*ADMIN®
S0C-SEC-NO  SEQ  EMPLOYEE NAME CK LOC FED WAGES STATE WAGES LOCAL WAGES FICA WAGES MED WAGES
EMPLOYEE NO TYPE FED TAX STATE TAX LOCAL TAX FICA TAX MED TAX
ST #2 HAGES LOC #2 WAGES
ST #2 TAX LOC ¥#2 TAX
asresnsnasononoesnon sana =aonu
CONTROL NO: TEST
142-34-6088 ¢ BEDLIA, AMELIA 2 , 00 00 .00 24,256.28 24,266,268
ooooon0as R , 00 00 .00 1,603.96 351.82
.00 .00
.00 .00
209-086-4378 9 BLACK, MARK L ADHMN .00 41,303.32 . 0e 60,600.00 60,215.79
000005565 R .00 -8,843.54 .00 3,767.20 1,208.12
.00 .00
.00 a0
=v INVALID: NEGATIVE AMOUNT DETECTED { **
578-88-27789 ¢ CARTER, ANNA M 82 7,126.26 7,601.40 7,601.4¢ 12,645, 40 12,645.40
678862779 [ . 437.57 212,89 76. 01 777.88 181,89
.00 .00
.00 00
533-09-5711 0 CORTES-GARGIA, JULIA 17 2,150,564 2,160.64 2,160.84 3,823,386 3,823.38
583095711 R 48.00 50.21 21,81 23r.12 85.38
.00 .00
00 .00
177-70-0077 0 FOX, MAGHELL A 2 5,239.38 §,239.38 §,239,38 §,239.38 5,239.38
00000077 R 506,04 151.85 1608.69 324,84 76.90
.00 .00
.00 .60
553-89- 8896 0 HOWARTH, NICOLE 90 §,0586.80 §,393.48 5,383,088 8,989.80 8,9689.80
558898996 R 118.32 151.08 107.88 557,40 130.40
.00 .00
.00 .00
570-86-0260 0  JOHNSOH, PATRICE 15 7,560.78 7,560.78 7,560.78 10,167.42 10,167.42
578868263 A 723.82 211,69 75.64 630.35 147,35
.00 .00
.00 .00
424-70-6665 O JONES, MARY 55 7,673.87 7.673.87 7,673,87 7,673,87 7,673.87
424706565 i} 352.08 214.88 76.74 475.76 111.28
.00 .00
.00 .00
122-38-3663 0 LEVINE, CORINNE (1} 38,281.41 35,251.41 00 36,281.41 36,281.41
122383563 R 6,B69.26 2,030,147 .00 2,249.50 626.13
.00 .00
.00 .00
433-21-3%85 0  MOSLEY, JACQUELINE 55 5,882,865 6,243,04 B,243,.04 10,400.48 10,400,448
433213865 ] ae1.863 174,78 124,02 544 .83 160.9¢
.00 .00
.00 00
continued
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W2 Processing

Sample Payroll Summary W2 Report (continued)

SUNGARD PENTAMATION INC,

- HUMAN RESOURCES SYSTEM

PAGE NUMBER: 2

DATE: MM/DDYYYY YOUR ORGANIZATION'S NAME W2RPTS
TIME: HH:HM:8S PAYROLL SUKMARY W2 REPORT SORT BY NAME
SELECTION CAITERIA: wW2employoe,batch_no='ADMIN®
§0C-SEC-NO S5EQ  EMPLOYEE NAME CK LOC FED WABES STATE WAGES LOCAL WAGES FICA WAGES MED WAGES
EMPLOYEE NO TYPE FED TAX STATE TAX LOCAL TAX FICA TAX KED TAX
ST #2 WAGES LOC #2 HAGES
T #2 TAX LOC #2 TAX
LL b EEOERD -1 ) o=
601-04-3578 0  HKOUSSA, EVELYN 08 5,618.17 5,888.08 5,886.08 9,130.564 9,130.54
5810435789 R 85,68 164,83 58.47 666,02 132.3%8
.09 .00
.00 .00
681-66-4305 0 NARVAEZ, HORAIMA B2 191,71 191.71 151.71 1,407.68 1,407.68
581694305 R .00 5.37 1.82 67.28 20.42
.00 .00
.00 .00
583 -68-9667 0 OBUNA, MANUELA 98 f8,660,64 9,131.386 8,131.,36 13,607.04 13,697,04
5683685667 R 1,039,236 256,68 91,38 B4B.12 158.72
.0g 00
i [/] A
584-86-2087 @ PEREZ, ELBA 98 6,693.456 7,139.72 7,138.72 11,6835.80 11,836.80
64682087 R 757.80 198,96 7t.38 721.34 168.73
.0 .00
08 L0
582-46-8472 0 RIVERA-LQPEZ, IVETTE : 14 4,388.98 4,870.84 4,679.84 B8,059.78 8,050.76
582459472 R 278.93 131.04 46.76 499.62 118.93
.00 .00
00 .00
£083-03-3536 0 RODAIQUEZ, ANGELA 55 2,991.47 3,128.80 3,128.90 3,126.90 3,126,90
683033536 R 268.14 B7.57 31.27 193.85 45.35
.00 .00
.00 .00
333-33-3I33 0 SMITH, 808 t 60,7687.48 80,707.48 66,558.72 60,800,400 66,558.72
000333333 R 6,910.47 5,170.05 6,452.72 3,757.20 873.63
.00 .00
D] .60
£84-80-3166 0 UBALDINI, LUISA &5 4,038,090 &§,161.39 5,161.39 5,161.38 5,161.39
584603166 L] 201.53 144,82 103.24 320,00 74.64
] a0
.00 .00
§02-81-4981 0 VAAGAS, ANA 08 4,321.70 4,600.79 4,609,.79 7,857,863 7,6857.63
582614981 R 464,85 128.08 46.09 4B7.18 113.99
.00 .00
.00 .00
403-70-2638 0  WILKEASON, DOLORES E 56 ©8,059.82 8,500.08 8,500.08 8,600.08 8,600,08
403702638 R §41.68 238.01 85,00 §26.99 123.25
.00 .00
.00 .00
continued
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Sample Payroll Summary W2 Report (continued)

SUNGARD PENTAMATION INC. - HUMAN RESOURCES SYSTEM

PAGE NUMBER:

DATE: HM/DD/YYYY YOUR OAGANIZATION'S NAME H2APTS
TIME: HH:HM:8S PAYROLL SUMMARY W2 REPORT SOAT BY NAME
SELECTION CRITERIA: w2employea.batch_nos'ADMIN'
SOC.-SEC-NG  SEQ  EMPLOYEE NHAME €K LOC FED WAQES STATE HAQES LOCAL WAGES FICA WAGES KED WAGES
EMPLOYEE &0 TYPE FED TAX STATE TAX LOCAL TAX FICA TAX MED TAX
ST W2 WAGES LOC #2 WAGES
8T #2 TAX LOC 72 TAX
awozooosanooose szaco moawsaanaan ]
421-80-0183 0  HWINDHAM-LEE, QUEENIE M 07 10,004.10 10,590.03 10,680.03 17,861,156 17,661.15
421000183 A 1,321.48 296.63 106.81 1,094,687 268.16
.00 00
.00 A1y
451-7T0-9170 U  HRIGHT, DOVIA L o7 4,423.89 4,718.78 4,718.78 7,866.62 7,966.62
451708170 R 479.97 132,18 80.61 483.61 116,57
e .00
00 .00
339-86-4376 0  YELLOW, MARK L ADMN .00 41,383,932 .00 60,8600.00 80,216.78
[LIRREARNR R .00 -8,842,54 .00 3,767.20 1,208.12
00 00
Ll L00
“* [NVALID: NEGATIVE AMOUNT DETECTED | **
112-20-7701 0 ZACCARDO, GEORGE 1 67,240.00 67,240,900 .00 4,520.00 4,820.00
112207701 R 4,245.20 1,040,885 .00 06.04 1,37
00 0
.00 .00
* TOTAL CONTROL HO: TEST 263,866.20 351,464.18 172,1586.37 400,301.907 465,480.25
26,807,10 +6,674.76 6,0829.83 24,818,56 6,738.67
.00 .00
.00 .00
* TOTAL REPORT 283,006.20 351,464.18 172,165.37 400,301.97 466,460,256
26,907.10 -5,674.76 6,826.63 24,818,658 8,7308.87
.00 .00
.00 .00
i 2 ERRORS WERE DETECTED IN THE AMOUNTS **=
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u Employee W2 File Purge

Use this option to delete W2 work files. You may purge a file under one of the
following conditions:

¢  The data in the Create Employee W2 File screen needs to be corrected. To
create one with the correct information, you must purge the existing file.

] You printed forms for a given year and no longer need the work file.

Only one file can be deleted at a time, as identified by the tax year and control
number combination. '

Caution: This option deletes all employee W2 records in the work file specified,
including any changes made to records using the Employee W2 File Update
option. The purge does not delete the data used to create W2 work files,
therefore, W2s can be recreated.

(-\ The option’s menu path is W2 Processing > Maintain Employee W2 File >
Employee W2 File Purge.

Employee W2 File Purge Screen

-

EMPLOYEE W2 FILE PURGE: PURGE END
PURGE EMPLOYEE W2 FILE

e MM/DD/YYYY

TAX YEAR TO-PURGE FROM EMPLOYEE W2 WORK FILE
CONTROL NUMBER TO PURGE
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Procedure

To purge a W2 work file:

1.

2.

Select PURGE from the ring menu.

In the Tax Year to Purge From Employee W2 Work File field, enter the
year of the W2 file you wish to purge.

In the Contrel Number To Purge field, enter the number of the W2 file
you want to purge. This was the number entered when the file was
created, usually the number 1, although other control numbers may also
exist.

At the data verification prompt, enter Y to purge the file or N to change
your entries. To cancel the process and return to the ring menu, press
<CTRL/P>.

When you verify your data, the message DELETING W2 WORK RECORDS
FOR (tax year) displays.

The cursor returns to the ring menu when the purge is completed.
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W2 Processing

Print W2 Forms

Once you verify all totals in your work file are correct, you are ready to print your
W2 forms. This option prints the forms and, if necessary, allows you to restart a
print job from a specified point in the work file. You can also reprint an
individual W2 form based on the employee number or Social Security number.

The 'option’s menu path is W2 Processing > Print W2 Forms.

Print Payroll W2 Forms Screen

7

PRINT PAYROLL W2 FORMS: PRINT RESTART INDIVIDUAL END
PRINT W2'S

TAX _YEAR .

EMPLOYER CONTROL NUMBER

SORT ORDER**

PRINT EMPLOYEE CHECK LOCATION (Y/N)

tlilIMPORTANTtQ*Q
IF BOTH REGULAR AND GUALIFIED MEDICARE EMPLOYEE W2 FORMS ARE BEING
PRINTED FOR THE SAME EMPLOYER AND YOU WILL BE SUBMITTING THE W2
PRINTED FORMS ONLY AND NOT MAGNETIC MEDIA TO THE SOCIAL SECURITY
ADMINISTRATION, YOU MUST SELECT "4 FOR THE SORT CRDER - SORT BY
EMPLOYEE TYPE - FOR PROPER ORDERING OF THE W2'S ON THE FORMS.

Prerequisites

Before using this option, you must perform the following steps:
1. Place the W2 forms in your printer.
2. Verify the printer is set to print six lines per inch.

You also may need to line up your forms. If so, choose the Line Up option from
the prompt that appears before printing begins.
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Procedures

PRINT

This section describes procedures for using the Print, Restart, and Individual ring
menu options.

1. Select PRINT from the ring menu.
2. In the Tax Year field, enter the four-digit year for the forms being printed.

3. In the Employer Control Number field, enter the control number of the
W2 records being printed. This number corresponds with the control
number entered on the Employer Maintenance screen.

To enter more than one control number, separate each one with the pipe
symbol; for example 7|2|3. If you leave this field blank, the system prints
all records in the W2 file for the year specified.

4. In the Sort Order field, indicate the order for printing your forms by
entering one of the following codes:

i Name

2 Check Location and Name
3 Zip Code and Name

4 Employee Type and Name

If both regular and qualified Medicare employee W2 forms are being
printed for the same federal Employer Identification Number and you are
only submitting W2 forms to the Social Security Administration (rather
than magnetic media), you must select 4 as the sort parameter.

5. In the Print Employee Check Location (Y/N) field, enter Y to print
employees’ check locations on W2 forms, as specified in the Employee
W2 File Update screen. Otherwise, enter N.

6. At the data verification prompt, enter Y to accept your data or N to enter
different information.
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7. The report destination window displays. - The default file name for storing
your W2 forms is w2forms.rpt. If you are printing forms in batches and
are saving the individual batch files, you must enter a unique name for
each to avoid overwriting existing files.

The system also generates a log file for recording any errors encountered
during printing. This file is stored under the name w2frms.log.

8. The prompt CHOOSE: P=PRINT W2'S, L=LINE UP W2's, E=EXIT
displays after you select a destination. Enter one of the following codes:

P Print W2’s. Immediately sends your data to a printer. Be sure
your forms are lined up before selecting this option.

L Line up W2’s, Prints all X’s to allow you to check the alignment
of your forms. You may select this option as many times as needed
until the alignment is correct. The system prints two forms per
page. As a result, be sure to verify that the forms are advanced to
the top of a page before you start printing,

(p\ RESTART

L. If you need to interrupt a print run and want to resume printing, select
RESTART to display the following screen:

PRINT PAYROLL W2 FORMS: PRINT RESTART INDIVIDUAL END
RESTART PRINTING OF W2s

--------------------------------------------------------------- MM/DD/YYYY

TAX YEAR LAST GOOD EMPLOYER CONTROL NO
EMPLOYER CONTROL NUMBER LAST GOOD EMPLOYEE SSN

SORT ORDER**

PRINT EMPLOYEE CHECK LOCATION (Y/N)

FOR A CORRECT RESTART, THE SAME ENTRIES FOR TAX YEAR, EMPLOYER CONTROL
NO, AND SORT ORDER MUST BE USED AS WERE SPECIFIED FOR THE CRIGINAL W2
FORMS. THE LAST GCOD EMPLOYER CONTROL NO AND EMPLOYEE SSN SHOULD BE
TAKEN FROM THE LAST COMPLETE W2 THAT WAS SUCCESSFULLY PRINTED.
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2. Enter the same selection criteria (tax year, control number, and sort order)
used for the original run. For consistency, you also should provide the
same response to the Print Employee Check Location (Y/N) field.

3. In the Last Good Employer Control No field, enter the control number
of the forms that were being printed when you interrupted the run.
Usually, the control number is 1, unless you are printing forms for
multiple EINs.

4. In the Last Good Employee SSN field, enter the Social Security number
of the last employee whose form printed successfully before printing was
interrupted. The restart begins with the next employee in the W2 file.

5. At the data verification prompt, enter Y to accept your data or N to enter
different information.

6. The report destination window displays. The default file name for storing
your restarted W2 forms is w2frms_r.rpt. If you are printing forms in
batches and are saving the individual batch files, you must enter a unique

€\ name for each to avoid overwriting existing files.

The system also generates a log file for recording any errors encountered
during printing. This file is stored under the name w2fims.log.

7. The prompt CHOOSE: P=PRINT W2'S, L=LINE UP W2's, E=EXIT
displays after you select a destination. Enter one of the following codes:

P Print W2’s. Immediately sends your data to a printer. Be sure
your forms are lined up before selecting this option.

L Line up W2’s. Prints all X’s to allow you to check the alignment
of your forms. You may select this option as many times as needed
until the alignment is correct. The system prints two forms per
page. As a result, be sure to verify that the forms are advanced to
the top of a page before you start printing.
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INDIVIDUAL

1. Select INDIVIDUAL from the Print Payroll W2 Forms screen to display
the following screen:

F
PRINT PAYROLL W2 FORMS: PRINT RESTART INDIVIDUAL END
PRINT INDIVIDUAL W2S
------------------------------------------------------------------- MM/DD/YY
TAX YEAR
EMPLOYER CONTROL NUMBER
EMPLOYEE SSN
EMPLOYEE NUMBER
SORT ORDER**

PRINT EMPLOYEE CHECK LOCATION (Y/N)

Hhkw IMPORTANTRI‘!I
IF BOTH REGULAR AND QUALIFIED MEDICARE EMPLOYEE W2 FORMS ARE BEING
PRINTED FOR THE SAME EMPLOYER AND YOU WILL BE SUBMITTING THE W2
PRINTED FORMS ONLY AND NOT MAGNETIC MEDIA TO THE SOCIAL SECURITY
ADMINISTRATION, YOU MUST SELECT "4" FOR THE SORT ORDER - SORT BY
EMPLOYEE TYPE - FOR PROPER ORDERING OF THE W2‘'S ON THE FORMS.

2. In the Tax Year field, enter the tax year for the form being printed.

3. In the Employer Control Number field, enter the control number of the
W2 records.

4. In the Employee SSN field, enter the Social Security Number of the
employee. Be sure to include the hyphens. To select more than one
employee, separate each number with the pipe symbol; for example,
195-28-8872|205-13-6735|203-71-4927.

Leave this field blank if you want to use employee numbers instead of
Social Security numbers. However, if you leave this and the Employee
Number field blank, forms will be printed for all employees in your W2
work file. '
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5. In the Employee Number field, enter the identification number of the
employee whose form you wish to print.

. To select multiple employees, separate each number with the pipe
symbol, as shown in the example in Step 4.

o If you are using Social Security numbers, you may leave this
prompt blank.

The remaining steps are the same as those used with the Print option (Steps 4-8).
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Create W2 Magnetic Media

Use this option to create a file for transferring your W2 records to tape or disk.
The choice is determined by the Media Type field, which is described earlier in
the Set Up/Copy W2 Information section of this chapter.

The option’s menu path is W2 Processing > Create W2 Magnetic Media.

Create W2 Magnetic Media Screen

’
W2 MAGNETIC MEDIA REPORTING: CREATE TRANSFER END
W2 MAGNETIC MEDIA DATA CREATION

----------------------------------------------------------------- MM/DD/YYYY

TAX YEAR
3rd PARTY INCOME TAX
INCLUDE "RS" RECORDS

RESUB INDICATOR
TLCN NUMBER FOR RESUBMIT

Ring Menu Options
CREATE Produces the database file containing your W2 information. You
must run the Create option before the Transfer option, and the two
must be run back to back.

TRANSFER Transfers the database file to disk or tape.

END Returns you to the W2 Processing menu.
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Procedures

CREATE

The Create W2 Magnetic Media screen includes ring menu options for setting up
and transferring a tape or disk file. Following are the procedures for using these
options:

Select CREATE from the ring menu.

In the Tax Year field, enter the four-digit year that applies to your W2
file.

In the 3rd Party Income Tax field, enter the amount of income tax
withheld for your third party sick pay vendor. This field is optional, so
you may press <ENTER> to accept the zero default if desired.

At the Include “RS” Records field, enter Y to include supplemental
records for state and local reporting in the W2 file. Enter N if you do not
want to include these supplemental records.

In the Resub Indicator field, enter Y if the file is being resubmitted or N
if it is not.

If the file is being resubmitted, enter the appropriate TLCN nurnber from
the Social Security Administration (SSA) notice in the TLCN Number
For Resubmit field.

The TLCN Number is a control number on the notice sent by the Social
Security Administration (SSA) when there are errors in the file.

Respond Y to the data verification prompt to confirm your entries or N to
reenter the data.

Select the DISK option from the file destination window, or choose END
to cancel the process. The default file name displayed depends on the type
of media specified in the Set Up W2 Parameters screen:

Tape wltape.rpt
Disk ' wldisk.rpt
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TRANSFER

Tape

W2 Processing

7. After you select a file destination, a report destination window displays for
generating the W2 Detail report. In addition to employees’ Social Security
numbers and addresses, the report provides their gross wages, taxable
wages, and federal withholdings for income, Medicare, and Social Security
taxes. The report’s default file name is w2edit.rpt. |

8. When the process is complete, the following message and prompt display:

ASCII FILE (path and file name) CREATED.
COPY FILE TO APPROPRIATE MEDIA BY SELECTING TRANSFER FROM
RING MENU.

PRESS <CR> TO CONTINUE:

9. Press <ENTER> to return to the ring menu.

Before transferring your records, check the W2 Detail report that was generated
when you created the W2 file. If any errors are indicated in the report, make the
necessary corrections and create a new file.

The screen for using the Transfer option depends on whether tape or diskette is

specified as the media type. Following are separate discussions on the procedures
used for transferring W2 files with the two different media types:

1. Select TRANSFER. If the tape is the transfer medium specified in the Set
Up W2 Parameters screen, the following screen displays:
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7
TRANSFER DATA FILE TC TAPE MEDIA:  TRANSFER EXIT
TRANSFER DATA FILE TC TAPE MEDIA

---------------------------------------------------------------- MM/DD/YYYY

W2 FILE NAME fTas/log/w2tape.rpt
MEDIA DEVICE

IF THE DEFAULT COMMAND DOES NOT WORK ON YOUR SYSTEM, PLEASE REFER TO
THE PROCEDURES USED FOR DIRECT DEPOSIT OR RETIREMENT FILE TRANSFER
TO COPY THE ABOVE FILE TO TAPE OR DISKETTE

THE SIZE OF THE MEDIA FILE IS 211868 BYTES (211 KB)

2. Check your tape drive to confirm that a tape is loaded.
(b\ 3. The name and directory path of the W2 file you created default to the W2
File Name field. You cannot change this information. A message also

displays indicating the size of the file being transferred. For example:

THE SIZE OF THE MEDIA FILE IS 211868 BYTES (211 KB)

4. In the Media Device field, enter the name and directory path of the device
driver you are using. This file should be located in your /dev directory.

5. At the data verification prompt, enter Y to accept your entries or N to
reenter the file name and directory path.

6. The following prompt displays after you confirm your entry:

VERIFY THAT THE FILE EXISTS AND CONTAINS DATA
PRESS ANY KEY TO LIST THE FILE

Press <ENTER> to display the file information, which should include your
user ID and group, the size of the file, the date and time the file was
created, the file’s name and directory path, and other data. For example:

-rW-rW-ri- 1 userid usergrp 211868 Dec 28 13:42/log/w2tape.rpt
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Diskette

10.

11

W2 Processing

The prompt PRESS ANY KEY TO CONTINUE displays. Press <ENTER>
after you review the file information.

The Command To Be Processed section displays the series of commands
that will be executed in transferring the file. For example:

THE GOMMAND TO EE PROCESSED:

dd if=/fas/log/w2tape.rpt ibs=6900 o0bs=6875 chs=275
conv=block | dd bs=6875 of=asd conv=ebcdic

The prompt ENTER Y TO CONTINUE, OR N TO SKIP also displays.
Enter Y to transfer your file or N to cancel the process and return to the

ring menu.

When the file is transferred, the prompt PRESS ANY KEY TO CONTINUE
displays. Press <ENTER> to return to the ring menu.

If an error is encountered that prevents the file from being transferred, the
appropriate message displays. For example:

ERROR 512 OCCURRED WHILE COPYING FILE TO THE MEDIA DEVICE.

See your system administrator for assistance if the file fails to transfer.

Select TRANSFER. If diskette is specified as the media type in the Set Up
W2 Parameters screen, the following screen displays:
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TRANSFER DATA FILE TO DISKETTE MEDIA:  TRANSFER EXIT
TRANSFER DATA FILE TO DISKETTE MEDIA

....... e meeteeceiciiiediiieiiesseooccoaonaoooo~-MM/DD/YYYY
W2 FILE NAME /fas/log/w2disk.rpt
DOSCOPY COMMAND
SAMPLE COMMAND: doscp /fas/log/w2disk.rpt a:w2report
IF THE DEFAULT COMMAND DOES NOT WORK ON YQUR SYSTEM, PLEASE REFER TO

THE PROCEDURES USED FOR DIRECT DEPOSIT OR RETIREMENT FILE TRANSFER
TO COPY THE ABOVE FILE TO TAPE OR DISKETTE

THE SIZE QF THE MEDIA FILE IS 211886 BYTES (211 KB)

2. Insert a new diskette in the disk drive.

(N 3. The name and directory path of the W2 file you created default to the W2
File Name field. You cannot change this information. A message also
displays indicating the size of the file being transferred. For example:

THE SIZE OF THE MEDIA FILE IS 211868 BYTES (211 KB)

Check if the storage capacity of your diskette is sufficient to accommodate
the size of your file,

4, The message ENTER UNIX DOSCOPY COMMAND TO TRANSFER W2 FILE TO
DISKETTE displays, and a sample command appears in the middle of the
screen. For example:

SAMPLE COMMAND: doscp /fas/log/w2disk.rpt a:w2report

5. In the Doscopy Command field, enter the command for transferring the file,
following the example on the screen.

Note that your entry must contain a single space between the doscp

command, the directory path/file name, and the file name for the A disk
drive. Also, while you may enter a different name for your diskette copy
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10.

W2 Processing

(a-w2report in the example), you cannot change the source directory
path/file name shown for the file being transferred.

After you enter the command, the data verification prompt displays. Enter Y
to execute the transfer or N to change the Doscopy command. To cancel at
this point and return to the ring menu, press <CTRL/P>.

The message VERIFY THAT THE FILE EXISTS AND CONTAINS DATA
displays after you accept the device name, and the prompt PRESS ANY KEY
TO LIST THE FILE also displays.

Press <ENTER> to display the file informatioh, which includes your user ID
and group, the size of the file, the date and time it was created, the file's
directory path/file name, and other data. For example:

-rW-TW-TW- 1 userid usergrp 211868 Dec 28 13:42/log/w2tape.rpt

The prompt PRESS ANY KEY TO CONTINUE displays. Press <ENTER>
after you review the file information.

The prompt ENTER Y TO CONTINUE, OR N TO SKIP displays. Enter Y to
transfer your file or N to cancel the process and return to the ring menu.

If an error message displays indicating that the file failed to transfer, see
your system administrator for assistance.
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The Employer Maintenance Screen

T 0L E == gL
EWPLOYER MAINTENANCE| ADD | SEARCH |[NEXT | PREVIOUS | MODIFY _ DELETE _ mﬁl.___,
DISPLAY NEXT EMPLOYER RECORD ==k
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The TAX YEAR value is display onl
If the TAX YEAR is incorrect, re 3
orrect, return to the Set Up W2 Parameter Sc
Enz\

H.r.....|.H_._..L.

.:ﬂ.:a

ll-'l-:l.ull




W-2"s Can Now Be Processed
Independent of the Calendar Year
End Procedures if Desired.
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CALENDAR YEAR END
FILE MAINTENANCE

This program will:

Clear: Current, Month-to-Date, Quarter-to-Date and Year-to-Date
Earnings, taxes and deduction/benefit balances.

Purge: terminated pay rates, check history information and

previously pay run numbers.
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Run this option:

AFTER

The last payroll of the calendar year has been completed.

The W-2 Copy has been run.

All Monthly, Quarterly and Calendar reports have been run.
The database has been backed up.

And BEFORE

The first payroll of the new calendar year has been calculated.
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Exercise caution when entering this date. Check history
up to and including the date entered WILL BE PURGED.




="\ Confiimation

F i

_“.(MVL_ Have you backed up the database?

Yes _ {  No ik

It is STRONGLY recommended to have a backup.
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Verification that the Calendar Year End
Maintenance option has completed.




Record Maintenance Activities to be Completed Before
Processing the First Pay Run of the New Calendar Year

Update Federal, State and Local tax tables as needed.
Update the Deduction Code table as needed.

Update employee records as needed.
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The W2 Report Screen

PRINT PAYROLL W2 nmvﬁmam__..ﬁﬂlrm....__ SUMMARY _ END _
PRINT DETAIL W2 REPORT

— 12/02/95 |
|
TAX YEAR [sem _
CONTROL NUMBER |
FICA TAX CHECK |
SORT ORDER I
|
pasi e ) ~ e
SunGard Pentamation, Inc. e P e
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Optional Procedures
Individual W-2 Printing

File Purge

P
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-E:_..EE_EE."E_ WY _ ZESTAKT
PRINT INMDIVIDUAL wW2S

VR AR EL

0o/05/02

TAX YEAR |

EMPLOYER CONTROL NUMBER |

EMPLOYEE SSN

EMPLOYEE NUMBER m

SORT ORDER™¥ i

PRINT EMPLOYEE CHECK LOCATION C¥/N) |

These fields will only be Aﬁ.w/
% , PRESSURE SEAL FORMS |
accessed 1f the form type on el AuV_umm-E?:ma eiai e
the Setup W2 Parameter Aﬁrrmm%ﬂﬁmu cRoNT | Form Types are E for employee
screen is 5. forms, R for employer form, B for

FORM TYPE | <

both.

EEEMPORT ANT Ve ®
THIS PRINT OPTION WILL NOT PRODUCE THE SUB-TOTAL AND TQTAL RECORDS
AM/# REQUIRED BY THE SOCLAlL SECURLTY ADMINISTRATION, THIS ORTION SHOULD
ONLY BE USED IF FILING ON MAGNETIC MEDIA OR TO REPLACE LOST COPIES

New for 2002 OF EMPLOYEE'S W2'S.
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The Employer Maintenance Screen

T ¥ == 43

EMPLOYER WAINTENANCE| ADD | SEARCH |[WEXTT PREVIOUS | MODIFY | DELETE | END _
DISPLAY MEXT EMPLOYER RECORD : . L=

W-2  EMPLOYER MAINTENANCE

zoo1.
56666 mEx.t :_.r.L

13-990808 | o s

.._.i..l..‘h_.

[y
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The W-2 Copy Information Screen

copy w2 1nForMATION] Cor | - _

The TAX YEAR value is display only.
s
If the TAX YEAR is incorrect, return to the Set Up W2 Parameter mé.




W-2’s Can Now Be Processed
Independent of the Calendar Year
EEnd Procedures 1f Desired.

SunGard -._um:_*wr:ﬂmoﬁ Inc.
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CALENDAR YEAR END
FILE MAINTENANCE

This program will:

Clear: Current, Month-to-Date, Quarter-to-Date and Year-to-Date
Earnings, taxes and deduction/benefit balances.

Purge: terminated pay rates, check history information and

previously pay run numbers.

HE

m:: ‘m-.a_ _um:ﬂm:..mn.o:, _:n.

T Lo TIERTE




Run this option:
AFTER
The last payroll of the calendar year has been completed.

The W-2 Copy has been run.

All Monthly, Quarterly and Calendar reports have been run.
The database has been backed up.

And BEFORE

The first payroll of the new calendar year has been calculated.
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The Calendar Year End File Maintenance Screen

CALEMDAR YEAR END FILE zrnzq.mz&ﬂn“ rROCESE  EMD _

~ AT T |
TV M AR

Exercise caution when entering this date. Check history
up to and including the date entered WILL BE PURGED.




e — e ———

ves |[[[TTHETT

It is STRONGLY recommended to have a backup.
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Verification that the Calendar Year End
Maintenance option has completed.
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Record Maintenance Activities to be Completed Before
Processing the First Pay Run of the New Calendar Year

Update Federal, State and Local tax tables as needed.

Update the Deduction Code table as needed.

Update employee records as needed.

SunGard Pentamation, Inc.
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The W2 Report Screen

PRINT PAYROLL W2 REPORTS|[ GEVAL | summany * m:nL
PRINT DETAIL WZ REPORT
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SORT ORDER [
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Optional Procedures

Individual W-2 Printing
File Purge
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The Individual W-2 Print Screen

Fefrint W2 Forms

4 - -1 3
Iu!.-,__vn_—.ﬂﬂ_._.in.—ﬂn_ﬁm_ _.,__.:_. _ ..._.___Lm. _:.:..."_u_.___:_ ..:. _

PRINT INDIVIDUAL WZS

09,/05/02
TAX YEAR |
EMPLOYER CONTROL NUMBER
EMPLOYEE SSN
EMPLOYEE MUMBER
SORT ORDER™¥ [~
PRINT EMPLOYEE CHECK LOCATION Cy/M) |
These fields will only be Aﬁﬁmﬁm e
accessed if the torm type on e .ﬁnnm:tﬁzqmﬁ_ e d e
et H £ . .
the Setup W2 Parameter . S | ﬂEE Types are E for employee
screen is 3. . Amw//_uﬂm_._ e orms, R for employer form, B for
both.
.......r....ttﬂm:_.ﬂ.ﬁwﬂﬁ._uhr_r_-_-_:..ﬂﬂ.t
THIS PRINT OPTIOM WILL MOT PRODUCE THE SUB-TOTAL AND TOTAL RECORDS
ANV REQUIRED BY THE SUDCIAL SECURITY ADMINISTRATION. THIS OPTION SHOULD

OMLY BE USED IF FILING ON MAGNETIC MEDIA OR TO REPLACE LOST COPIES

New for 2002 OF EMPLOYEE'S W2'S.
‘SunGard Pentamation, Inc. | iy
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CIRCUIT
CLERK
POLICIES



DEKALB COUNTY GOVERNMENT

CIRCUIT CLERK PROCEDURES
Last Updated (9-23-2009)

DAILY DEPOSITS

1.

2.

v

$20.00 goes in cash register every morning. The cashier is given two fives and ten ones
to start the day.

Add up checks and cash from the cash register. Check them against totals on register
tape, a copy of which is attached to this sheet. Also verify the Master Card/Visa total
number against the tape. The total of checks, cash and credit card should total the tape
from the register.

If the totals do not match have someone check your work, then: If we are over, add the
extra money in clerk’s fees and make a note of the difference on the tape. If we are
under, subtract the money from clerk’s fees and make a note of the difference on the tape
also.

Fill out deposit slip from the T&C Deposit Book.

Count all the money entered on previous day. Check each person’s total bond entered
with the amount of bond on his or her financial summary. Put the total of all of these on
a T&C deposit slip and write the word BOND across the middle of the slip.

Count cash for civil and child support and make sure it totals what has been written on
the deposit slips.

Combine all cash, count and make sure it totals the cash amount you get when you add
the cash amounts from all deposit slips. All money should be facing the same direction.
Lowest denomination on the top of the stack. Money should be clipped as follows: ones
- $25.00, fives - $100.00, tens -$250.00, twenties- $500.00, fifties - $1,000.00 and
hundreds - $1,000.00.

Add all the checks together and keep a running tape to submit to the bank with the
checks. All the checks on deposit slips should total the tape total. Fold the tape and
rubber band with the checks.

The total deposit should equal totals of all deposit slips, minus MasterCard/Visa amounts
as those are sent to the bank the night before.

BALANCING THE FINANCIAL SUMMARY
**This is to be done daily after the deposit

1.

2.

On the left hand side of the financial summary, write down the TR/CM bond amount,
under that write the TR/CM cash register deposit amount. Draw a line and write a total.
On the right hand side of the summary, write down net deposit total number and total
bond receipts off of the financial summary, juvenile amount off of the register tape itself
and clerk amount off of the register tape itself. Draw a line under it and total. These
totals should match, but if they do not you have to figure out where the difference is, fix
the problem and re-run the financial summary.
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Hints for finding errors:
e  Always check for negative numbers anywhere on the financial summary. These
typically point to a case that is entered incorrectly.
e If you are off by an even amount like $75.00, take the register tape and check all
cases that paid $75.00 and make sure that are entered in computer.
e Last resort is to take everyone’s report of proceedings and compare it to case
numbers and amount on register tape itself.

CLOSING THE DATE

Date must be closed each Monday after the financial summary sheet is balanced.

1. Choose E screen for Administrative Controls.
2. Choose a support code maintenance

3. Type DO on SPCD type.

4. Tab to SPCD code and type de.

5. PFStoupdate

RINGING OUT CASH REGISTER AT THE END OF THE DAY

Put key to Z1
Put in Clerk ID#
Typein 11

Hit cash

You will get a small tape report for this function, next hit cash and get another report that is the
regular z report that we are familiar with.

Now you can put key back to R1

“ON THE ROAD” CREDIT CARD INSTRUCTION

1. Always put the credit card number through the machine and get a receipt first. On
the signature line of acceptance forms, write “on the road.” You do not ring the “one
the road” credit cards in the register.

2. Take the white credit card bond form off of the ticket and staple it to the yellow copy
of the credit card acceptance form. Put this in the yellow envelope marked credit
cards the basket on the bookkeepers desk.

3. Take the white copy of the receipt and save it to check the totals on the credit cards at
the end of the day.
4, Go to case initiation screen and initiate ticket as usual. When you get to “bond type,”

the codes are as follows:
a. 24 full cash bond
b. 26 10% bond
¢. 21 charge card denied

5. On the “bond amount” and “deposit amount” lines, put the amount of the bond
excluding the credit card fee. For example, if it is a $75.00 ticket with a $3.00
fee, you put $75.00, not $78.00.

6. After you get a case number, put the case in the basket for PAT to put in a



jacket as usual.
At the end of the day, check the totals on the credit card machine. This total
will include not only the bond credit cards, but also the credit cards the cashier
received through the mail or over the counter.
You must keep the bond receipts separate from the cashier’s receipts for purposes of
the deposit. The total of the cashier’s credit cards go on the traffic and criminal
deposit slip. The total of the “on the road” receipts go on the bond deposit slip.
You still do not include any of these totals in the big deposit that goes to the bank.
These have already been submitted electronically.

TO ENTER BOND MONEY ON PENDING CASES

[y

Novw

g

10.

11.

12.

CHECKS

Go to record maintenance

Select I for process screen

If screen says SRV, served, then go straight into docket. If not type SRV and date it
was served.

Next, scroll down to next date and type STH for event code. Type next date and
time. Time is a 1 for 9:00, 2 for 10:30 or a 3 for 1:30.

F5 to update and F9 to confirm.

F11 to advance to the docket screen

F4 to add. Type docket code of “BAIL” for bail bond form. F4 to add it, F2 todo to
previous level.

Choose E for bond screen. Enter case number

F4 to add bond. Bond type is 04 for full cash, 06 for 10%, 24 for credit card full cash
and 26 for credit card 10%. Type bond amount and deposit amount. For example, if
the bond was $1,000.00, credit card 10%, the bond amount is $1,000.00 and the
deposit amount is $100.00. Or ifit is full cash, both fields would be $1,000.00. Then
F4 to update.

F2 to go to previous level. Choose A for case screen. Check court location if our
location in the computer does not match the one on the bond form, change the
computer. 92 is room 100, 93 is room 200, 94 is room 204, 95 is room 300, 96 is
DeKalb and 97 is Sandwich. Simply type the number of location you want on
location line and F5 to update.

F2 to go to previous level. Choose D for party screen if there is a bond surety to be
added. F10 to display parties already entered. If there is not an S1 already, F2 and
type S1 on party type line and enter. Fill in amount of surety posted for defendant
and bond type (same as above choices for bond type). Tab down and type address of
surety. F4to add. If S1 is already taken, use S2, S3, S4 etc for whatever the next
number should be. **We only add the surety if the bond form is filled out correctly
and the defendant has signed the line assigning the bond to the bond surety.

Five all bail bond forms to KATIE. They are then double checked for accuracy and
placed in the files.

Copies of checks for traffic and criminal are entered into the computer the same way as child
support except for the account numbers. There is an account number for bond transfers, bond
refunds and restitution to be paid. Once a month, there are distribution checks that need to be
entered. These are entered a little bit differently. Instead of typing payable to the DeKalb County



Treasurer, you usually type the account name. For example, a check made out to the treasurer for
court security fees is typed payable to court security. When you type the first few letters, the
name should pop up. Some checks have more than on account type on the bottom. For example,
the big check to the treasurer is made out to receiving agencies in QuickBooks, the following
accounts should automatically show on the bottom for you to fill in account amounts:

210  10% 2310-4501 Clerk

211 Clerk 23104501 Clerk

212 Notices 2310-4501 Clerk

213 States Attorney 2710-4501
240 Receiving Agency 2310-5011 County Criminal
240 Receiving Agency 2310-5031 County Traffic
235 Court System Fee 2210-5031 Court System Fund

240 Receiving Agency 2310-5031 Bond Forfeitures

These amounts are found on your receipt to the treasurer and in the greenbar reports that the
Circuit Clerk’s office receives from Kane County.

Crime lab clerk fees are made out to the crime lab and the account is clerk.

Always watch the account type and make sure it is right.

If anything is unclear, you can always look back at last montbs and how it was entered into
QuickBooks.

INSTRUCTIONS FOR REPORTS TO THE COUNTY BOARD

Balance on the top is as of December 1 of the last fiscal year.

The “cash on hand” is the balance on hand of the previous year.

Receipts are all of the deposits made in the daily book at the bank except credit cards plus interest
plus trust money.

Master Card/Visa fee is the amount of deposits made in the daily book that say MasterCard/Visa
fee on the slip.

The total receipts line item is the total of all things above it, the investments, cash on hand,
receipts and MasterCard/Visa fee.

Investments will probably always be the same. Just check and make sure the bank names are still
correct.

Checking account balance is the balance to date on QuickBooks.

Accounts payable are the distribution payments, restitution payments, bond refunds and transfers
that are not accounted for in QuickBooks for the month ending your report.

Balance on hand is total investments plus checking balance minus accounts payable.

Total receipts have to match total distribution.

Law enforcement column is overweights not LEADS maintenance.

Use amounts for the rest of report from QuickBooks or distribution receipts to the county. Use
the last five months totals and the numbers from the distribution for the month ending the report.
For example, if you are doing the report for May, use December, January, February, March, April
and May’s distribution numbers.

DRUG FINES

A drug assessment fine is put on the sentence screen as an additional fine. (301 is still the code
for fine type, there is no additional code for that.) After you type an amount on the additional
fine line, the computer will take you to another screen to choose where to distribute the fine. You
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want to choose “drug treatment”. Just type the amount on the line next to drug treatment and
update by using F5.

Crime Lab Fees are usually around $50.00 and go on the crime lab line. Nothing additional needs
to be done with these.

Street Value Fines are a little more complicated. The amount will be given for instance, the order
will state, “street value fine of $100.00 to be paid by defendant.” This gets broken down to go to
three different places. 12.5% of the total goes to the Juvenile Drug Fund, 50% goes to the County
Drug Fund and 37.5% goes to the Agency Drug Fund. So if the fine was $100.00 it gets broken
down as follows:

$12.50 juvenile drug ~ $50.00 county drug ~ $37.50 agency drug

SPECIAL PROBATIONS

710 and 1410 probation no longer exist. These are not called 550/10 probation and 570/410
probations. These are probations that first time drug offenders are eligible for. If they receive
this type of probation and get into no further trouble, they can have their case expunged five years
after the probation is over with. This allows a first time drug offender who stays out of trouble
the ability to expunge a felony file five years after the probation has been completed.

AMENDMENT/CHARGE SCREEN

You amend the charge whenever the state files any information that changes the charges or an
amended complaint or information that changes the way the charges have been filed. We only
update (type over the charge that’s already there) if we filed the charge wrong in the first place.
For instance, if a retail theft charge has been entered as a class four and it should have correctly
been a class 3 then you can type over the charge and update it.

EVIDENCE PROCEDURES

Whenever an exhibit is admitted, it becomes the responsibility of the circuit clerk. The clerk is
responsible for the exhibits needing to be in the file everyday of the trial. Attorney’s can look at
and use exhibits in the trial each day but need to remain in the eyesight of the clerk. At the
completion of the trial the exhibits can either be placed in the file or in the vault depending on the
size of the exhibits. If the exhibits are paper that fit in the file place them in an envelope clearly
marked “Exhibits” and date it. This envelope is then placed on the left side of the file. If they are
too large and do not fit in the file, they go in the second floor’s evidence room. You get a number
for them from the book on BONNIE'S desk (ask and you will get instructions on how to number
exhibits. The number willbe 99EX . Take this number and put it in the computer. The
code for exhibits filed in vault is EXVLT and the code for exhibits in the file is EXFIL.

GRAND JURY

Grand jury indictments are returned in the afternoons. They will call you anytime between 3:00
and 4:30 and ask you to come to the courtroom. Take a pile of unfiled felony jackets, a pen and
file stamp with you. Please announce to the office downstairs that no felonies should be filed
until you get back so that the numbers are not out of order. The clerk will usually stand by the
counsel table in Judge Engel’s courtroom and hand indictments and orders as Judge Engel is
signing them. Some of them have case numbers on them already. The indictment gets a red tab



on it (like an information) and goes in the docket screen GIRPT. Then check the charge screen
and make sure that the charges mirror the charges in the indictment. If it does not, amend them.
New cases with indictments will also be filed. The clerk will assign them the numbers in the
order of the file jackets you have brought with you. Return to the office and put all the files in the
case initiation screen in numerical order. These are filed the same as a normal felony except that
the document type is 2 for direct indictment instead of 1 for complaint.

The last task will be to make copies of every indictment you received for the state’s attorney’s
office. This is necessary because they return the originals as soon as they get them and do not
make copies first.

QUICKBOOKS DATA ENTERED DAILY

All daily entry is done in memorized reports. Civil and child support total deposit amount goes in
the debit column as transfer cash. Child support undeposited amount also goes in the debit
column and it is the 2™ 360 account on the list. Everything else is a credit. Clerk’s fees are a
total of the civil tape of filing fees, copy fees, research fees, appeal fees or jury demand fees.
Everything else is clearly labeled.

Juvenile entry is not done daily. This is done only when the office has a financial summary for
juvenile. It is self-explanatory. The net deposit total amount is the debit transfer cash amount.
The bond applied, forfeiture and final time payments amounts are also debits and everything else
is a credit. The first time payment account on the list is the regular time payment amount and is a
credit. The second one says the same thing, but is for final time payments and is a debit.

Traffic and criminal requires two entries. The first one is the traffic and criminal entry. The
transfer cash is a debit and is the total of the cash register and bond money receipts, minus any
juvenile income. Miscellaneous clerk’s fees have been permanently added underneath bonds
applied and final time payments. These are the same as juvenile. The first time payment account
on the list is the regular time payment amount and is a credit. The second one says the same

thing, but is for final time payments and is a debit. Net bonds is the total bond receipt amount and
is entered as a credit.

From the traffic and criminal financial summary, an entry needs to be made under bonds.
Nothing goes into the transfer cash column. The next four entries are all credits and the net bond
amount is a debit for the total of all the other columns.

The traffic and criminal entries need to be reviewed each week to be sure that the amounts have
not changed. Automatically each week the entire previous week should be ordered on Mondays.
This ensures that on Tuesday you will get a stack of financial summaries to look at. If anything is
different, you destroy the old and change the information in QuickBooks to reflect the numbers
on the newer financial summaries.

You can look at financial summaries by going into memeorized transactions and choosing
traffic/criminal and them clicking on the “Previous™ option until you find the day you are looking

for. (It will show everything, civil, juvenile, etc. so make sure you are on the right date and that
the class says traffic and criminal.)



NOTE: Juvenile Bond information should be entered every time we receive a juvenile financial
summary. It is the same procedure for entering the traffic and crimiral bonds but you have to
change all of the classifications to juvenile. (This is if there is bond or restitution information to
be entered at the bottom of the juvenile sheets, if there are only zeros you do not have to enter it.)

BACKING UP QUICKBOOKS DAILY

1. You must be on the bookkeeper’s PC

2. Put the zip disk in the zip drive

3. Click on “File”.

4, Click on “Switch to Single User Mode™.

5. When the message “You can now use this file in single user mode” message comes
up, click “0OK”.

6. Click on “File”.

7. Click on “Backup”.

8. When the next window appears, be sure the “removable Disk (D)” is displayed in the
“Save In” and that “Clerk of the Circuit Court” is displayed in “File Name”,

9. Click “Save”.

10. When the message “Clerk of the Circuit Court already exists. Do you want to replace
it?” appears, click “Yes”,

11. Backing up the data takes less than one minute. When you receive the “Your data
has been backed up successfully” appears, click “OK”.

12. Click “File™.

13. Click “Switch to Multiple User Mode™.

14. Click “OK”,

15. Remove the disk and date it.

DEFENDANT OVERPAYS
1. Money needs to be put in as bond and then applied.
2. If sentence and charge information are already in, you have to go through the

following steps to add bond:

Go to case screen and enter case number.

Change phase to CN (F5 to update that)

F2 to go back to record maintenance

Choose E (bond) screen

Enter case number

F4 to add bond

Bond type is 04-it is always a full cash bond in this instance
Deposit amount and bail/bond amount are the same number as
whatever monies were paid,

F4 to add

F2 and choose A for case screen again

Tab to case phase and change back to PS

F5 to update

MOMEUOW

BB



3. If sentence into is not in and it is a PR phase case, then go to bond screen, put
in case number, enter and complete steps F through I. Then put the case in
the money to be entered bucket and write apply bond on the back of the case.
4, If money was entered through step 2, you apply it the following way:
i. Go to B record maintenance
ii. Choose F for financial
iii. Enter case number
iv. Write 301 for code
F4 to add
vi. Then f9 to refund excess
vii. Check amount to be refunded carefully because the computer does not
always refund amounts properly.
viii, If amount is correct then enter amount to be refunded, enter and F9

=

NSF CHECK

File numbers should be on all checks returned from the bank. Pull files and take dead stickers off
of the file. Choose a date about three weeks away if file has no court date coming up. Choose a
Friday at 10:30 am for the payment date. To enter date, go to case continued screen. OCNC is
code that is used, then date and time, then location is 92 and judge is 46.

Write in red on from of file NSF. Write on red on back “NSF received. Defendant sent notice for
DATE" Also, cross off the printed receipt in red.

Go to financial screen, enter case number, enter 902 code, tab to check, put in check number
exactly the way it appears in computer. Tab to reference/batch, type the court origin that was
entered at the time of payment (it’s usually 92), then year, month, day, then the clerk’s initials
who entered payment.

Remember to remove all black tabs from case before filing it. Make a copy of the check and give
to the clerk along with the notice slip from the bank.

Put original check in court file and file case away.
ENTERING PAYMENT ON NSF CHECKS

Go into financial screen under code and enter 152 and the amount collected. Then add. Lastly,
put black tab and line on file and give to clerk with a note that it is a paid NSF.

NOTE**

If you have a case where a check is bounced for restitution or for an overpayment where we
refunded money, you cannot follow these steps. You can send defendant a notice with a new
court date, but you ca not enter NSF on financial screen. Still put check in file and give copies to
clerk. When check is paid, note it in computer on docket screen and notify clerk. Send NSF

payment to bank on separate deposit slip instead of ringing it at the register. Write case number
and NSF paid on deposit slip.



RETURNED BOND CHECK

Go to docket, enter case number, hit F4 to add, then docket code CKRTD, thel} F4. The
computer will ask for check number and who check is made out to. Type this info and F4.

FINANCIAL SYSTEM ENTRIES

To Delete in Financial
Put a D next to line to be deleted and hit F17 or shift FS on the PC

To Update
Put a U next to line to be deleted and hit F17

To Add
Put an A to the left of current date on financial and hit F17, this will bring up a blank financial
entry and you can add the date, codes etc and hit F17 again.

ALWAYS NOTE ON DOCKET SCREEN WHY YOU ARE MAKING ANY TYPE OF
CORRECTION OR ADJUSTMENT FOR FUTURE REFERENCE

To Order Financial Summaries and Report of Proceedings On Line:

Logon TCXBATCH DEK (Enter)
Password TCXBATCH (Enter)
TCX (Enter)

Origin of 92 Prints TR/CM
Origin of 98 Prints Juvenile Financial Summaries

The directions on how to print these are in civil. Check with civil before you tell the computer to
print because they may be running something else.

To update an agency address, go into name/address maintenance and update the ag and the da
both (for checks automatically printed by distribution).

CORRECTING AN ERROR

When the office is comrecting an etror, such as a child support error that money was taken out of
the misc. clerk account, the procedure to put into QuickBooks at the end of the month is:

Use the accounts of miscellaneous clerk and void transactions. To increase the misc. clerk
account, the account is a credit and the void transaction account is a debit. To decrease the misc.
clerk account, the account is a debit and the void transaction account is a credit.

To put in the previous month’s mc/visa and bank interest for purposes of distribution, go to the
memorized transaction list and pick the month end adjustment mc/visa fee entry.

The credit card fees are a debit to the 370 interest account and a credit to the credit card account.
They are classified as child support/civil. The bank interest is a credit to the 370 interest account
and is classified as child support/civil. It is also a debit to the 370 interest account.



To get the correct amount of mc/visa fees, look at the previous month’s statement. Add up
everything under financial detail except the two entries of MasterCard sales discount and visa
sales discount. It usually does not add up to much more than 15 or 20 dollars. The statements are
then filed under me/visa in the bottom right-hand drawer of the bookkeepers desk.

TICKET PROCEDURES
CASE INIITIATION
After logging on and entering initials and password choose option A for case initiation.

If you have a valid DL# for DeKalb, Kane or Kendall Counties, enter the DL# in the DL field.
Tab down to document type and put in the appropriate number for type of charging documents.
Enter the 1 digit number and press enter. If DL number is valid, all pertinent info will appear;
name/address etc., fill in the variables, as the curser moves to the ones that need to be added. Put
in agency number and ticket number. Tab down to the offense space. Look up the offense table
and enter the 7 digit number. Put in S for state offense or L for a local offense, put in the offense
date, the arrest date, and the next court date. Fill in the must appear indicator with Y for yes, or N
for no. The officer’s ID# must be entered along with the arresting agency’s number. Hit enter. If
no asterisks appear hit PF4 to initiate. The screen will give you the case number assigned. If an
asterisk does appear you must go back to that line and correct the “mistake” that the system is not
taking. Then hit enter again and so on.

For CF’s CM’s and OV’s. If you don’t have a DL#, tab down to IL and erase. Tab down and put
in your document number (i.e.9 equals a felony case), and enter. This brings up your new case
initiation screen. Fill in the variables and when complete, enter. If asterisks appear, correct and
enter again. If all is OK, press PF4 to initiate. This will give you your new case number.

MONTHLY DISTRIBUTION

First check on TCXBCAD (additional fine report)-pull any cases with money going to the drug
fund. Also pull any cases with an asterisk by the case number under additional fine. Next print
the financial screen for all of these files. You do this by putting the case number in the financial
screen and hitting F12 while the case is up on this screen.

Then make sure that the money has not already been distributed. If it has, delete the 242 or
whatever code it is (usually 242) and subtract that amount from report total. Also, note on the
docket screen in computer why you made adjustments. Keep the financial screen page you
printed with the monthly distribution records for the cases that needed to be adjusted. Also, have
the clerk rerun all distribution reports when you make any kind of financial adjustment to any
report. (Her # is in the bookkeepers Rolodex as the first notecard, it is used often).

You cannot have negative numbers on the TCXBCKDB. If you do, there is probably a problem
with the drug fines, crime lab areas. Then you need to look closer at the subsequent sentence
page and the cases with 837 etc. codes if the area that is nepative is the 237 area. Sometimes
older felony cases that are subsequent sentenced can throw the drug fund areas off. You can

figure out the problem cases from the subsequent sentence, NSF, and reinstatement reports and
call clerk if you cannot see the problem.

NOTE: The codes on these reports are 200 codes if they are normal category codes and 800
codes if they are voids. For example, probation fees are 245 but if they are on the VOID reports



they are listed as 845. All the Void reports need to be entered into QuickBooks under the Month
End Adjustment Group on the memorized Transaction List. Also, the previous months bank
interest and MC/VISA fees must be entered into QuickBooks under MC/VISA fees in the Month
End Adjustment Group category.

Now you can print the monthly report from the Memorized Reports list in QuickBooks. Compare
these figures to the figures on the Kane County Distribution report. They should match and if
they do you should call the clerk again and tell her to put your distribution checks in the queue.
They will tell you probably they will put them in overnight and then you can tell the clerk to print
them for you the next day. If the figures don’t match, you have to figure out why, fix the problem
and re-rum all of the distribution reports. Also you should print your Agency financial summary
before you run checks and check the individual totals of the agencies to the agency totals on the
TCXBCKDB. These numbers should match. NOTE: On the TCXBCKDB, the county sheriff
plus the townships equal the county sheriff on the AGFS report. And on our QuickBooks
spreadsheet, the surcharge is the total of the clerk’s 2% Retention, 98% surcharge and the Leads
Maintenance Fund. Tell the clerk when you want her to run your AGFS report and she will.
After you print the TCX checks, call the clerk and tell her the check numbers that were used and
she will re-enter AGFS. The clerk should reprint this and we keep it in the book in the 3™ drawer
down in the left-hand filing cabinet by the bookkeepers desk.

Civil checks are typed by the bookkeeper. There should be ten checks that you type. Type the
date on them, the amount and under case title, you type “Month Civil Distribution”. The
reference number line gets a separate code for each check and they are as follows:

Court Security 2650-4532

Document Storage 5360-4518

Annual Support 5350-4801

Interest Income 2310-5501

Law Library 5610-4551
CAF 53404513
Civil Clerk Fees 2310-4501
Court Fund 2210-5031
Marriage Fund No Code

Miscellaneous Clerk  This number comes from the traffic/criminal QuickBooks
Sheet 23104501

The traffic/criminal checks that go to the Treasurer also need a code on them. They go in the
reference number space also and are as follows:
Victim Impact Fund  No Code

CAF 5340-4513 These two things are added and the amount is
DSP 5340-4536 on one check so you write both codes on check
Court Security 2650-4532

Document Storage 5360-4518

(There is one very large check to the treasurer which is a total of county fees,
state’s attorney fee, criminal, traffic, felony and forfeitures. On the reference
number for this check you write DF, SA, CC, CT,DF and FORF. The check to
Waubonsee you write Driver’s Safety on with no code.

Crime Lab Clerk 2310-4501
Crime Lab Fee No Code Goes to ISP
Probation Fees 2930-4535
County Drug 2310-5041

County Fee 2310-5025



2% Surcharge 2310-4501
One State Treasurer check is 98% surcharge with no code
1% Leads is made out to Illinois State Treasurer-Leads Maint.

VCV No code made out to Illinois State Treasurer
Drivers Education No code made out to Illinois State Treasurer
MC/VISA No code made out to DeKalb County Government
Juvenile Drug No code made out to Il Dept of Human SVC
16.825% State Fee No code made out to Illinois State Treasurer
EHM Fees 2930-4527

The agency checks get mailed to them along with their greenbar page from the AGFS. This is the
copy of the report that we use to balance to. We will keep the second report that is printed with
the check numbers on it. On the City of DeKalb’s check please write Police Department
somewhere $o it gets to the proper department.

Juvenile is the same thing as traffic and criminal. You have to call the clerk and request that she
run your juvenile distribution reports, they do no automatically print these as they do the TR/CM
pages. You will check the juvenile monthly QuickBooks report against the TCX report and ask
the clerk to put them in the queue. You do not need to call with the check numbers because there
are not that many. You will write the codes on the reference number line, like CAF is 53404513,

the codes are the same as above. The large juvenile check if for clerk, PD, court fund and you
write this on the check.

A sheet needs to be filled out for DM/TR and for Juvenile to go with the County Treasurer
checks. This sheet is on WORD and you print out each month and complete. A copy is kept in
the right-hand file drawer of the bookkeeper’s desk. On the treasurer’s sheet, the clerks fees are
the 210, 211, and 212 added together from the TCX sheet and you add the other things and
subtract from the total of the check to figure out the county traffic amount. All the other amounts
can be found on the TCX sheet. (Criminal is misdemeanor plus felony.)



CLAIMS
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CLAIMS DATABASE MENU PATHS Procedures Update 8/5/2009

When claims come in check for validity, date, year, account number.

If a temporary vendor number has been assigned go into Pentamation and

assign a permanent number. This will then have to be changed on the file of claims that
have been submitted to Leanne.

Open claims database which is AP-Claims on desktop.

After the departments have submitted the claims, changes can be made to claims. When
you are finished with a claim press total claim and you will then have access to any other
claims that you need to change. When you total a claim that you have made dollar
changes to you will get only the additional amount. The claim itself will have a new
dollar amount for the total.

There is a screen that you will use that allows you to be sure that all of the steps have
been covered. It first shows that the departments have submitted and then you will check
after you have looked at them and check the box that says no and it will change to yes
and then you will export the claims from the claims database to Pentamation. If the total
from the claims database is different than the total that has exported to Pentamation you
will need to go to load external on the A/P screen. Then go to the J drive and use the AP
folder. This folder contains all of the department numbers and you will go into the dept..
number that you are working with and look at the claim that didn’t export and then make
changes and try to export again.

Steps

Claims Database

Export

Go to Department # and click on first icon. Make sure that the year is correct on claims.
If okay exit, then exit again.

Preview report — Make copy of report for the board

Then to Pentamation and load external
Hit magnifying glass and open the AP folder. Choose the department number that you
wish to check on.
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Claims List for County Board

1. The claims that were done by the departments in the claims data base are the bulk of the
information for the claims list presented to the County Board monthly for approval. Once all the
claims are complete and very likely before you have actually run the checks because of the timing
of the whole process you will need to prepare the claim list. Start in the claims data base and
under reports, select claims list. You will need to select the correct county board date and print a
county list and a forest preserve list. You will also need to select a funds total report to print.

2. There are additional pieces of the report that is sent to the board that you will receive from
other sources. Our payroll person will provide you with two of these pieces. You need the
County Board per diem and mileage sheet plus the Payroll charges sheet to insert.

3. The Nursing Home accounts payable person will give you the claims current list of claims that
they want submitted for payment.

4. If you have had to do payments during the month in addition to the regular monthly claims
you will need to print a report for these items too. We call these checks Emergency checks and
you will print this report the same way you print the regular claims list except you will insert a
date range instead of selecting the county board date. Follow the prompts on the screen. One of
the prompts is to print a copy and another is to email a copy to the County Board secretary Do
both of these to complete the process.

5. The last piece is the cover sheet to the report. It is currently done on Word Perfect. Itis
called the resolution with the county board month and year when looking for the file to update
each month. Example : ClaimsResolutionAug09.wpd The date will need to be updated each
month along will all the dollar amounts for each section, The last line of the resolution itself
contains the total which you need to calculate the new total and insert. Print the pages for your
report. You need to do this process for the county and the forest preserve. This file will also
need to be emailed to the county board secretary.

6. You now have printed pages for all the pieces to the monthly claims report for the board.
Arrange the report pages in the order the resolution page indicates. The forest preserve report is
done the same way but it will not contain a payroll sheet only the information from the payroll
report It will not have a Per Diem Sheet either.

7. Take the two completely assembled reports to the County Deputy Administrator for review.
When the approval has been given you will need to make a complete set for yourself and the
original is taken to Facility Management for printing. They will produce however many the

county board secretary has requested. You will receive several copies back to file when they are
completed.

8/12/09
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New claim process

1. Each department will send you the printed claim forms along with a report of claims they
have submitted to you for payment.

2. You will need to review each claim for a number of things such as:

The correct claim date( county board date) is necessary or it will not be on the report and not -
included in your dollar total. It should ot read Emergency if itis a regular cycle claim. -

Make sure it is a current invoice. Do not pay from a statement or a past due balance that
does not have a invoice attached also.

1f there is an invoice number or account number on the invoice make sure it is listed.

The claim form should have information that is important to the vendor for applying the
payment correctly. Remove clutter that does not belong on the check.

If they are paying a vendor that you know there is more than one address for, check the
invoice to see if they have chosen the correct one

Check the expenditure account number, if it is obviously wrong you will bave to correct it
but I generally trust they have used the line item they believe to be correct.

Check to see if they have listed every invoice attached and try and verify the dollar
amounts. There needs to be an invoice or an explanation for every item to be paid.

If they have requested the payment to be a separate check or if you know that it will need to
be a single check such as a check to purchase postage you will have to make that addition
to the data base. The department does not have that capability.

Every claim needs to be signed by either the department head or their designated
employee,

3. Anything you have found that needs to be corrected or added you will have to do on the data
base. You have to select the correct board date. Then you have to select the department from the
list that you need to work with. You need to find any and all claims that need adjustments. You
can do this several ways. You can scroll through them one at a time or you can search by more
specific means such as vendor number. Follow your options on the screen. If you make any
changes to the dollar amounts being paid you will have to run a new report when you have
completed your revisions to make sure that the new total is what you want. I keep this report.

{You may have to stop the check process and move to the Claims list for the County Board at this
point or soon to stay within the time frame allowed to get the list together for the packet.)



4. Once you have reviewed and approved that your numbers and information is correct you have
to view and approve the list and dollar amount. On the export screen there are 3 columns for
each department. You do your revisions and corrections in the first column. The second column
shows the report with the total amount you want to be paid or export. The third one shows the
date that you do the export to Pentamation. As you finish these steps there is a check mark to
indicate you have completed that step. Once you have done these steps your file is ready to
import into Pentamation. The date you do this will be listed on the screen. If you need to do this

process again for any reason the new information will replace the first file. It will not be in
addition to the first effort.

5. Now that you have exported your files you will need to import them into the Pentamation
system. The file is in Fund Accounting, payable entry, batch accounts payable. Select - on the
right side of the screen -load external. Double click on the magnifying glass, open the accounts
payable folder and it will list all the departments. You have to highlight the department and open
it, then you have to name it to complete the import. I usually give it the same number as the
department. It should now appear on the batch payable list. The dollar amount needs to be the
amount you exported from the data base. You can run reports to verify and make changes if
needed. The process needs to be repeated for every department.

6. You will need to release and post each department on the list. Once you have, they will no
longer be on the list and they will have posted to the general ledger. You can now find your
payable entries in the cash requirements. This report is in the report section. Your cash
requirement report needs to match the dollar amount that you have been expecting and using
throughout this whole process. If you still need to make changes you will have to do it before
you run the checks. In the menu Accounts Payable, payable entry, change accounts payable.

7. If you are satisfied your numbers you need to make a back up before running checks. You
find this process under Applications, System Administration and Backup Fund Accounting to
Disk. It will tell you when the backup is finished and you can continue with Running the
checks. Go to Fund Accounting, Vendor Checks-follow the screen. There is no control number
to fill in and the disbursement fund is 4999. You will need to be fill in the date of the checks and
the beginning check number. The checks are printed on the HP5000. You need to place your
blank checks it the bottom paper tray, face down with the top of the check to the right. The top
tray must'be empty. Follow the screen to complete the process.

8. Once your checks are completed, the system will ask if they are correct? If they are, you will
say yes and finish the process by printing the check register and a second report will be the fund
breakdown totals. Print both of these reports and make a second copy for the Treasurer. Our
copy goes to the Accounting Supervisor for review before filing. Remove the lower portion of
the check stub to be filed alphabetically in the Finance office. When you take the checks to the
Treasurer’s office to be signed give them their copy of the reports.

9. When you have the signed checks back you will need to get them ready for distribution and
mailing. Pull out the checks that the departments have requested be returned to them along with
any checks for employees and county funds. Sort these checks and put them in the mail boxes in



the Finance office to be available for pick up the morning after the board meeting. At this time
there is a standing list of vendors that we pull regularly. This will vary. Match the checks to be
mailed with the enclosures if any and be sure to mail the day after the board meeting. Do not
pass out any checks early or hold any back from the mail without permission.

10. You will be left with some checks that need to be taken back to the Treasurer for deposit in
county funds. Provide the Treasurer the account numbers for these deposits by looking it up in
the budget book. Petty cash checks do not need account numbers as they will be cashed rather
than be deposited.

Revised 8/26/09



1. Go to Fund Accounting, select Accounts Payable and then Daily Transactions. From here
select Manual Checks. Follow the process to void a check. It will start by filling in the check
number. You will need to verify the info and continue.

2. Print the Void Check Register by going to Accounts Payable Reports. Select Manual Check
Activity from the menu and print. Make a copy for the Treasurer as well. This will correct the
Finance records by automatically putting the money back in the expense line and cash.

3. Now you have to help move the money for the Treasurer. You need to do either a manual
check on the system and type the Government check with the same info or do a online accounts
payable entry to produce a system check. Both ways are in Fund Accounting, accounts payable
vendor checks, then select manual check or do the data entry and follow the printing a check
process. Either way you will charge fund 4999-1570 which if void checks.

4. You will need to run a check register for this check. The check register selection will follow
the system check automatically or the manual check register will be in Fund Accounting, Reports
menu. You will need to make a copy for the Treasurer as well. All Finance check register copies
need to be given to the Accounting Supervisor or reviewing before you file them.

5. The check will go to the Treasurer to deposit. The deposit needs to be marked for Finance -
Do not post- because that would over correct our books, this is necessary for the Treasurer to
correct her bank balance. Ignore the receipt from the Treasurer when you are posting.

6. Last step to clean this up is to do a Journal entry. You need to credit the fund and account
1570 while debiting cash 0001. This clears you balance sheet entries from the check you just

created. Print the Journal Entry and give it to the Accounting Supervisor or reviewing before you
file it.

7. Once you have finished the check you have to mark the original claim void and the check stub
in the file void.

Do not void a check written in a prior fiscal year on the accounting system. If you must void one
it needs to be done on paper only for our records and the Treasurer’s records.

1. Make a copy of the check if you have it for you and the Treasurer to use as a Void Check
Register. Our copy goes to the Accounting Supervisor to review.

2. The money will need to be taken out of the Government checking account and returned to the
correct bank account and fund by typing a check. You will not put this check on the system.

3. The typed check when copied serves as the check register for both you and the Treasurer,
4. When you give the check register and check to the Treasurer you will have to give them the

account numbers for the deposit. Since it is from the prior year you may need to use a
miscellaneous revenue account rather than putting it back to the expenditure. Each case may



7 vary. You will need to post this receipt when you get it from the Treasurer to have the correct
(\ balance at the end of the month.

5. The original claim and file check stub needs to be marked Void anytime you void a check.

& 8/12/09
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Miscellanecus Notes for Accounts Pavable

Emergency Checks

Checks that need to be done between the regular monthly check runs are done as needed and
should be discouraged when ever it is not necessary. Our policy has always been the claim needs
to be in our office on Monday and we will try to process the check on Wednesday of the same
week. Any of these checks are done without the board’s prior approval because of the timing so
they should be truly an emergency. The board will be presented with these claims after the fact
in the following month’s claims report in Section D-Emergency Claims. You will print this
report when you are doing the monthly claims report to the board. The process of producing the
check is done very much the same as regular claims.

1. The department requesting the check starts the process by producing a claim form on the
claims data base. They will mark the claim as an emergency. They will put a date on the claim
form that the Finance office will try to honor if possible. Sometimes the date will need to be
changed by Finance to fit our schedule.

2. Follow the same procedure as regular claims to produce an Emergency check. These claims
are collected for the month to verify the dollar amount of the Emergency Claim Report that will
be part of the monthly claims report. Once that has been verified for accuracy, the claims are
filed in the same accounts payable files. Emergency claims are filed behind the regular claims
for the month.

L

Jury Checks
The Jury Commissioner will produce the Claim form on the claims data base so the jury costs

will be included in the Emergency Claim List but the claims and checks are not done the same as
regular claims or emergency claims. The jury office does the data entry for the jurors directly on
the Pentamation System in a batch. Once you have received the signed claim form from the
Judge it now goes back to our regular check process.

1. For jury checks your pick up the process at step 6 in the new claim process. Complete the
whole check process.

2. Mail the jury checks with a simple enclosure prepared by the Jury office. These enclosures
are in the left lower desk drawer. Note: these enclosures need to be updated by the jury office
whenever the mileage changes or the jury pay rates change

3. Collect the claim forms with other emergency claims for the purpose of totaling the
Emergency Claims Report before filing.

Voiding Checks

To void an accounts payable check is not a quick process. If it is a current fiscal year check (not
calendar year) you will void it Pentamation.
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Fiscal Year-End Processing FinancePLUS v. 4.0

B Human Resources: Payroll System

References

Procedure

07/05/2005

The fiscal year-end procedures for the Human Resources: Payroll System involve
the following general functions:

.

Generating reports for verification, auditing, and administrative purposes.

Clearing accrual information from the previous year on earnings, deductions,
and attendance.

Updating tables for the new year relating to pay codes, deductions, taxes,
salary schedules, and calendars.

Updating employee pay rate and deduction information.
Liquidating payroll encumbrances in the Fund Accounting System.

Awarding leave accruals for fiscal leave banks.

See the applicable FinancePLUS manuals for detailed procedures on using the
options mentioned.

To process fiscal year end for Human Resources:

1.

Complete the final payroll for the current fiscal year. Perform all of the
following steps before running the first payroll of the new fiscal year.

You may wish to retain last night’s backup until the process is complete and
checked.

Run the Applications > System Administration > Backup Human Resources
to Disk option.

Generate all necessary reports before clearing any monthly, quarterly, or fiscal
balances. Among the reports that are typically run at fiscal year end are the

Page 5
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) Fiscal Year-End Processing FinancePLUS v. 4.0

following, though others may be run as well:

Quarterly Salary Information
Salary and Deduction Information
Payroll File Totals

In addition, be sure to run all relevant state reports as well as any reports you
generate using third-party software that include fiscal to-date totals.

5. Run the Applications > Human Resources > Periodic Processing > Clear
Monthly Totals and Clear Quarterly Totals options to clear month-to-date and
quarter-to-date balances. Skip this step if your fiscal year end does not
coincide with the start of a new quarter.

6. Run the Applications > Human Resources > Year End > Fiscal Process option
to clear fiscal-to-date earnings and taxes, deduction/benefit amounts, and
deduction salaries.

7. Verify attendance balances and rollover amounts by running the following

eﬂ*\ reports:

Employee Leave Balances
Attendance Tracking

8. Run the Applications > Human Resources > Year End > Attendance Rollover
option. In setting up leave records for certain accrual types, you can either
reset leave banks or roll over leave banks based on parameters established in
the Leave table.

9. Run the Applications > Human Resources > Year End > Fiscal Accrual option
to accrue leave for employees with an accrual type of F (fiscal).

10.  Use the following Applications > Human Resources > Reference Tables >
Payroll options to update account numbers if your Organization Chart has
changed for the new year:

Pay Code Table Local Tax Table
Deduction Table FICA/Medicare Table
Federal Tax Table EIC Table

State Tax Table

or

07/05/2005 Page 6
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For updating taxes and deductions, you can also use the applicable options on
the Applications > Human Resources > Reference Tables > Future Changes
menu.

11. If necessary, run the Applications > Human Resources > Year End > Payroll
Distributions option to change account numbers in employee Pay Rate records
if your Organization Chart has changed for the new year.

12. Run the Applications > System Administrator > Backup Human Resources to
Disk option.

13.  Run the Applications > Human Resources > Employee Deductions > New,
Find or Delete options to update employee deduction records as needed.

For updating employee deductions, pay rates, and employee status, you can
also use the applicable options through Applications > Human Resources >
Periodic Processing > Effective Date Changes.

m 14. If you use the FinancePLUS Salary Negotiations System, complete all
\ procedures for generating new year Salary Schedules,

or

Run the Applications > Human Resources > Reference Tables > Salary
Schedule > Payroll > New and Find options to create and update salary
schedules for the new year.

or

Run the Applications > Human Resources > Reference Tables > Future
Changes > Salary Schedule option to create new salary schedules for the
upcoming fiscal year.

15, Run the Applications > System Administration > Backup Human Resources
to Disk option.

16. Run the Applications > Human Resources > Reference Tables > Payroll >
Calendars > New option to create calendars for the new year.

17.  Run the Applications > Human Resources > Reference Tables > Payroll > Job
Class > Find option to assign new year schedules and calendars to existing job

W\ 07/05/2005 Page 7
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18.

19.

20.

21.

22.

23.

classes.

Run the Applications > Human Resources > Reference Tables > Payroll > Job
Class > New option to set up new job classes for the near year, as needed.

Run the Applications > Human Resources > Year End > Update New Year
Rates option to update Pay Rate records for employees in job classes that
contain new or changed salary schedules as well as new or updated calendars.

Run the Applications > Human Resources > Periodic Processing > Liquidate
Payroll Encumbrances option. This option resets the following

accounts in Fund Accounting to zero: Payroll Reserve for Encumbrance
and Payroll Encumbrance Control.

Run the Applications > System Administrator > Backup Human Resources to
Disk option.

Run the Reports > Fund Accounting > System Maintenance > Check Ledger
Balances > Per Fund option to verify that all funds are in balance. (This
report should only be run when all other users are logged out of the system.)

If you have any out of balance situations, call SunGard Pentamation for
assistance.

Minimally, run the following audit trail reports from the Reports > Fund
Accounting > Audit Trails menu to verify that your budget codes are in
balance:

General Ledger Audit Trail
Expenditure Ledger Audit Trail
Revenue Ledger Audit Trail

In addition, run the following audit trail report as needed:

Project Ledger Audit Trail

m 07/05/2005
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B Warehouse Inventory System

Warehouse Inventory fiscal year-end processes includes maintaining records,
running reports, clearing yearly totals, and updating the system year and period.

References

See the applicable FinancePL.US manuals for detailed procedures on using the
options mentioned.

Procedure
Complete the following steps in the Warehouse Inventory System:

1. Run the Reports > Warehouse Inventory > Unfilled Requests option to list
unfilled warehouse requests.

2. Process all backorders and unfilled requests. Only requests that are filled or
denied are purged when you run the Year End Procedures option discussed in
Step 7.

3. Run the Applications > Warehouse Inventory > Periodic Processing > Process
General Ledger Charges option to interface journal entry charges to
department budgets in the Fund Accounting System. Charges are for filled
requests, inventory adjustments, and stock returns.

Charging must be completed before Fiscal Year-End processing is started
in the Fund Accounting System.

4. Print the following reports from the Reports > Warehouse Inventory menu, as
well as any others you feel are necessary,

Departmental Charge Summary
Inventory Transactions > Detail

5. Run the Applications > System Administration > Backup Warehouse
Inventory to Disk option.

6. Run the Applications > Warehouse Inventory > Periodic Processing > Year

07/05/2005 Page 9
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End Procedures option. This option:

+ Purges all transactions that have been reported for usage.

« Purges filled and denied requests.

» Resets the Year-To-Date Purchased and Used fields in the Inventory
Catalog to zero.

» Summarizes usage information for usage history.

. Run the Reports > Fund Accounting > System Maintenance > Check Ledger

Balances > Per Fund option to verify that all funds are in balance. (This
report should only be run when all other users are logged out of the system.)

If you have any out of balance situations, call SunGard Pentamation for
assistance.

Minimally, run the following audit trail reports from the Reports > Fund
Accounting > Audit Trails menu to verify that your budget codes are in
balance:

General Ledger Audit Trail

Expenditure Ledger Audit Trail
Revenue Ledger Audit Trail

In addition, run the following audit trail report as needed:

Project Ledger Audit Trail

Page 10
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B Fixed Assets System

Processing in this system consists of verifying information in your asset records,
depreciating assets for the current fiscal year, then ending the current fiscal year.

References

See the applicable FinancePLUS manuals for detailed procedures on using the
options mentioned.

Procedure
Complete the following steps in the Fixed Assets System:
1. Verify the acquisition date of assets.
2. Process depreciation and post it to Fund Accounting.

3. Run the Applications > System Administration > Backup Fixed Assets to
Disk option.

4. Run the Applications > Fixed Assets > Year End Processing option.
5. Run the Reports > Fund Accounting > System Maintenance > Check Ledger
Balances > Per Fund option to verify that all funds are in balance. (This

report should only be run when all other users are logged out of the system.)

If you have any out of balance situations, call SunGard Pentamation for
assistance.

6. Minimally, run the following audit trail reports from the Fund Accounting >
Audit Trails menu to verify that your budget codes are in balance:

General Ledger Audit Trail
Expenditure Ledger Audit Trail
Revenue Ledger Audit Trail

In addition, run the following audit trail report as needed:

Project Ledger Audit Trail

r\ 07/05/2005 Page 11
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B Fund Accounting System

When you finish closing out Human Resources, Warehouse Inventory, and Fixed
Assets, there are several processes involved in closing the old year in Fund
Accounting and preparing the system to process transactions in the new year.

References

See the applicable FinancePLUS manuals for detailed procedures on using the
options mentioned.

Procedure

Complete the following steps after all data entry for the current fiscal year has
been completed.

. Run the Applications > System Administration > Backup Fund Accounting to
(cn Disk option.
2. If you do not want to roll specific prior year encumbrances forward into the
new year, use the Applications > Fund Accounting > Periodic Processing >
Close Purchase Orders option to liquidate these encumbrances.

or

If you want to roll encumbrances forward to a liability or equity account, add
the account and its offset account to the Balance Sheet.

3. Run the following reports:

* Audit Trails for Period 12 of the current fiscal year.

*  Check Ledger Balances option on the System Maintenance > Reports
menu to ensure that your funds are in balance. (Note that users must be
out of the database to run this report.)

» Click the Print icon for all highlighted batches listed in the batch options

to create edit lists. Use these lists to determine what should be posted or
deleted.

Cﬁ\ 07/05/2005 Page 12
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Batch Options (all options are under Applications > Fund Accounting):
- General Ledger: Batch Journal Entries
- Budget Entry: Batch Budget Adjustments and Batch Budget
Transfers
- Payable Entry: Batch Accounts Payable
- Vendor Checks: Batch Manual Checks
- Receipts: Batch Receipts and Batch Receivables
- Encumbrances: Batch Encumbrances

¢ Cash Requirement Report option on the Reports > Fund Accounting >
Accounts Payable menu to check if any payments should be processed.
Then process payments as needed.

» Encumbrance Status report on the Reports > Fund Accounting > Financial
Statements menu to determine if encumbrances should be closed, paid, or
left open. Then process encumbrances as needed.

«  On the Reports > Fund Accounting menu, run a set of Balance Sheets and
any other reports your organization wants to retain a record of prior year
information.

Complete making entries in the old fiscal year and rerun reports as necessary
to retain printed documentation of the system’s data.

. If you want the entries to be recorded on Day 1 of the new fiscal year, select

Applications > Fund Accounting > Periodic Processing > Change System
Date to set the transaction date to the appropriate date of the new fiscal year.

. Run the Applications > Year End > Create New Year Ledgers option and

check General Ledger to create General Ledger accounts with zero balance
for the new fiscal year. It is highly recommended that all boxes in the Create
New Year Ledgers section be checked and rerun at this time.

When you run the option, processing is as follows:

* General Ledger accounts are created for all funds in the new year
Organization Chart.

» Funds from the previous year that do not appear in the new year
Organization Chart are documented on an error log.

You can correct errors and can run this option as many times as needed to
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ensure that all new year General Ledger accounts are properly set up.

Although the Create General Ledger option was run previously during
FYE processing, you must run it again before running the Update
Ledgers option in the next step.

7. Run the Applications > Fund Accounting > Year End > Update Ledgers
option. When you run the option, processing is as follows:

« Updates the Fund Accounting profile to Period 1 of the new fiscal year.
» Rolls the old year’s Period 12 balances to the new year.

» Rolls the old year’s expenditure control and revenue control balances into
the fund balance of the new year.

« Rolls the old year’s reserve for encumbrance and encumbrance control
balances into the fund balance of the new year.

r-x * Rolls the old year's budget expenditure control and budget revenue
control balances into the budget fund balance of the new year.

+ Creates a balance sheet report for the new year.
* Creates a project ledger for the new year for all open projects.
» Sets the fiscal year-to-date paid amounts on vendor and payer lists to zero.

8. Run the Reports > Fund Accounting > System Maintenance > Check Ledger
Balances > Per Fund option to verify that all funds are in balance. (This
report should only be run when all other users are logged out of the system.)

If you have any out of balance situations, call SunGard Pentamation for
assistance.

9. Minimally, run the following audit trail reports from the Reports > Fund
Accounting > Audit Trails menu to verify that your budget codes are in
balance:

General Ledger Audit Trail
Expenditure Ledger Audit Trail
Revenue Ledger Audit Trail

(’\ 07/05/2005 Page 14
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10.

11.

12.

13.

14.

In addition, run the following audit trail report as needed:
Project Ledger Audit Trail
Run the following report options:

» Reports > Fund Accounting > Financial Statements > Balance Sheets and
compare them to those created in Step 3 to review changes in the General
Ledger accounts.

» Reports > Fund Accounting > Financial Statements > Trial Balance option
and verify the new ledgers.

Run Applications > System Administration > Backup Fund Accounting to
Disk.

Create and post approved budgets to the Fund Accounting System:

Although the Create options been run previously during the FYE
processing, you must still run them again before running the Post
options. This can be done in either:

» Applications > Budget Preparation > Budget Administrator > Post Budget.
You must check the appropriate boxes in the Create option first, then click
OK and return to the Post section.

or

+ Applications > Fund Accounting > Year End > Create New Year Ledgers.
Check the boxes for the expenditure ledger, revenue ledger, and project
ledger only. Do not check the box for the general ledger. Then select
Post Ledgers and post the budget.

Run the Reports > Fund Accounting > System Maintenance > Check Ledger
Balances > Per Fund option to verify that all funds are in balance. (This
report should only be run when all other users are logged out of the system.)

If you have any out of balance situations, call SunGard Pentamation for
assistance.

Minimally, run the following audit trail reports from the Reports > Fund
Accounting > Audit Trails menu to verify that your budget codes are in
balance:

Page 15
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General Ledger Audit Trail
Expenditure Ledger Audit Trail
Revenue Ledger Audit Trail

In addition, run the following audit trail report as needed:
Project Ledger Audit Trail

15. Update the following fields in the Fund Accounting profile, if needed: Next
Req Number, Next PO Number, Next JE Number, and Next Vendor Number.

16. Change the Disburse Fund, Payroll Fund, Cash, and Payroll Cash fields in the
Fund Accounting profile, if needed.

17. Run the Reports > Fund Accounting > Financial Statements > Encumbrance
Status Reports and Encumbrance Activity Reports options to retain a record
of prior year information.

(O\ 18. Run the Applications > System Administrator > Backup Financials to Disk
option.

19. Use the Applications > Fund Accounting > Year End > Roll Prior Year
Encumbrances option to roll encumbrances from the old year to the new year.
You can roll encumbrances into the same account, a liability or equity
account, or an “R” account. You can run this option multiple times.
Processing is as follows:

* The system creates the new year encumbrance record and deletes the old
record. If a budget unit for the encumbrance record is not found in the
new year’s Organization Chart, the encumbrance is not rolled.

+ Encumbrances are liquidated from the Expenditure and Expenditure
Budget ledgers in Period 13 of the prior year. A transaction record with a
code of 18 (change encumbrance) is entered in the prior year.

* A transaction with a code of 17 (new encumbrance) is created in the new
year.

20. Run the Reports > Fund Accounting > System Maintenance > Check Ledger
Balances > Per Fund option to verify that all funds are in balance. (This
report should only be run when all other users are logged out of the system.)

. 07/05/2005 Page 16
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21.

23.

24.

25.

If you have any out of balance situations, call SunGard Pentamation for
assistance.

Minimally, run the following audit trail reports from the Reports > Fund
Accounting > Audit Trails menu to verify that your budget codes are in
balance:

General Ledger Audit Trail
Expenditure Ledger Audit Trail
Revenue Ledger Audit Trail

In addition, run the following audit trail report as needed:

Project Ledger Audit Trail

. Run the Applications > Systemn Administration > Backup Financials to Disk

option.
Run the Applications > Fund Accounting > Year End > Interim Close option
to roll the balance of Period 13 general ledger, project, and revenue and

expenditure control transactions from the prior year to Period | of the new
ear.

y wm%ﬁ

You can run the Interim option multiple times.

Run the Applications > System Administration > Backup Financiffs to Disk
option.

Complete the following in preparation for your final close.

« Make sure all transactions to Period 13 of the prior year are entered and
your audit is complete.
&
v 1,

)2
[\t* ‘r? ,ﬁ'

A g9
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26.

27.

28.

FinancePLUS v. 4.0

Run the Reports > Fund Accounting > System Maintenance > Check
Ledger Balances and Reports > Fund Accounting > Audit Trails options,
then review the reports to ensure that all funds and accounts are in
balance.

Run the Reports > Fund Accounting > Financial Statements >Balance
Sheets options as needed to retain a record of prior year information.

Run the Reports > Fund Accounting > Financial Statements > Project
Status Report option to retain project information.

Back up the Fund Accounting database to disk and ensure that all other users
are logged out of the system.

Run the Applications > Fund Accounting > Year End > Final Close to do a
final close for the prior year. Processing is as follows:

When you close the prior year, the system deletes closed projects and all
ledgers associated with those projects.

In the new year, the Fund Balance account is updated with Period 13
revenue transactions minus expenditure transactions.

The new year’s Budgetary Fund Balance account is the Budget Revenue
Control ledger minus the Budget Expenditure Control ledger.

Verify balances as follows:

Run the Reports > Fund Accounting > Financial Statements > Balance
Sheets options as needed to review changes in the fund balances, budget
fund balances, and general ledger balances.

Run the Reports > Fund Accounting > Audit Trails > General Ledger and
Expenditure Ledger options.

Run the Reports > Fund Accounting > System Maintenance > Check
Ledger Balances > Per Fund option to verify that all funds are in balance.

These reports should only be run when all other users are logged out of the
system.

If funds are not in balance, contact SunGard Pentamation for assistance.
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29. If you need to change the contro! account numbers in the Fund Accounting
profile, contact SunGard Pentamation for assistance.

R
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18. Fiscal Year-End Processing

At the end of the fiscal year, there are several processes involved in closing the -
old year and preparing the Fund Accounting System to process transactions in the
new year. Thls chapter discusses the prerequisites, screens, and procedures you
for fiscal year end processmg Th&FlSC&l Ycar End Ibrocéssmg options are on the

System Mamtcnance menu.

Bl

I

To open the menu, select System Maintenance from the main menu.

System Maintenance Menu

/

SYSMAINT: 1 2 3 4 5 6

7 8 & A B D F EXIT

YOUR ORGANIZATION'S NAME
FUND ACCOUNTING

SUNGARD PENTAMATION, INC.
MM/DD/YYYY

TMODI>POO~NOOA WD =

<CTRL-P> = EXIT

<CTRAL-G> =

SYSTEM MAINTENANCE

. GHECK LEDGER BALANCES

. PERIOD END

. BEGIN NEW YEAR

. ROLL PRICR YEAR ENCUMBRANCES
. CLOSE PRIOR YEAR

. DELETE PRICR YEAR TRANSACTIONS
. DELETE PRICR YEAR LEDGERS

. CLEAR 1089 AMOUNTS

. SYSTEM RECOVERY

. PURGE PAYMENT HISTORY

. MODIFY 1099 TRANSACTIONS

. DELETE INACTIVE VENDORS

. PURGE VENDOR CHECK HISTORY

PRINT FILES <CTRL-F> =

FAST PATH
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Prerequisites

Before you begin the Fund Accounting fiscal year-end processing, ensure that the
following processes have been completed in the other OPEN SERIES Systems
you use. The prerequisites are outlined here as a quick reference. See the
applicable system’s user manual for detailed information.

Caution: When completing year-end processes in OPEN SERIES Systems,
ensure that all other users are logged out and back up your data frequently.

‘System Management

If your organization encumbers payroll, check the Fund Accounting profile
to make sure each the values in the Enc Control, Pay Res For Enc, Res For
Enc, and Pay Enc Cntri ﬁelds are different.

...}_=,-“,-..,_-

Ruu the System Management > Backup Fmanmals To Disk Optlon to copy
data: from your live duectory to another dnrecfory

Run the System Management > Full Backup to Tape option to copy data
from your live directory to a specific tape drive.

Verify that the backups worked and are functioning properly. Throughout
fiscal year-end processing, you will be backing up data often so you have
copies of current system data should problems arise.

Budget Preparation System

Verify that the accounting data for the new year has been extracted.

Verify that the Organization Chart, Account List, and Project List have
been updated as needed.

Verify that the budgeting process is complete.

Verify that the new year expenditure, revenue, and project ledgers are
created.
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Human Resources: Payroll

° The Human Resources fiscal year-end procedures are complete, including
the liquidation of payroll encumbrances, if applicable.

Warehouse Inventory

* Ensure that unfilled requisitions are processed and departmental blllmg for
filled requisitions is complete.

L Ensure that the charges to department budgets for filled requisitions,
inventory adjustments, and stock returns have been entered.

L] Print all necessary reports.

b Run'the Year End Procedulres optlon Ly

»' ) “

] Change the penod and year m Wa.rehouse Inventory to period 1 of the new
fiscal year. '
Fixed Assets
° Verify the acquisition dates of assets.
° Process depreciation and post it to Fund Accounting.
] Run the Year End Processing option.

Preview
This chapter covers the fiscal year-end procedures in Fund Accounting:
Begin New Year

Roll Prior Year Encumbrances
Close Prior Year
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Begin New Year

After all data entry for the current fiscal year has been completed, use this two-
step process for beginning a new fiscal year in Fund Accounting. The first step
creates General Ledger accounts with zero balances for the new year, while the
second readies the system for new year processing.

Prerequisites

Before running this option, back up the Fund Accounting database and ensure
that all other users are logged out of the system.

In addmon, complete the followmg processes in Fund Accountmg

BRI

Run the Audlt Tralls for Penod 12 of the current ﬁscal year.

E1
\ 'I

Run the Check Ledger Balances optlon on the System Maintenance
menu to ensure that your funds are in balance

If you use batch entry, print and review reports for all Review/Post Data
Entry menu options to determine what should be posted or deleted.

Run the Cash Requirement Report option on the A/P Checks/Reports
menu to check if any payments should be processed. Then process
payments as needed.

Run the Encumbrance Status report to determine if encumbrances should
be closed, paid, or left open. Then process encumbrances as needed.

Run a set of Balance Sheets and any other reports you want to retain as a
record of prior year information.
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Preview

The following sections describe the begin new year processes:

® Open
®  Process

"~ 18-5
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® Open

Use this option to create the new year’s General Ledger accounts with zero
balances. When you run the option:

L] General Ledger accounts are created for all funds in the new year
Organization Chart.

L Funds from the previous year that do not appear in the new year
Organization Chart are documented on an error log.

You can correct errors and run this option as many times as needed to ensure that
all new year General Ledger accounts are properly set up.

The option’s menu path is System Maintenapce > Begin New Year > OPEN.

Begin New Year Screen - OPENOption:, =
ﬁ e ’ . ‘\. ‘: B g 2 .i ‘i

fewn i O P HE-
f\ p

BEGIN NEW YEAR: QPEN PROCESS END
OPEN NEW YEAR
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Procedure
To begin the new year:
L. Select OPEN from the ring menu to display the data verification prompt.
2. Enter Y at the prompt to continue.
or
Enter N to cancel processing and return to the ring menu.
When you enter Y, the Report Destination window opens.
3. Select a destination for the Error log. The log’s default file name is

If en'ors arg detected durmg processmg, the SOME FUNDS NOT WRITTEN

TO! NEhI YEAR GENEHAL 'LEDGER ### ERRORS DETECTED message
("‘\ displays and the error log is created. -

4, When processing is complete, the cursor returns to the ring menu.

Procedural Note

L Run a set of Balance Sheets and compare them with those created prior to
using this option to review changes in the General Ledger accounts.
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July 9, 2009

Procedures for Vendor Report for each Fiscal Year

Each year after the audit is completed a fiscal year vendor report is run using
the Cognos report system. The Accounting Supervisor is the creator of this
report in Cognos and the report is named YTD VENDOR LIST. I have
added the year to the title for 2009.

Each year you will enter the Cognos report writing program. You will do
this under Start, Cognos Impromptu Administrator. A log in screen will
come up. You will place a check in the box that says connect to database.
You will then enter your log in that you use for Pentamation and the
password. (The Cognos log in is usually your position in the Finance Office
and then your password to get into the Pentamation system.)

This opens Cognos and you go to the opening screen that says Open an
existing report. You will open the report that is YTD Vendor List. It will
run with the filtering data that is in the report usually the previous year. You
will have to change the year. You will make this change when the report is
displayed on the screen. You will go to the icons on the top of the screen.
You will click on the one that locks like jail bars and then you will choose
filter. In the filter you will change the year = (example 09 or 10). Then you
will press enter on the keyboard and the program will run again this time
using the current year data.

The program will run over two pages wide. You will not use all of the data
so I save it as an excel program and do my deleting and column adjusts in
Excel. This is easier for me as I am more comfortable working in Excel.
First adjust column widths to fit on one page. Move columns to correct
placement. Move repeated addresses and look for repeated department
totals in the report. The budget unit totals may also be run down the
columns for each department. These will have to be removed along with
department names that are all the same. (See attached Initial Cognos report
for notes).

There is a completed report with all excel changes to reference for final
layout. This report is then emailed to the Webmaster to be placed on the
County website.
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Vendor List Fiscal Year 2007

December 1, 2006 - December 31, 2007

TOTAL TOTAL
VENDOR NAME BILLING, GITY STATE ZIP CODE| __ DEPARTMENT NAME BY DEPT, | BY VENDOR
1-STEP DETECT ASSOCIATES JEFFERSON HILLS PA 15025 |DRUG COURT 3,383.75 3,850.00
: PROBATION SERVICES 150.00
JUDICIARY 356.25
A FREEDOM FLAG COMPANY CRYSTAL LAKE IL 60038-1185_|FACILITIES MANAGEMENT 567.70 587.70
A+EXHAUST HOOD CLEANING WESTMONT IL 60559 NURSING-MAINTENANCE 480.00 480.00
A-1 CORPORATE HARDWARE SPRINGFIELD IL 62701 HIGHWAY 2,074.50 8,190.40
S SPECIAL PROJECTS 6,115.90
A-1 TREE & STUMP SYCAMORE IL 60178 TORT & LIABILITY INS. 1,400.00 1,400.00
A.C.ES.. INC. WOOD DALE IL 60191 CORRECTIONS 225.99 225.99
ARDC. SPRINGFIELD IL 62784-9136___ | DRUG COURT 289.00 4,571.00
PUBLIC DEFENDER 1,550.00
STATE'S ATTORNEY 2,732.00
ABENS, MICHELLE L PUBLIC HEALTH 5,512.83 5,512.83
ACCURATE DOCUMENT DESTRUCTION, INC ELK GROVE VILLAGE (L 60007 |ASSESSMENTS OFFICE 217.00 4,852.38
FACILITIES MANAGEMENT 1,333.77
FINANCE 108.50
NURSING-MAINTENANCE 1,099.20]
PUBLIC HEALTH 1,551.41|
STATE'S ATTORNEY 542.50
ACUPUNCTURE HEALTH CENTER DEKALB IL 60115 DRUG COURT 2,200.00 2.200.00
ADAPCO, INC. ORLANDO FL 328864059 PUBLIC HEALTH 11,635.00 11,635.00
ADI CHICAGO IL 60693 PUBLIC HEALTH 231.74 231.74
ADVACARE CHICAGO IL 60673-1238 NURSING-NURSING 4,579.00 4,579.00
ADVANCE ACCEPTANCE EDEN PRIARIE MN 55344 FOREST PRESERVE 2,674.74 2,574.74
ADVANCE COMMUNICATIONS SYCAMORE IL 60178 PUBLIC HEALTH 22.50 150.00
SHERIFF 127.60
ADVANCED BUSINESS MACHINES ROCKFORD IL 61109 PUBLIC HEALTH 2.345.49 2,345.49
ADVANCED DATA SYSTEMS, INC. MIDLOTHIAN IL 60445 CIRCUIT CLERK 223.58 22358
ADVANCED REHABILITATION SYSTEMS __|ROMEOVILLE IL 60446 PUBLIC HEALTH 205.60 205.60
ADVANCED SYSTEMS GROUP, INC. ELMHURST IL 60126 COUNTY CLERK & RECORDER 70000 2,565.00
ELECTIONS 580.00
SHERIFF 1,275.00
ADVANCED VIDEO SGLUTIONS, INC. SCHAUMBURG IL 60193-3005__|PUBLIC DEFENDER 89.50 §29.25
STATE'S ATTORNEY 839.75
ADVANTAGE AUTO GLASS INC. DURAND IL 61024 SHERIFF 512.00 512.00
ADVANTAGE FUNERAL & CREMATION SERV ROCKFORD IL 61102 VETERAN'S ASSISTANCE 745.33 746.33
AERKO INTERNATIONAL FT LAUDERDALE FL 33307 SHERIFF 867.51 667.51
AGACL PHOENIX AZ 85004-2304 DRUG PROSECUTION PROGRA 100.00 100.00
AHC MEDIA LLC ATLANTA GA 30353-0161 PUBLIC HEALTH 449.00 449.00
AHLBERG, RONALD YORKVILLE IL 60560 PUBLIC HEALTH 5,705.00 5,705.00
AHLERS & ASSOCIATES WACO TX 76701 PUBLIC HEALTH 1,120.00 1,120.00
AID TO BRIDGES TOWNSHIP BRIDGE 167,411.55] _ 167,311.55
AIM IMMEDIATE CARE SYCAMORE IL 60178 PUBLIC HEALTH ~98.00 98.00
AIR CYCLE CORPORATION BROADVIEW (L 60155 FACILITIES MANAGEMENT 3.449.54 3.449.54
AIT LABORATORIES INDIANOPOLIS IN 46241 CORONER 10,629.50 10,620.50
AKERS, DOREEN NURSING-ADMINISTRATION 27.18 27.16
ALCO SALES & SERVICE CO. BURR RIDGE [L 60527 NURSING-MAINTENANCE 3,368.01 3,368.01
ALDI'S INC. BATAVIA IL 60510 VETERAN'S ASSISTANCE 4,200.00 4,200.00
ALEXANDER LUMBER COMPANY CORTLAND IL 60112 HIGHWAY 32.00 32.00
ALL SEASONS UNIFORMS ELK GROVE VILLAGE IL 8007 _|JUDICIARY 27163 27163
ALLEN, MARLENE SANDWICH IL 60548 COUNTY BOARD 183.68 183.68
ALLIANCE FIRE PROTECTION, INC. VERNON HILLS [L 60061 NURSING-MAINTENANCE 2,760.00 2,750.00
ALLSTATE SIGN & PLAQUE DEER PARK NY 117295744 |FACILITIES MANAGEMENT 157.93 157.93
ALPHA CONTROLS & SERVICES LLC ROCKFORD IL 61108 FACILITIES MANAGEMENT 11,880.17 21,712.70
NURSING-MAINTENANCE 2,707.28
PUBLIC HEALTH 4,302.25
SYCAMORE CAMPUS 2,823.00
ALPHA RHO ETA CHAPTER SOLID WASTE PROGRAM 200.00 200.00
ALTERNATIVE MAILING SYSTEMS ELK GROVE VILLAGE IL 60007 |ASSESSMENTS OFFICE 273.44 396.88
TREASURER 123.44
AM SAN PEORIA IL 61612-3156 NURSING-ENVIRONMENTAL SE 37,697.60 40,455.65

Page 1




April 28, 2009 - Updated
Year End Procedures Regarding Accounts Payable

Department invoices to be paid after December 31, 20XX, through the date of
information emailed to auditors by the Finance Office, should be labeled as to the fiscal
year the invoice is to be charged. (A good rule to follow for the date the information is
emailed to the auditors would be to use the second to the last working day in February of
each year.) You can also call the Finance Office if you have a question about the day the
reports are emailed.

The Finance Office will review the invoices and determine if it concurs with the fiscal
year charges. If it does concur, then the invoice is processed accordingly. If it does not
concur, the Finance Office will contact the Department with any questions on invoices
which they feel are being charged to the incorrect fiscal year.

The determination of what fiscal year an invoice should be charged is based on when the
underlying goods are received and accepted by the Department or when a service has
been rendered. The invoice date does not determine when the expenditure has been
incurred (i.e. fiscal year to be charged).

EXAMPLE:

Billings with a date before 12/31/09 and receipt of goods before 12/31/09 go into 2009.
Billings with a date after 12/31/09 and/or receipt of goods after 12/31/09 go into 2010.

These examples will be the deciding factor for any questionable invoice and the County
will follow the same rules every year.



~

Fiscal Year-End Processing
FinancePLUS Version 4.0

At the end of the fiscal year, you need to complete a series of processes to close
the old year and prepare the FinancePLUS System for the new year. In general,
fiscal year-end processing involves:

-

Generating reports to verify the accuracy of the past year’s data.
Setting up new records while deleting unnecessary ones.

Running options to process and carry forward required information.
Backing up your system at critical stages as a fail safe against errors.

The processes outlined here are intended as a quick reference. Do not attempt to
run any procedures using this document alone. Instead, see the system manuals
for detailed instructions.

Prerequisites
W Before you begin fiscal year-end processing, complete the following steps:

1. Run the Applications > System Administration > Backup Fund Accounting
To Disk option to copy data from your live directory to another directory.

2. You may choose to retain the last automated nightly backup to tape until you
have completed this process successfully.

3. If your organization encumbers payroll, check the Fund Accounting profile to
make sure the account numbers in the Enc Control, Pay Res For Enc, Res For
Enc, and Pay Enc Cntrl fields are different.

4. Run the Reports > Fund Accounting > System Maintenance > Check Ledger
Balances > Per Fund option to verify that all funds are in balance. (This
report should only be run when all other users are logged out of the system.)
If you have any out of balance situations, call SunGard Pentamation for
assistance.

5. Minimally, run the following audit trail reports from the Reports > Fund

Accounting > Audit Trails menu to verify that your budget codes are in
balance:

General Ledger Audit Trail



W Fiscal Year-End Processing FinancePLUS v. 4.0

Expenditure Ledger Audit Trail
Revenue Ledger Audit Trail

In addition, run the following audit trail report as needed:
Project Ledger Audit Trail

6. Run payrol! table reports from the Applications > Human Resources >
Reference Tables menu. Go into each table and click on the printer icon to
print table information.

7. Run the Applications > Budget Preparation > Budget Administrator > Extract
Information option to extract accounting data from the current fiscal year from
Fund Accounting and build a new budget year work file in Budget
Preparation. You can build a new budget year only once.

8. Use the Applications > Budget Preparation > Reference Tables option to add
new organizations, accounts, and projects to the Budget Preparation System
for the next fiscal year.

w 9. Add new ledgers to the Budget Preparation System using the Applications >
Budget Preparation > Budget Entry option.

10. Create the new year organization chart, account list, project list, as well as the
expenditure, revenue, and project ledgers in the Fund Accounting System:

Use the Applications > Budget Preparation > Budget Administrator > Post
Budget > Create section or Applications > Fund Accounting > Year End >
Create New Year Ledgers option to create the expenditure ledger, revenue
ledger, and project ledger (if needed).

Note that start new year procedures should only be run once a year.

Once the new year ledgers have been created, you can begin entering next
year purchasing requisitions or, if you use the Warehouse Inventory module,
warehouse requests can be entered in batch,

11.  Run Applications > Fund Accounting > Year End > Create New Year Ledgers
> General Ledger to create General Ledger accounts with zero balance for the
new fiscal year. When you run the option, processing is as follows:

* General Ledger accounts are created for all funds in the new year

x 07/05/2005 Page 2



P Fiscal Year-End Processing FinancePLUS v. 4.0

Organization Chart.

*  Funds from the previous year that do not appear in the new year
Organization Chart are documented on an error log.

You can correct errors and can run this option as many times as needed to
ensure that all new year General Ledger accounts are properly set up.

Once all New year General Ledger accounts are properly set up, you can enter
purchase orders in the new fiscal year while still working in the old fiscal
year. If next year requisitions have been entered, they can be converted to
purchase orders and these purchase orders can be posted to Fund Accounting
in Period 1 of the new fiscal year.

These prerequisite steps can be repeated as often as needed.

What’s Next?

Once all prerequisite steps have been completed, run fiscal year procedures as
(“ described in the following sections. If your organization does not use a system,
skip that section of the processing.

Budget Preparation
Human Resources: Payroll
Warehouse Inventory
Fixed Assets

Fund Accounting

f\ 07/05/2005 Page 3



Fiscal Year-End Processing FinancePLUS v. 4.0

B Budget Preparation System

Budget Preparation fiscal year-end processes include extracting the appropriate
information from the Fund Accounting System and completed your budgeting
process.

References

See the applicable FinancePLUS manuals for detailed procedures on using the
options mentioned.

Procedure
Ensure that the foliowing Budget Preparation System processes are complete:

1. Run the Applications > Budget Preparation > Budget Administrator > Extract
Information option to extract updated accounting data from the current fiscal
year from Fund Accounting to create a work file in Budget Preparation. This
is not required after the original extraction.

2. Update the Organization Chart, Account List, and Project List as needed.
3. Verify that the budgeting process is complete.

Note that posting the budget is done after Fund Accounting fiscal year-end.
The budget does not have to be approved in order to move forward; however,
data will need to be in the approved column before posting.

4, Create the new year organization chart, account list, project list, as well as the
expenditure, revenue, and project ledgers in the Fund Accounting System.

Use the Applications > Budget Preparation > Budget Administrator > Post
Budget > Create section or Applications > Fund Accounting > Year End >
Create New Year Ledgers option to create the expenditure ledger, revenue
ledger, and project ledger (if needed).

You can run the Create options as often as needed to update data from Budget
Preparation to Fund Accounting.

07/05/2005 Page 4
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June 8, 2009

Flexible Benefits Year End Transfers

In January of each new calendar year there are transfers that need to be
completed for the Medical and Dependent Care Flexible Benefits accounts.

Any monies that are in Fund 2601 Prior Year Flexible Benefits Account
#1557 (°08 dollars left in December of 2009) must be transferred to Fund
2601 Forfeits Account #1560.

Any monies that remain in Fund 2601 Medical Account #1550 and the
Dependent Care Account #1555 must be transferred to Fund 2601 Prior Year
Flexible Benefits Account #1557.

Any previous year claims that are paid in the 90 day period beginning
January 1 of the new year for either Medical Reimbursement or Dependent
Care expenses must be charged to Prior Year Flexible Benefits Account
#1557. There is also a 90 day grace period after 3-31-XX each year for prior
year.



DEKALB COUNTY GOVERNMENT
FLEXIBLE SPENDING PROCEDURES
Last Update 6-08-2009

Once per year the employees of DeKalb County Government are given the opportunity to
sign up to participate in having pre-tax dollars deducted from their checks to cover
medical costs such as deductibles and co-payments, and childcare costs. There is a
$5,000 limit on the childcare deduction per year and a $3,000 limit on medical costs.
This program runs the calendar year from January through December. This amount does
not include the automatic before tax deduction of insurance premiums that is done unless
the employee opts not to pay it pre tax.

Employees choose the total amount of their deduction, based on their needs, for the full
year and the payments are deducted from employee paychecks in twenty-six equal
installments. The employee is responsible for turning in billings to Ceridian for the
medical reimbursement unless enrolled in automatic claim submission which works in
cooperation with Blue Cross Blue Shield. If the employee is enrolled in the automatic
claim submission, or if the employee turns in their own billings of things outside of Blue
Cross Blue Shield coverage the employee is paid by either by direct deposit or check by
(Ceridian) every two weeks. Dependent care is handled differently. Dependent care
employees have the option of biweekly, monthly, quarterly or annually completing
required claim form(s) that shows the amount of their daycare costs. If the claim form is
submitted by 4:00pm central time the Friday before payday, reimbursements are issued
each payday without further documentation needed after the form is completed.
Dependent claim forms cannot be submitted prior to the actual expense. These costs
must be equal to or greater than the amount that is being deducted from the paychecks.
If someone goes on leave or leaves the employ of DeKalb County Government, Ceridian
needs to be given this information as soon as possible.

Before December 1, XX each year interested employees complete the flex benefit
deduction form for the new year. This enrollment and a spreadsheet listing all of the
participants and amounts is completed and emailed by December 1, XX to Ceridian by
the benefits coordinator. Changes can be made to the enrollment up to January 1st of the
new year. Ceridian enters all of the employees for the year and sets up 26 equal
deductions for each participant. New hires can be added when eligibility for insurance is
met by the new hire. The deductions for new hires will be based on the number of
payrolls left in the calendar year. The individual employee does not need to be covered
by insurance to participate in the flex benefit program. When payroll is completed the
deduction sheets are given to the benefits coordinator. The benefits coordinator then
accesses the Ceridian website to the get the total dollars that have been paid out for this
two week period on medical and childcare reimbursements. The benefits coordinator
then uses these figures provided by Ceridian to charge the Balance Sheet account. The
deductions that have been taken from the paychecks are entered by the Accounts Payable
person with revenues. The journal entries for the medical and childcare reimbursements



made by Ceridian are all fund 2601. The credit and debit account numbers are listed
below:

Medical Reimbursement Cr Account # 0001
Dr Account # 1550

Dependent Care Cr  Account #0001
Dr Account #1555

The benefits coordinator accesses Ceridian’s website (www.ceridian-benefits.com) to
print off an original copy of the totals along with a check register claim reimbursement
daily notification for payday and a flex enrollee account balance summary for dependent
care and also a separate one for medical reimbursement. The last page of each of these
reports has a total that our balance sheet needs to balance to. A copy of the check register
“claim reimbursement daily notification”is given to the Treasurer’s office for
reconciliation. A copy should also be attached to the journal entry that is given to the
Accounts Payable person to file. Please note due to HIPAA regulations employees
names mush be blanked or blacked out.

The benefits coordinator will not be able to balance this until Accounts Payable has
entered the revenues and all of the journal entries for the month have been made. There
is a spreadsheet in the front of the flex-benefit book that is used to fill in the amounts and
show it is balanced to the balance sheet. This must be done at least once a month. It can
be done after each payroll.

An employee has 50 days after the close of the year (calendar) to submit receipts for prior
year expenses to receive reimbursement from the flex-medical account. There is also a
ninety day grace period for expenses that begins 3-31-2009. Any monies that are not
expended during the above time frame are lost to the employee. Any employee who
chooses to participate in the flexible benefit program should make their deduction
decision based on this information.

If an employee leaves employment with the County before the end of the year but has
already received the entire pledge of funds we can request that the employee pay the
amount that they have been reimbursed but if they do not do this the County must absorb
the loss of the dollars that are not collected from the employee. There is also a provision
for an employee that has left the County’s employ and has money available in their Flex
Account to use the money for medical or dependent care as long as they continue to
contribute to the flex plan with after tax dollars, and pay an administrative fee of 2%.
This continuation of the plan is known as COBRA Flex.



The County cannot tax any of the money and the employee suffers no consequences if all
of the Flex dollars have been spent. The County accepts this loss as part of the flex-
benefit plan that the County offers as a benefit to employees.

It would be assumed that if the losses of this type would occur on a continuing basis the
flex-benefit program could be in jeopardy as a benefit, as the County would not wish to
have to absorb these losses on a regular basis.
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DEKALB COUNTY GOVERNMENT

DEKALB COUNTY FOREST PRESERVE
CONSERVATION AND ENVIRONMENTAL EDUCATION
ENDOWMENT FUND WITHIN
DEKALB COUNTY COMMUNITY FOUNDATION

Last updated (7-22-2009)

The DeKalb County Forest Preserve District is a corporation organized under Illinois Act
805, the Downstate Forest Preserve District Act. The DeKalb County Community
Foundation is a corporation organized under Illinois General Not For Profit Corporation
Act of 1986 and has been determined by the Internal Revenue Service to be not a private
foundation, but an organization that is described in Sections 509(a)(1) and
170(b)}(1){A)(vi) of the Internal Revenue of 1954 as being exempt from Federal income
tax under provisions of Section 501(c)(3) of the Code. The Foundation is established to
accept, hold, administer, invest and disburse funds for charitable purposes as may from
time to time be contributed to the Foundation by any person, trust, firm or corporation.

The DeKalb County Community Foundation and the DeKalb County Forest Preserve
have entered into an agreement whereby the Forest Preserve transferred irrevocably to the
Foundation property, which was acknowledged by the Foundation.

There is a fund in the Foundation that is designated as the “The DeKalb County Forest
Preserve Conservation and Environmental Education Fund”. The primary purpose of the
Fund shall be to provide support for acquisition and preservation of the DeKalb County
Forest Preserves District’s natural resources as determined by the District Superintendent
and the DeKalb County Forest Preserve commissioners. The Foundation may receive
from the persons or organizations wishing to support the purpose of the Fund, future gifts
of money and other property to be added to the Fund. The Foundation may refuse to
accept any gift.

The fund shall include the property that was transferred irrevocably from the Forest
Preserve and such money or other property as may from time to time be transferred by
gift, or bequest to the Foundation by persons or organizations for inclusion in the Fund.
All accepted gifts are considered irrevocable.

The Foundation shall have all powers necessary, or in its sole discretion advisable, to
carry out the purposes of the Funds, including, but not limited to, the power to retain,
invest and reinvest Fund property and the power to commingle the assets of the Fund
with those of other funds for investment and reinvestment purposes. Upon the Forest
Preserve’s written request at any time, and from time to time, the Foundation shalil
provide the DeKalb County Forest Preserve District with a statement of the Foundation’s
investment management policy.



No distribution from the Fund shall be made to any individual or entity if such
distribution will in the judgment of the Foundation jeopardize the Foundation’s exempt
status under section 501 of the Internal Revenue Code. The amount distributable to the
District from the Fund shall equal the principal sum of the Gifts to the Fund. The District
may withdraw from the Fund at any time, and from time to time, all or any part of the
balance of the Fund. '

The Foundation shall hold the Fund subject to the provisions of Illinois law and shall
timely file any registration and financial reports required by law. The Foundation may
monitor the distribution of the Fund to ensure it is used exclusively for charitable or other
exempt purposes.

The Fund shall share a portion of the total investment and administrative costs of the
Foundation. These costs annually charged against the Fund shall be determined in
accordance with the current fee schedule identified by the Foundation as applicable. The
current administrative fee is one percent (1%) of the fair market value of the fund
calculated quarterly. Any cost to the Foundation in accepting, transferring or managing
property donated to the Foundation for the Fund shall also be paid from the Fund.

All interest earned over 5% goes into the District fund.

The receipts of and disbursements from the Fund shall be accounted for separately and
apart from those of other gifts to the Foundation. The Foundation agrees to provide the
Fund with a periodic report of the account status as well as a copy of the annual
examination of the Foundation’s financial condition as reported upon by independent
certified public accountants.

This agreement may be amended only with the written consent of the Foundation and the
Forest Preserve District.

The DeKalb County Community Foundation and the DeKalb County Forest Preserve
District, each with the prior approval of its Board of Directors, have executed this
agreement.



DEKALB COUNTY GOVERNMENT

DEKALB COUNTY FOREST PRESERVE DISTRICT
WETLAND MITIGATION PROJECT
(Last Updated (6-30-2009)

A Federal Law Section 404 of the Clean Water Act requires that anyone must obtain a
permit before placing dredged or fill material in any waters of the United States. Most
wetlands are considered waters of the United States, storm water detention basins
typically are not, and therefore, may not be regulated by the Army Corps of Engineers.
There is a National Wetlands Inventory Map that shows all water levels with six inch to
one foot from surface. This six inch to one foot level from surface constitutes wetland,
Individuals must apply to the Corps for a permit before doing any filling, grading,
mechanized land clearing, excavating, or installing rock riprap or seawalls, Copies of the
permit must be forwarded to the Illinois Department of Natural Resources and the Illinois
EPA, and should be sent to the U.S. Fish and Wildlife Service. The law also requires that
developers or individuals avoid or minimize the impacts to wetlands when building
homes or businesses. If they cannot avoid impacting the wetland areas on their property,
the Corps may allow them to mitigate for the damage to wetlands, enhancing degraded
wetlands, or creating new wetlands. This is called wetland mitigation.

In January 1999, the U. S. Army Corps of Engineers (A.C.0.E.), Rock Island District,
approved a wetland bank permit. The 57.5 acre Wetland Bank is located at the Afton
Forest Preserve, eight miles southeast of the City of DeKalb. A.C.O.E. approved wetland
mitigation projects located in the South Branch of the Kishwaukee River and lower Fox
River watersheds can purchase acres (credits) from the Afton Wetland Bank. Mitigation
projects outside these watersheds will be allowed as per A.C.O. E. review and
recommendations.

The DeKalb County Forest Preserve District Wetland Bank Project is part of the
District’s efforts to restore wetland habitat and provide public natural resource areas. The
revenues from the wetland bank will provide funding for the land, design/engineering
costs, construction/excavation costs, funds for planting and long term management and
maintenance of the wetiand bank. Any other revenues will be applied toward future
forest preserve acquisitions, other wetland mitigations, future Forest Preserve District
development, maintenance and capital improvements. A $40,000.00/per acre price has
been established as an amount that would cover the above state Forest Preserve District
costs. Cost to developers for purchased acres (credits) can be negotiated by the Forest
Preserve Committee. The Forest Preserve has five years to pre-sell acres before starting
to build the wetland; thereby building up the dollars in the mitigation project before
construction is begun.



DEKALB COUNTY GOVERNMENT

DEKALB COUNTY FOREST PRESERVE
LAND ACQUISITION PASS THROUGH FUND WITHIN THE
DEKALB COUNTY COMMUNITY FOUNDATION

Last updated (6-30-2009)

The DeKalb County Forest Preserve District is a corporation organized under Illinois Act
805, the Downstate Forest Preserve District Act. The DeKalb County Community
Foundation is a corporation organized under Illinois General Not For Profit Corporation
Act of 1986 and has been determined by the Internal Revenue Service to be not a private
foundation, but an organization that is described in Sections 509(a)(1) and
170(b)(1)(A)(vi) of the Internal Revenue of 1954 as being exempt from Federal income
tax under provisions of Section 501(c)(3) of the Code. The Foundation is established to
accept, hold, administer, invest and disburse funds for charitable purposes as may from
time to time be contributed to the Foundation by any person, trust, firm or corporation.

The DeKalb County Community Foundation and the DeKalb County Forest Preserve
have entered into an agreement whereby the Forest Preserve transferred irrevocably to the
Foundation property, which was acknowledged by the Foundation.

There is a fund in the Foundation that is designated as the “The DeKalb County Forest
Preserve Land Acquisition Pass Through Fund”. The primary purpose of the Fund shall
be to provide support for acquisition and preservation of the DeKalb County Forest
Preserves District’s natural resources as determined by the District Superintendent and
the DeKalb County Forest Preserve commissioners. The Foundation may receive from
the persons or organizations wishing to support the purpose of the Fund, future gifts of
money and other property to be added to the Fund. The Foundation may refuse to accept
any gift.

The fund shall include the property that was transferred irrevocably from the Forest
Preserve and such money or other property as may from time to time be transferred by
gift, or bequest to the Foundation by persons or organizations for inclusion in the Fund.
All accepted gifts are considered irrevocable.

The Foundation shall have all powers necessary, or in its sole discretion advisable, to
carry out the purposes of the Funds, including, but not limited to, the power to retain,
invest and reinvest Fund property and the power to commingle the assets of the Fund
with those of other funds for investment and reinvestment purposes. Upon the Forest
Preserve’s written request at any time, and from time to time, the Foundation shall
provide the DeKalb County Forest Preserve District with a statement of the Foundation’s
investment management policy.

No distribution from the Fund shall be made to any individual or entity if such
distribution will in the judgment of the Foundation jeopardize the Foundation’s exempt



status under section 501 of the Internal Revenue Code. The amount distributable to the
District from the Fund shall equal the principal sum of the Gifts to the Fund. These funds
are liquid and the District may withdraw from the Fund at any time, and from time to
time, all or any part of the balance of the Fund.

The Foundation shall hold the Fund subject to the provisions of Illinois law and shall
timely file any registration and financial reports requlred by law. The Foundation may
monitor the distribution of the Fund to ensure it is used exclusively for charitable or other
exempt purposes.

The Foundation’s fee to the Fund for administration of the Fund shall be paid monthly in
a sum equal to the net earnings of the Foundation allocable to the Fund. In addition, any
cost to the Foundation directly attributable to the acceptance, transfer or management of
property donated to the Foundation for the Fund shall be paid from the Fund.

The receipts of and disbursements from the Fund shall be accounted for separately and
apart from those of other gifts to the Foundation. The Foundation agrees to provide the
Fund with a periodic report of the account status as well as a copy of the annual
examination of the Foundation’s financial condition as reported upon by independent
certified public accountants.

This agreement may be amended only with the written consent of the Foundation and the
Forest Preserve District,

The DeKalb County Community Foundation and the DeKalb County Forest Preserve
District, each with the prior approval of its Board of Directors, have executed this
agreement. '
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May 2005

Grant Refund Policy for DeKalb County

When a department receives a grant from any organization, including either a State or
Federal entity and is required to return monies that are not expended the policy for return
of monies shall be:

Any dollars that are not or will not be expended from a grant and must be returned
to the grant provider will need to be done by issuing a check from the revenue line
item.

This procedure will then reflect the correct revenue received and expenditures
recorded and the expense line item will not be inflated by issuing a check for the
refund amount from the expense line item.



July 23, 2003

Procedures for State and Federal Operating and Capital Grants:

‘New GASB34 initiatives that we are required to implement this fiscal year require that
we reclassify the State and Federal Grant dollars that we receive into operating and
capital classifications. We need to further sort these grants by General Governmental
Group, Public Safety Group, Highways and Streets Group, Health and Welfare Group
and Culture and Recreation Group.

In order to implement these initiatives we must assign new account numbers to some of
the accounts that we have been using when receiving these monies.

Beginning August 1, 2003 we would like to request that you place these funds in the
following new account numbers:

STATE GRANTS

Election Judges Salary Reimbursement Dollars 1530-4103
Supervisor of Assessment Salary Reimbursement Grant Dollars  1410-4103
State’s Attorney Salary Reimbursement Grant Dollars 2710-4105
Court Services/Probation Salary Reimbursement Grant Dollars ~ 2910-4105
ESDA Salary Reimbursement Grant Doliars 2510-4105
Regional Superintendent Truancy Grant Doilars 1810-4103
FEDERAL GRANTS

ESDA Other Operating Grant Dollars 2510-4005
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Updated July 28, 2009

DEKALB COUNTY GOVERNMENT

Procedures for Investment Accounting Entries

A. Purchase of Investment

General Fund purchasing a Certificate of Deposit in the amount of $400,000.00
CD#12345.

Treasurer’s Entries

Receipt Acct. 11121%* $400,000.00 Bank Inv Acct
Disbursement Acct. 11111 $400,000.00 Cash (Bank)
Purchase CD#12345 from Cash Account Enter in Ipvestment Account

Journal Entries in Pentamation

Debit 1111-0005 3400,000.00 Investment Acct.
Credit 1111-0001 $400,000.00 Cash Acct
Purchase CD#12345 from Cash Account enter in Investment Account

B. Reinvest Total Matured Investment Including Interest

- Certificate of Deposit CD#12345 Matures and is Reinvested in CD#12346 including the

Interest amount of $3,568.00. Total CD#12346 $403,568.00.

Treasurer’s Entries

Receipt Acct.11121 $403,568.00 Bank Investment Acct.
Disbursement Acct 11111 $403,568.00 Cash Account

Purchase CD#12346 from Cash Account enter in [nvestment Account

Receipt Acct. 11111 $400,000.00 Cash (Bank)
Disbursement Acct. 11121 $400,000.00 Bank Investment Acct

Transfer matured CD#12345 from Investment Account to Cash

Receipt Acct 11111 $ 3,568.00 Cash (Bank)
Enter interest from matured CD#12345 into Cash Account '

Journal Entries in Pentamation

Debit 1111-0005 $403,568.00 Investment Acct
Credit 1111-000!1 $403,568.00 Cash
Purchase CD#12346 from Cash Account enter in Investment Account



Updated July 28, 2009

DEKALB COUNTY GOVERNMENT

Procedures for Investment Accounting Entries

Debit 1111-0001 $400,000.00 Cash
Credit 1111-0005 $400,000.00 Investment Acct
Transfer Matured CD#12345 from Investment Account to Cash Account
Debit 1111-0001 $3,568.00 Automatic Entry-Cash
Credit 1910-5501 $3,568.48 Interest

Enter Matured CD#12345 Interest into Interest Account

C. Reinvest Original Amount Without Interest

' The General Fund reinvesting the Matured Certificate of Deposit #CD12345 for

$400,000.00 into new CD #12346 for $400,000.00 not including Interest amount.

Treasurer’s Entries

Receipt Acct 11111* $400,000.00 Cash (Bank)
Disbursement Acct 11112 $400,000.00 Investment Acct

Transfer Matured CD#12345 from Investment Acct to Cash Acct

Receipt Acct 11112 $400,000.00 Investment Acct
Disbursement Acct 11111 $400,000.00 Cash

Purchase CD#12346 from Cash Account enter in Investment Acct.

Receipt Acct 11111%* $ 3,568.00 Cash(Bank)
Enter Matured CD#12345 Interest into Cash Acct.

Journal Entries in Pentamantion

Debit 1111-0001  $400,000.00 Cash Acct
Credit ‘ 1111-0005 $400,000.00 Investment Acct

Transfer Matured CD #12345 from Investment Acct to Cash Acct

Debit 1111-0005 $400,000.00 Investment Acct
Credit 1111-0001 $400,000.00 Cash

Purchase CD#12346 from Cash Account enter in Investment Acct.

Debit 1111-0001 33,568.00 Automatic Entry-Cash
Credit 1910-5501 $3,568.00 Interest

Enter Matured CD#12345 Intferest into Interest Account



Updated July 28, 2009

DEKALB COUNTY GOVERNMENT

Procedures for Investment Accounting Entries

D. Reinvest Portion of Matured Investment

CD of $400,000.00 matures $250,000.00 reinvested and the remainder plus interest
amount of $3,568.00 placed in operating accounts.

Treasurer’s Entries

Receipt Acct11111* $400,000.00 Cash (Bank) Account
Disbursement Acct 11112 $400,000.00 Investment Acct

Transfer Matured CD #12345 from Investment Acct. to Cash Acct.

Receipt Acct. #11112  $250,000.00 Investment Acct.
Disbursement Acct #11111  $250,000.00 Cash(Bank)Account

Purchase CD#12346 from Cash Account enter in Investment Account

Receipt - Acct #11111 3,568.00 Cash(Bank)Account
Enter Interest from Matured CD#12345 into Cash Account

Journal Entries in Pentamation

Debit 1111-0001 $400,000.00 Cash Acct.
Credit 1111-0005 $400,000.00 Investment Acct,
Transfer Matured CD#12345 from Investment Acct. to Cash Acct.

Debit 1111-0001 $150,000.00 Cash
Credit 1111-0005 $150,000.00 Investment

Purchase CD #12346 from Cash Acct enter into Investment Account

Debit 1111-0001 $3,56800 Automatic Entry-Cash .
Credit 1910-5501 33,568.00 Interest

Enter Matured CD#12345 Interest into Interest Account



m)

Updated July 28, 2009

DEKALB COUNTY GOVERNMENT

Procedures for Investment Accounting Entries

E. No Reinvestment of Matured Investment

Matured CD#12345 for $400,000.00 and Interest of $3,568.00 nothing reinvested.

Treasurer’s Entries

Receipt Acct 11111* $400,000.00 Cash Acct
Disbursement Acct 11121* $400,000.00 Investment Acct
Matured CD#12345 from Investment Acct to Cash Acct.

Receipt Acct 11111 $ 3,568.00 Cash Acct
Enter Matured CD#12345 Interest into Cash Account

Journal Entries in Pentamation

Debit 1111-0001 $400,000.00 Cash
Credit 1111-0005 $400,000.00 Investment

Transfer Matured CD#12345 from Investment Account to Cash

Debit 1111-0001 33,658.48 Automatic Entry-Cash
Credit 1919-5501 $3,658.48 Interest

Enter Matured CD#12345 Interest into Interests Acct.



INVESTMENT
POLICY



Christine J. Johnson
DeKalb County Treasurer

Investment Policy

This policy applies to the investment of all funds under the jurisdiction of the DeKalb County
Treasurer including funds of the DeKalb County Forest Preserve District and the DeKalb County
ETSB 911. This investment policy will also apply to any new or temporary funds placed under
the jurisdiction of the DeKalb County Treasurer.

General Objectives

The primary objectives, in priority order, of investment activities shall be legality, safety,
liquidity and yield:

1.

Legality

Investments will conform with federal and state laws, including the Public Funds
Investment Act, and the internal policy of the DeKalb County Treasurer’s office.

Safety of Principal

Safety of principal is an objective of the investment program. Investments shall be
undertaken in a manner that seeks to insure the preservation of capital in the overall
portfolio.

Liquidity

The investment portfolio shall remain sufficiently liquid to meet all operating
requirements that may be reasonably anticipated. This is accomplished by structuring the
portfolio so that securities mature concurrent with cash needs to meet anticipated
demands.

A portion of the portfolio may also be placed in SEC-registered money market mutual
funds or local government investment pools which offer same-day liquidity.

Yield

The investment portfolio shall be designed with the objective of attaining a market rate of
return throughout budgetary and economic cycles, taking into account the statutory
investment constraints and liquidity needs. Return on investrment is of secondary
importance compared to the legality, safety, and liquidity objectives described above.

The core of investments are limited to relatively low risk securities in anticipation of
earning a fair return relative to the risk being assumed. Securities shall only be sold prior
to maturity if liquidity needs of the portfolio require that the security be sold.



Standards of Care
1. Prudence

The standard of prudence to be used by investment officials shall be the "prudent person”
standard and shall be applied in the context of managing an overall portfolio. Investment
officers acting in accordance with Illinois Compiled Statutes, written procedures, and this
investment policy, and exercising due diligence shall be relieved of personal
responsibility for an individual security's credit risk or market price changes provided
deviations from expectations are reported in a timely fashion and the liquidity and the
sale of securities are carried out in accordance with the terms of this policy.

Investments shall be made with judgment and care, under circumstances then prevailing
which persons of prudence, discretion and intelligence exercise in the management of
their own affairs, not for speculation, but for investment, considering the probable safety
of their capital as well as the probable income to be derived.

2. Ethics and Conflicts of Interest

Officers and employees involved in the investment process shall refrain from personal
business activity that could conflict with the proper execution and management of the
investment program, could impair their ability to make impartial decisions, or could
impair public confidence in the government of DeKalb County. Employees and
investment officials shall disclose any material interests in financial institutions with
which they conduct business. They shall further disclose any personal financial
investment positions that could be related to the performance of the investment portfolio.

3. Investment Authority and Responsibility

Authority to manage the investment program is the direct responsibility of the DeKalb
County Treasurer.

The DeKalb County Treasurer shall be responsible for all transactions undertaken and
shall establish a system of controls to regulate the activities of DeKalb County Treasurer's
office employees directly involved in the assistance of such investment activities.

Cash Management

All funds are monitored daily and will be invested for a period of one day or longer, depending
upon the need for the disbursement of those funds.

All funds shall be deposited within two working days at prevailing rates or better in accordance
with Illinois Compiled Statutes. '
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Safekeeping and Custody

1.

Authorized Financial Institutions

The DeKalb County Treasurer's office will maintain a list of financial institutions, which
have been approved by the DeKalb County Board to act as designated depositories.

Internal Controls

The DeKalb County Treasurer is responsible for establishing and maintaining an internal
control structure designed to insure that the assets of the County are protected from loss,
theft or misuse. The internal control structure shall be designed to provide reasonable
assurance that these objectives are met. The concept of reasonable assurance recognized
that (1) the cost of a control should not exceed the benefits likely to be derived and (2)
that valuation of costs and benefits requires estimates and judgments by management.

Accordingly, the DeKalb County Treasurer shall establish a process for an annual
independent review by an external auditor to assure compliance with policies and
procedures. The internal controls shall address the following points:

Contro! of collusion

Separation of transaction authority from accounting and record keeping
Custodial safekeeping

Avoidance of physical-delivery securities

Clear delegation of authority to subordinate staff members

Written confirmation of telephone transactions for investments and wire transfers
Development of a wire transfer agreement with the lead bank or third party
custodian

* X ¥ X ¥ ¥ ¥

Delivery vs. Payment

All trades where applicable will be executed by delivery vs. payment (DVP) to insure that
securities are deposited in an eligible financial institution prior to the release of funds.
Securities will be held by a third party custodian as evidenced by safekeeping receipts.

A quarterly review of the financial condition and registration of financial institutions will
be conducted by the DeKalb County Treasurer, and her staff.

All designated depositories will be evaluated on a quarterly basis by an independent
rating service such as Veribanc, Inc.

One element of internal control is timely reconciliation of all investment and cash
accounts. Reconciliation shall be performed on a monthly basis and shall be completed
no later than 30 days after the end of the monthly cycle.



1.

Only the DeKalb County Treasurer shall be authorized to establish financial accounts for
the office of DeKalb County Treasurer, DeKalb County Forest Preserve District, and
DeKalb County ETSB 911, At all times either the DeKalb County Treasurer, singly, or
jointly with two or more signatures as designated by the DeKalb County Treasurer shall
be authorized to sign on financial accounts. Authorized signatories should not be
permitted to reconcile bank accounts at any time.

If securities are purchased {e.g. Treasury Bills) that are not subject to FDIC, the securities
will be held by a third-part custodian who is acting as an agent of the County.

Authorized Investments

Investment Types

Investments will be consistent with the Illinois Compiled Statutes regarding permitted
investments. The following investments will be permitted by this policy and are those

defined by state law:

* U.S. Treasury Bills

* Certificates of deposit issued by banks located within and in close proximity to
DeKalb County

Mutual funds consisting of U.S. Treasury Bills, Notes, Bonds or Agencies.
Public Treasurer's Investment Pool created under Section 17 of the State Treasurer

Act.
* This policy prohibits the investment of County Funds in derivatives.
Collateralization

Recognizing that collateralization of deposits is not a statutory requirement, full
collateralization will be required on investments exceeding FDIC coverage. Collateral
agreements will be executed with all depositories prior to placing funds in excess of
FDIC insurance with those banks. Collateral will be marked to market on a quarterly
basis.

Acceptable collateral is U.S. Treasuries, U.S, Agencies, obligation bonds of the State of

Illinois and it’s municipalities, or of any other state, and their municipalities, rated A or
better.

If U.S. Treasuries or Agencies are pledged as collateral, the market value of the collateral
will be required to be greater than or equal to 105% of the bank balance of deposits.

If other collateral is pledged, the market value of the collateral will be required to be
equal to or greater than 110% of the bank balance of deposits.

Collateral must be held in a third-party custodial bank, legally separate from the pledgor,
who should act as the County’s agent, on behalf of the County. All collateral is subject to

4
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acceptance by the DeKalb County Treasurer.

Investment Parameters

1.

Diversification
The investments shall be diversified to avoid unreasonable risks.
The DeKalb County Treasurer's office will:

* limit investments to avoid over-concentration in securities from a specific issuer
or business sector (excluding U.S. Treasury securities),
Invest in securities with varying maturities, and

* use the option of investing a portion of the portfolio
in readily-available funds such as The Illinois Funds Pool of the State Treasurer's
Office, or money market funds, to insure that appropriate liquidity is maintained
to meet ongoing obligations.

Maximum Maturities

To the extent possible, the DeKaib County Treasurer’s office shall attempt to match its
investments with anticipated cash flow requirements.

Investment Selection

County monies will be invested in accordance with all applicable Illinois Compiled
Statutes regarding permitted investments.

Investments shall be selected on the basis of competitive bid whenever practical.
Consideration will be given to banks located within or in close proximity to DeKalb
County.

The depository that receives the bid award, should there be a tie, is determined in the .
following manner:

1. The bank currently holding the investment,
2. The bank with the most available collateral,
3. The Treasurer's discretion.

Deposits in an approved depository shall not exceed 75% of the capital stock and surplus
of such bank, per Illinois Compiled Statutes.



Reporting

The DeKalb County Treasurer shall prepare a monthly cash and investment report, which shall be
submitted to the DeKalb County Board.

l. Performance Measures
The investment portfolio will be managed in accordance with the parameters specified
within this policy. The portfolio should obtain a market average rate of return during a
market/economic environment of stable interest rates. A performance benchmark that
may be used is the average monthly interest vield of at least five DeKalb County Bank
NOW accounts.

2. Marking to Market
The market value of the portfolio shall be calculated at least quarterly.

Policy Considerations

1. The DeKalb County Treasurer shall review this policy on an annual
basis. The Treasurer will also request a review of this policy by an independent audit
firm annually. Any changes must be approved by the DeKalb County Treasurer.

2. This policy will be available to the public at the DeKalb County
Treasurer's office.

Attachments
The following document(s) are attached to this policy:
* Listing of authorized broker/dealers and financial institutions.

Adoption

This investment policy, or a similar one, has been in effect since March 17, 1994. This policy
was last reviewed and revised on December 19, 2008.

Christine J. Johnson
DeKalb County Treasurer



RESOLUTION
#R2009-16

WHEREAS, the DeKalb County Treasurer has come before the Finance Committee seeking
County Board approval of an updated list of banks and credit unions as depositories of public funds, and

WHEREAS, the institutions listed betow were recommended for approval by the Finance Committee:

American National Bank of DeKalb County

Associated Bank

Castle Bank

Centrue Bank

Citizens First National Bank
Farmers and Traders State Bank
Fifth Third Bank

Financial Investors Trust
Ilingis Community Credit Union
National Bank of Earlville

Old Second Bank

Resource Bank

Alpine Bank (Belvidere)

The National Bank and Trust Company

U.S. Bank -1llinois Funds
Waterman State Bank

Sycamore, IL
DeKalb, IL
DeKalb, IL
Sandwich, LL
Genoa, I
Shabbona, 1L
Hinckley/DeKalb, IL
Schaumburg, IL
Sycamore, IL
Earlville, IL
DeKalb, IL
DeKalb, 1L
Kirkland, IL
Sycamore, 1L
Springfield, IL
Waterman, 1L

(”“ NOW. THEREFORE, BE IT RESOLVED, that the DeKalb County Board does approve the
banks and credit unions listed above as depositories of public funds in the custedy of the DeKalb County

Treasurer.

PASSED AT SYCAMORE, ILLINOCIS, THIS 18TH DAY CF MARCH, 2009 A.D.

(ZL./"/L, 42 Al ﬁ%w/

Chairman, DeKalb County Board

- ATTEST:

DeKalb County Clerk
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Monthly Timetable

1. The first of each month balance the funds with the Treasurer’s Daily Balance Report.
2. After balancing every fund print the month end reports and distribute.

3. Change the accounting period on the pentamation system.

4. Print the emergency claim list for the Claims list to board.

5. Start the accounts payable process to get ready for the claims list and payment. They should
be in your hands the first Thursday after the first Wednesday of each month.

6. Post receipts from the Treasurer whenever it is possible time wise.

7. Continue with and finish all claims.

8. Assemble claims report with all the parts and take to printing on the next Wednesday.

9. Export claims from the data base to pentamation if you have not already done this.

10. Do the data entry for the nursing home claims into pentamation.

11. Finish the check process and get them ready to distribute or mail by the day after the board
meeting. This is always the Thursday after the third Wednesday board meeting unless there is
a holiday.

12 Do emergency checks if there are any now or whenever you can fit them into your schedule

13. Put check numbers on the claims and file,

14. Post Treasurer receipts at this point to get current.

15. Once you are posted current do a balance with the Treasurer to make the month easier.

16. Post journal entries if any and other miscellaneous items like void checks.

17. Finish receipts and balance so you are ready to close the month and run reports.

18. File the accounts payable check stubs,

15. Have all the details cleaned up and filed,

20, Start over,



MONTH END
PROCEDURES



Month End Procedures

1. When you have posted all the daily receipts from the Treasurer’s office run a full
Balance Sheet report by fund. You will only need the cash balance for this process so run
the Balance Sheets for cash only, account 0001 with the period and year your are
balancing. You will use the Daily Balances by Fund report from the last day of the month
from the Treasurer. We each group the monies differently. The treasurer deposits the
money in various banks while we combine numerous funds to achieve the result.

For example the Treasurer will have a number of accounts titled General Fund and
General Fund Investments which will equal many of the Finance funds. ( As of January 2009)

1111
1213
1222
1227
1228
1229
1471
1476
1477
3775
3776
3802
3803
3774

General Fund = General Fund Bank Accounts
PBC Lease

Law Library

Tax Sale Automation

GIS Development

Court Security

Special Projects

Asset Replacement

Tollway Access Loan Repay
Children’s Waiting Room
Drug Court

Drug Prosecution Program
Law Enforcement Projects
History Room

The total of these cash balances and the Treasurer bank account balances will equal. The
Finance Office uses groupings in several cases besides General Fund .

1251
1252
1253

Forest Preserve General = Forest Preserve Bank Accounts
FP Land Acquisition
FP Retirement

1254 FP Tort & Liability

1473
1475
1512

Land Acquisition Sycamore = Opportunity Fund Bank Accounts
Opportunity Fund
Building Fund

2. After balancing with the Treasurer’s cash balances you will run monthly reports for
distribution to the County Department Heads. The following reports are to run to make up
the set you will distribute. They are all found in the Fund Accounting Report menu.

Balance Sheets by Fund with control accounts
Period General Ledger

Organization Revenue Status

Period Revenue Audit Trail

Organization Expenditure Status

Period Expenditure Audit Trail



The sets are assembled in the order listed for each fund. The reports that pertain to the
Finance office only are discarded. Some department will not have a full set since they are
only a smaller part of a fund rather than a separate fund. Departments receiving reports:

County Board

IMO plus GIS reports

Assessments |

County Clerk plus Elections and Micrographics and IMO revenues/account 4519

Planning and Zoning

Regional Office of Education

Treasurer plus Tax Sale

Judiciary plus Law Library and Children’s Waiting Room

Jury Commission is also delivered to Judiciary

Circuit Clerk plus Court Automation, Child Support and Document Storage

Coroner plus ESDA reports

Sheriff plus Merit, Auxiliary, Corrections, Communications, Court Security and Law

Enforcement Special Projects

State’s Attorney plus Drug Prosecution

Facilities Management plus General Fund Balance Sheets for postage

Public Defender

Court Services plus Probation

Highway plus Engineering, Aid to Bridges, Federal Highway Matching, County Motor

Fuel, Township Motor Fuel and Township Bridge

Public Health plus Solid Waste

Mental Health

Nursing Home

Forest Preserve plus, FP Land, Retirement and Tort

Community Services plus Revolving Loan and Senior Tax

Veteran’s Assistance

Drug Court is also delivered to Judiciary

3. Prepare monthly memo cover sheet and have the Deputy Administrator sign. Make 24
copies to distribute with the reports you assembled into sets. You will deliver the reports to
the departments in the Sycamore Campus and the remainder of the reports are put in the pick
up boxes located in the Finance office. The memo is filed in the Finance office
correspondence file with the secretary.

4. After balancing with the Treasurer and printing reports the period needs to be closed
before doing any new month entry. The process is in Applications, Fund Accounting, Periodic

Processing and select Period End. It will ask to process or cancel, if you select process the
period will be advanced.

7/22/09
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NEW FUNDS
AND
DEPARTMENTS



Updated June 30, 2009
DEKALB COUNTY GOVERNMENT

PROCEDURES FOR ENTERING NEW FUNDS/DEPARTMENTS

Entering a Fund:

Choose List Maintenance

Choose Organization Chart

Choose Update Organization Chart

Choose Add

Put in year in this form “02” or “03” etc

Put in Key Organization the Fund Number

Leave Total Blank

Level # 1 for fund

Enter name of fund

Typically there are no project links or default.

The number and description will then pop up in the Fund line under reporting structure
You will then fill in the boxes at the bottom of the screen which must be completed and
then say yes.

Entering a Department:

Choose List Maintenance

Choose Organization Chart

Choose Update Organization Chart

Choose Add

Put in year in this form “02” or *“03” etc

Put in Key Organization the number of the department
Puta T in Total

Put in level 2

Enter name of department

Typically there are no project links or default,

The screen will then put an “*” in the fund line and the number and description of the
department in the department line.

You will then say yes.

Stacking or linking the fund with the department:

Choose Add

Put in year again and enter the department number

This time blank out or leave blank the T in Total and put in level 4

This will bring up the department description and allow you to go to the



middle of the screen under reporting structure to enter the fund that you want to attach
this department to, the department will be on the department line, you must put a 0 in the
program line and the 4™ line should automatically bring up the department name again.



Updated August 12, 2009

NEW FUNDS - BALANCE SHEET ACCOUNTS THAT MUST BE SET UP

When setting up a new fund, the following balance sheet accounts must be set up:

0001 Cash

0600 Accounts Receivable
1010 Vendor Checks Payable
1100 Accounts Payable

2000 Budgetary Fund Balance
2010 Appropriation Control
2020 Revenue Estimate Control
2030 Revenue for Encumbrance
2040 Encumbrance Control
2050 Expenditure Control

2060 Revenue Control

2299 Fund Balance



March 7, 2007 - Updated 6-30-2009

CCR Registration Passwords
888-227-2423 or 269 961-5757
Anyone that needs to make changes to
the registration.

First you will need the Duns #
029980307

CCR REGIS

User ID -Karen
Kkahl2009

PW -Karen
Gmbdtrl18*

Confirmation #
SZG5EW
TPIN # 08695406

MPIN PASSWORD
DEKCOU200

DeKalb County Duns # 029980307

Grants.Gov Passwords
1-800-518-4726
Karen’s User Name
KKahl

Karen’s PW
Ksk@200nmain

Marilyn Stromborg - GMS
User Name
Mstromborgadmin

PASSWORD
Drug@]lcourt

Grants .Gov Passwords
Marilyn Stromborg
User Name
Mstromborg

Marilyn’s PW
Drug@lcourt

Both of these organizations are very helpful when you call. Their support staff knows

what you need and helps you get there.

Most of the time when you log in to either of these sites it will tell you what it needs
by each section. Always Duns#, then it will be user name and p/w and sometimes TPIN

and MPIN It is also now calling for CCR registration.



Notes on Grant Seminar May 9, 2005

Grants.gov Registration Process
Sign ug for email alerts for

RFA Request for Announcement
RFG Request for Grant

Usually takes 3-4 weeks and there are various steps
Tips on writing grants

Should be written from the same person. English - either first past or present.
Needs to flow as if one person wrote the grant even if several are involved.

IMPORTANT

Page lengths and margins count
Use correct font

Address criterion

Do address points first.

In Project Design include what needs to be done to accomplish the design.

Distinguish between Qutcomes (learned behaviors. ultimate end results, good results)
And Outputs (speakers, things done, equipment used, classes taught, referrals made,
And staff and volunteers

Two types of evals:
1. Process Cook, how it is made (in house evaluation)
2. Person Eating (How it tastes — Outside professional look at grant)

Don’t worry about allowed costs just list everything equipment and capital included.
Incentives do not need to be specific.

A University or school

A122 Non-Profit

AR87 State and Local — If government, subcontract must be disclosed.
Make sure that goals and objectives respond to evaluation plan,

Grants.Gov getting started. 1-866-705-5711 Duns # Information
Grant streamlining initiatives
PL 106-107 DUNS then Central Contfract Registry CCR.gov You will have to have a

password to keep info up to date.

TAB - Find Grant Opportunities (Synopsis of grants)



S00Z '6 AR “Arpuopy
AisIaaTup) S{oui[f WapioN

PUE 13jU37) |eXP3N AN RUaADI]
apw dgsaewmred uy

sjstauweg

sie[[o(J [e1apa, 103 SurA[ddy pue Juipul]

saapjuasalday jo asnoy *§ n ayi jo aoxneds
Jiaysny siuuaq °r unwssaibuoy

HIISBI/A0S 9SNOY MALM
081-90t-0£9 ‘XeJ
FL11-90F-0%0 2noyd
01509 TI ‘etameg
15 I2ATY ‘N LT
MIISEY SHMUA(] " UBWSSaLduo)

"JoeId juswrasueyuy AJI[enyd) 1ayea],
O ¢/ 8'p$ B “TYHY 193017 J0J I o1} $1 3ys Apuarm) A3o[onyos] pue
SPIEPUEIS 10] 2JYHSU] [RUONEN ST} PUR ‘UOTIRINPH AIepUODasISOd JO ol
-oa01dw] oM@ Joy pung o ‘UOQEPENO, SIUIIG JeuoneN Ay ‘Alojeroqe
UOLEONPT [BUCIZY [ROULD) YMON 51 ‘U0ISIA3[3] orqnd Bs0] ‘uorep
-umoy 8301[93 o1 ‘voyerodio]) justudoans(] S[00YIS BMO] m3IN A1 ‘SN
-SIp [00U2s 18207 ‘Uoleanpy Jo Jesuxiiedac] "S'[) i Surpnjoul S80mos Jo
A)2LIeA © WOY PIpUn) Ga3Q daey seid 959Yy ‘UOQEONPS JO JuataA0iduIt
31 10 A3ojouyaIl uo AJueud pasndoy JATY U0 PAHIOm SEY S SiUeId ],
uotjjou ([ § weyy a10 w Fueio) Sjuesd [PUOLIPPE 10} ISijEloads uornen[eAd
peol € se SUlales 0} UOWIpPE UT UOI[[RU [{§ ULy aow Juyelo) sierd
P3puny USZOP € UL} 2IOUL J0J [J-00 10 [J 3Y) SE PIAIIS SEY UASUSIOS “I(]

"100T Ut uoueaNnpy 10 233[[00 3y jo

Ugop JWEDDQ UASUIIOS 1] "UOUEMEAI PUR [OIBISI
| ‘UOUELSTURUPE ‘UOLERINPS 19YSI U $35M03 Jydney
I oys ‘NN 03 Swwod sy A)sIsArug) e1elg emo]
1' UONEINP H U SIIPM § I0] 2)WJUSL | [oreasay Iy je
)sIferoads UOLEN[BAD DITe TOIRSSAI B seA SUS 986 W
(1IN 03 3uruod 0} S0t ANSISAIO() 9MBIS LA\O] WOY
uonEINps I3YEM] Ul $a5139p [BACIOOP PUE §,JMISEU
PUE UO)SNOL] JO AJISISAIT[ 901 WOK SUOHEIIUTIIIOD
Ul 32183p 5I0[0UOR] 19G PIAISDRI USSUIIOS SLIYD)

AysIaArup) SIOU[[] WIYLION
noneonpyg jo #33[[07) ‘mRag

'I'Ud ‘u2suaI0g S



‘gonen|rAad werdod eja uo1dal AS[[EA
x04 oy w1 surerdord Aranumuod Jo anfea Yy Sulonea? 0) PajEsIpop UL
YoIeasal eIOMY-QUON B "oU] ‘siojenjeay AWSpesy JO JSUmo pue Juapisasid
ap st nsdreys g (OYHY) LAinend) 79 yoieassy oxedyjesy oy Lousdy
[e13pa) 373 10j IamdIiaal uorjesr(dde jueld v se paares ose sey Disdrueys
1q 3mBY uo sjigsu] [PuouEN - IN[ESH JO SAAMUSUJ [RUOLEN A} Wog
Juerd [exopaj e Jurpnpdul  ‘S}OERUOd

S pue smer8 jo Jaqumnu B jo juaidioar
S oY) udaq sey oyS uorsssidop pue
| ‘soguedstp Yijesy oTUY)d pue 9981 ‘ored
] mus-3uo) ‘o)1 Jo Anpenb m 91y sysareiun
S yoressal Arewmrid s pysdnreys 1g
4 1s130[ojuoad erd0s pauten e Sy [
1 ‘03eom D) U1 19309 ) [P W AJISIoaTUf]
| gsny 1 3uBy AqesH 0] ejmyusu]
N ysoy S je Iossajord juejsisse we st
S H'd N QU d ‘Disdnreis Ty Ajtaquuny

19JU9) [P AJts1aanuq) Yysny ‘Bunby Aujesy 107 symysuy ysny
"H'd'IN A Ud ‘risdoreys ¥ Apzaquuryy

‘(1IN Woy 9udrds A1elql| ur pue AJ1S1sATa()

BIQUUN[OD WOY AIojsTy 1 :S02i39p §5,J21SEWE Om) pue 933([00) pleureq
woy Azoisny w 3219p s Iojayseq B spjoy epur] saadeaey ASojomyaa]
AJISI9ATUN) JO WONEIDOSSY Ay Jo sSunssw je NN pawuasaidar sey ays pue
‘suone[ay [BIUILIWIIA0D JO [19Uno)) a1} 0} uostel] Axewrud s, ()]N SE PaAlss
seq 90S SIOJENSIUMIPY UOJeasay AJISIeATU() JO [IOUNOD [EUONEN 93 pue
51OJBDSTUTWIPY YIIB3sIY JO A19100g Y] :SIV9I20S Jeudrssajold monyensmmope
[oJeasal [euoyewIdjul pue (euociSal syl Je 1sjussard B uoaq seq pue Ul
SALOE U3 sey epul] ‘uoyexnsiunwupe Ausdord jengos|aiur vl sauIqisuodsal
: ‘Apuagjuusjuy  ‘pawnsse  Os[e  sey

84S ‘9yeuI[9d Jurpury 9Y) or pue noIsssyord
UOWROSIUIPE YoIeasal o) 01 sadaafreqd
pue sa3uego Auew 3} DassaIppe
seq 9¢s ‘owmy Sy Jmumq  's,086[-PTW

901y} UEY QloWl 10j UONENSIUTUDS
[ yoreasas pieme-aid Ul AJISISAIG[() SIOT([[{

_| , _ﬁ L IOUUION] Je PoYIom Seq ZIBMUoS Bpul]

il

Ay1s19ATI[) STOWUI[T] WISYIXON 'S)oa(01g parosuodg Jo a21g(Q 10)0911(J

ZIRMIO§ ePUT]

)

‘ares Arewnd 03 §59908
sjowoxd 03 $991AI9S TOYUSAILIUT A[Ie3 JOJ JmelD) [I] S[ML B POPIBAME AJuadsal
sem Aomafe ay] 'S[9A9[ [eIapa] pue ‘93E)S ‘[eo0o] o je saprurnpoddo Jurpuny
Jmiojdxs ur 1019aX( 9ATINOIX 9Y) SISISSE O UOHEWLIOYUl JO WO BUNUIS
-SIp pOe ‘GogeurwLIosTp ‘Bwdns SATV/AIH O) Uoue[al W sansst K0BIOAPY
o syIom Y ‘A[feuoutppy Jumummerdord a3essely pue ‘[eiusg ‘rouLnnN
‘AsNqQy 0UBISqNS YI[EIY [BUSJA 9q) S1ojTmoml 31 *s1eak /1 ised oy 10f suoy
-BZIUB310 A)TONILIIOD 1AL PAIOM SEY 3 "sIBaA 9amy) 10J orul[)) 100 wadQ
Yiim usaq seq saideran), Arejuswsidwzo) jO 10)2anQ MSIN IMRN Ausg

snun ) 100 uadQ ‘sarderayy, Arejuaws[duios jO X0)031(
MSIA ‘13rRINl Ar1ag

"uoyn[osal
Wpne pue no3so[d ‘pieme-jsod ‘preme ‘moarasl Jusid 0 ajqeondde aue jey
sampaooxd pue ‘Korjod ‘smone[ndsr SnoLeA S} UO "S'[) Y} S50198 SUCHBIUD
-sa1d Auewl uaA13 s8Q 9GS "9AEIZ 0 A[PeId WOy uonensITwpe spueld Jo 9[0Ko
9§1] 2Myus 30 $13402 dsNIadxa pue 90Usadxs 1Y 'SHH Pu® vASN Yl Y1oq
UM PIAIDS SeY pUe SIeak ] 10§ Pl2lj UONENSIONUPE SJURIS o1 T PayI1om sey
S "SHH 10] 1907J 0 Juatus3euey SIOeID) B S PAAIIS OS[# Seq uopuelg SN

‘S9AlRYIUT A0S SJURID)
/LOT-901 “T'd TIB jo uongjuawe(dun pagrum Jusugreda ouQ,, # 9j8ald 0}
djay ued SHH UNim YoBanNO 3ANISJIS M Pajdnod siaquist saPiuRuoaqns
[{e JO SHOJI2 9ANEIOQR[[0d IY) Jeqy sadoy pue Sas)MUIICIqUS SHH [e1eAas
SITerd nopueld ‘S| "SeAUENIW joq Jo uonejuswsldwr  SHH AJTprios o) AS9
-iegs 3uoid -oAy e pajenyul o4ys ‘SHH UM SdAleUIul A0S Ssjuel)) poe oy
Juswano1diu] JualuaBenre)sy 90uesIsSy [BlaUedyy [e1ap3,] £01-90T “1'd I[€ JO -
su0j3° nonejusarsidun sy3 Smpes] 10y 9jqisnodsas os[e'st oS "Ad1jo4 uogens
-TIMWIpY SYTRID) SHH & Jo 148151940 pue ‘moueaidiajul Guswdojsasp au 1oj
J1qisuodsal st 9gg ‘Ao1]04 pue JuswaTeue SHTBID JO 20UFO SHH SYI unim
Ko1j04 sjuels) JO UOISIAIQ 91 10§ I0J02X( Sy A[UALMd SI UopuRIg BAIPUY

S3OALAG UeLIny
pue Yj[eay 10 jusunredaq '’ ASN04 SIURIO JO UOTSIAIQ ‘X008
uopueag B ApUy



Basic search on left type in keyword.

DUNS CCR pin and password
GRANTS.GOV Authorized representative and Password to submit registration. AOR

password and pin,



Congressman J. Dennis Hastert
Speaker of the U.S. House of Representatives

Finding and Applying for Federal Dollars

Congrcssman . Dennis Hastert

Agenda Spesker
May 9, 2005
Welcome Northern Illinois University
Introduction Office of Congressman J. Dennis H: Karen Kahl
Workshop I. Basics of Grant Writing DekKalb County Goverment

II. Federal Government Grants Streamlining Initiatives

W III. Finding Grants Opportunities & Applying through Grants.gov
\ a) Geta DUNS number
b) Register with the CCR
c) Designate an E-Biz
d) Register with the Credential Provider for Grants.gov (ORC)
e) E-mail application—Cover Sheet (PHS 51-61)

IV. Joining the National Grants Partnership
V. Creating a Winning Business Management Structure

V1. Panel of Experts: Question and Answer Session
Panelists *  Perry Maier, MSW
*  Linda Schwarz
=  Kimberly A. Skarupski, Ph.D., M.P.H.
Presentation: QOutcomes Measurement & the Grant Review Process
=  Chris Sorensen, Ph.D.

Closing Lulu Blacksmith, Office of Congressman J. Dennis Hastert



Grant Writing Panel

May 9. 2005

Chris Sorensen

College of Education, Northern lllinois University

Dream a Dream

T @ ® @

Innovate

Be creative

Find your niche

Customize your ideas to meet the interests of the funders
Know the field

Build a Team

Cross bridges — reach out

Be inclusive

Be generous

Share the work and the ownership
Recruit diverse stakeholders

Keep a collaborative spirit

Hold brainstorming sessions

Ask for feedback on [casibility
Leverage support and resources
Creale cooperative agreements
Assign working leams

Identify the leadership team
Identify the primary writer

Include a person with expertise in evaluation

Include in discussions those who
have a concern about the oulcome
have positions of authority
can act on the intervention/implementation
can facilitate the work
would receive services
can leverage resources

Create the Frame

Review all grant requirements and directions

Follow the guidelines Lo the letter and explicitly address all criteria
Understand the favored selection factors and attend to the scoring rubric
Use templates

Collect basic information that can be used in multiple grants and maintain a database

Write in a journalistic style — who, what, when, where, why and how
Write to the audience. use their language



o Address all grant components:

o

bl

Intro/Needs Statement/Problem
Use objective and current data
Not too many or too few needs
Well defined, not anecdotal
Identify existing services
Program Design - goals/measurable objectives/activities
(2-6 goals with 3-6 objectives for each goal)
Capacily - organizational and individuals
Evaluation Plan
Budget/Budget Narrative (personnel, benelits, supplies/equipment, contractual services,
travel, capital outlay, indirect costs)
Share costs
Follow agency indirect cost recommendations
Charge actual not estimated benefits
Leverage funds from third parties

6. Sustainability Plan — how will you continue alter the grant period

Remember — rejection is a part of writing grants — request reviewer comments and use them to
improve the next grant

Know the Game
EVALUATION is the name of the pame

reals -
The evaluation plan must /ﬂ/b:a g(fﬂ - - Zﬁ&t .é,wuf

® = & ® @ & @ & = 8 @

Have mr::nsurghl; gl;l::cﬂm

Be detailed

Address both process and outcome measures

Be tightly connected to the project zoals and outcomes
Indicate baseline data

Provide for ongoing data collection

Use valid/reliable measures

Use sound research/evaluation methods

Include an appropriate timeline

Address the need for formative evaluation

Provide a rigorous design — preferably experimental or quasi-experimental design
Include an adequate budget lor evaluation

Process versus Oulcome Objectives — locus the evaluation on oulcome objectives:
Whal you are going lo do (process) versus what will be the resull (outcome)
How will things be dilferent alter the project?

What will change (behavior or attitude)?
How much change Is expected?
When will the change occur?

Two common granlt writing mistakes are the lailure to develop a solid evaluation plan or writing
objectives that cannot be measured.

ﬁ



SOME FOUNDATION & FUNDING WEBSITES

http://www . grantsnet.org/

http://fdncenter.org/

http://links-p3.aarp.org/redirects/andrus.html

hitp://www.aecf.org/

http://www. att.com/foundation/

http://www . brookdalefoundation.org/

hitp://www.hbf.org/HBFWeb/home.aspx

http://www.synergos.org/globalphilanthropy/organizations/baxter.ntm

hitp://www brookdalefoundation.org/

hitp://www.cdc.gov/funding. htm

hitp://www.cmwf.org/

http://www. cof org/index.cfm?containeriD=76&menuContaineriD=0&crumb
=2&http://fr.cos.com/

http://www.cos.com/

http://www.csuohio.edu/uored/FUNDING/Davis, %20Edwin%20+%20

Catherine.htm

http://www.ephilanthropyfoundation.org/site/PageServer

nttp:/iwww fetzer.org/

hitp:/iwww fordfound.org/

http://fdncenter.org/grantmaker/rippel/grants2.html

http:/fundingopps.cos.com/

hitp://www.gsk.com/about/background.htm

hitp://www_guidestar.org/index.jsp

hitp:/iwww.hhs.gov/grants/index.shtml

http://iwww._heinz.org/

http://www. hfp.heinz.org/index. html

hitp://www.hfg.org/

http://www _hfpg.org/matriarch/default.asp

http://iwww_.hcr-manorcare.org/

http://www.jhartfound.org/grantseekers.htm

http://www.jhf.org/jhf/index

http://www kresge.org/

hitp://www.mott.org/

http://\www.ngma-grants.org/

http://grants.nih.gov/grants/index.cfm

hitp://www.npguides.org/

nttp://obssr.od.nih.gov/publications/bssr-guide/

hitp://www.0ojp.usdoj.gov/vawo/

hitp://iwww._pewtrusts.com/

hitp://iwww_publicwelfare.org/index.asp

Page 1 of 2



hitp://www.rwif.org/
http://orsp.rutgers.edu/funding.asp
hitp://tram.east.asu.edu/fund/index.html
hitp://www.wallacefunds.org/
http://www. WKKF.org/
http://www.womenphil.org/

Compiled by Dr. Kim Skarupski, 04/08/05
Kimberly_Skarupski@rush.edu
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Federal Grar

# Jump Stant

® Review Process

® Program Design

® Evaluation

® Problems Encountered
® Grant Administration Points

e

[
Process ‘ch

for responding to RFAs

1 helps with the imelings of respanding

b) gt 10 knaw cycles of the RFA sscance dated fiw
ABENCICS YOu are WiAling 10 1eocve money from (|
RFAs have o 60 - 30 day respomse time)

¢] have someone looking through Grants gov of gof o
notification i

d} get 1w know the sinicture of an REA and develop a boiler
plate for responding o the gencral compainnts of o REA
for cxch agency thal you want 1o do busisesd wilh
{stuadard announcement foomal)

<) comstantly read RFAx, even if you don’t apply: they will
tell you the latost onils and the direction of 38 sgency

currend lmowledge in ihe feld

ihe papulalion you serve {needadgaps in servicesjand

) rake mure sounces are curment and rghevant 1o your (g

population and propescd program design

mediangly:
a) For imftance, residential b0
B umnediately scarching for o facility so tha
information is mdwded in the spplication
) Tdemify o collabomuve 1eam, meluding your evabuath
consumers and bring shem 1o the 1able for compienirg 41
npplication; usually you need signed ppreements not "I..l_'jlh ol
letims of commimeni 'I.i




Applications in House:

= the review should be dome im conjoncrion with (P A

requiremcnts mnd the reviow critoie

= Your In-howse reviewers shoald gt the RFA whin wel

peceive [ 50 Bl ey are famblaar wirh {1

Data and Gaps in Service (trans
program data to a centralized daab
quick access)

o} from the beginning of the application o
evaluator skould be involved

b) devielop an information database syelum 10 identif :

evaketor's capabiliths and cxpertise

Before the Review Begins. ...,

. S 5 im RF
Reviewers pay attention Lo

) Lhe revicw ervierin

trj tlve assigriment of poiats

€} Application Irstracions




spell out in the application the existing progeam aqd ten
tell ws what you plan to enhance o explain in accordineg
with the RFA. Flere yoa're addreising the needs/gaps
Activities we fund the acsvities 1hat Bre necEsiary i &
ol the serviess in your applicition

client intake, reatment services, cle,

Reguirement in Most RFAs ta
the effectiveness of the progri

E tion Plan s d inc

&) the overall evaluation design

b) datn collection plan

€} selestion of wnstrements and deseribe purpose
o} daca analysis plan

€) mlhqhu ﬁrihﬂml:rumnrﬁﬂj evaluation
reparty and dissemunativn of nformation

Acti ontinued;

& what pre all of the things you will need 1o €
activitics (pagers, kapiops, publications, cie.

e
Problems S
= Goali and objectives are ot in fine with 5 propoisd
i thie praject design of ibe grant
® Evaluntion is net m Hse with what i proposed's
gonle'objetives
= The writer is not an expert in the Meld and |5 writing i

proposal that is net s e with the carvent knowledg!
the field (vriter must collaborate closcly with the progim
ST, experts mthe field and the cvahmion)
» Mo usessment mstraments 1o cvaluate X, Y, Z J
» lob descriptions: Do those peaple have the capabiline 1o IIl:r
enrryout the intent of the project e
& Lack Lncrarurc Review
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{
Problems aﬁ\g

« Omiszion of detaiicd informatos xyes
revicwen know the progmam

« Mot pulting the approprate docuaments in the apfpend
such as Indirect costs agrogmends, bease agreom
samples of evaluston wools, sie.

# Mot identifyang key 113l on the projes

& [Not having scoess 1o the larpel populacon

= Human Subjoct Assurssce chearance, msrumeniation
elearapn from OMB, client conAdemiality stwloments

nn i _
- Federal Project Officer Contac
- Federal Grants Management Conta
**Section VI of Program Announcem

Grants Admin

-Completion of Application

-Completion of Assurances

~Budget development (activities)allo
of expendituresMNarmtive

-Budpet Forecast

=Indirect Costs

-Oiganizavional Financial Starus

-Federal Laws and Regulations
(www.whitchousg.eoviomb/grants)

Office of Grants Management and-o

U5, Depariment of Health & Humiy
Services

Washington, D.C, 20201
(202) 401-6103

Andrea Brandon(@hhs_gov




The Grant Review Process
= NIH Application Evaluation Criteria

- Sknificancy - is i iImportant?
-w;mwmmmmw.

= Inngyalion - original?

- Invgstigalors — irained, expenenced team?

- Envirgnmant - suppartive, unique subject pop.7?
~ Budgel — reasonable?

= Human subjacts protection

- Inclusion of women, minorifies, children

Grant-writing Tips
* Roview successfil proposals &+ Do your homework -
frodel (heem, research the llerature.
i - Provide preliminary data.
+ Conlag the progroen officer of— * Prowide a timatine.
ihe: lunding Bgency. + Rowiew your budget
* [Folicw direcons, carefully.
. 1,":““,““‘:&“: programiidea =, proofreadi
+ Ask olhers to read your
applcation,

= Don't do it last-minute!

Websites Hand-out

= See goldenrod hand-out for URLs of some
foundations & funding websites
= or email me to request an electronic version
50 you can cut & pasta into your browser

= Kimberly_Skarupski@rush.edu
- -

= AcademyEval@comcast.net




Outcomes Measurement & The

What are outcomes?

= The anticipated (& unanticipated):

— consequences
Grant Review Process - resulis
— impacts
— effects
Kimberly A. Skanupski, Ph.D., M.P.H. —end produci(s)
R i . « of your program(s)
Mlﬂ'ﬂﬁ-’“f-i_rl.l_
What are NOT outcomes? Examples
» The: #of: #% of participants who:
~ inputs = e Rpenel gy
= resources = ciasses bught = manape o budget
- activities = mmm = mu;‘ m
—cI.IIl:I.II.E = homea visis conductsd = inbendew or a job
= malerialy distribuied - mﬁ”m
. — Epeakersipreserlations -
assoclated with your program(s) s am:hll-mnmnw
OUTPUTS - ar seffsufficient
OUTCOMES
How & why do we measure our Evaluation Strategies & Data

outcomes?

Collection Techniques

i Experimental designs + Focus groups
* Quasi-axperimental * Inlerviewing
» Comparisongroups  » Questionnaires

= Pre-post designs = Observation

« Time series « Chart review/casa

« Cost benefit! study
effectiveness = Secondary data

= Experl judgment analyses




NURSING
HOME
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DEKALB COUNTY GOVERNMENT

NURSING AND REHABILITATION CENTER

Procedures for Receipt of Patient’s Social Security
And Pension Payments
(Last Updated June 25, 2009)

Social Security payments from the Federal Government are received by direct deposit
into a Nursing and Rehabilitation Center account #615-421-5 at the National Bank and
Trust Co. Every Social Security participant is allowed to keep $30.00 per month for
personal needs, and those funds are in the Resident Fund Account #207-416-4 also at the
National Bank and Trust Co.

In addition to the Social Security monies some residents receive pensions. These pension
funds are also direct deposited into the Nursing and Rehabilitation Center Social Security
account. The bank notifies the Nursing and Rehabilitation Center when these funds are
received and the Center then notifies the Treasurer’s Office that the monies have been
deposited.

Once a month Nursing and Rehabilitation Center personnel will provide the Treasurer’s
office with the amount that is for payment of services and the amount that is for personal
use. This includes the Social Security as well as the Pension Funds. These transfers are
then completed by the Treasurer’s office into the Nursing Home Operating Accounts
3980-4201 and 3980-4601 respectively.

The Nursing and Rehabilitation Center Social Security Account #39891 is a clearing
account and should have a minimal balance at the end of each month when the transfers
are completed. The minimal amount of interest that is in this account does not warrant
transfers to be completed on a monthly basis. This interest will be transferred to the
Mursing Home operating fund annually at the end of the fiscal year.

Occasionally an amount will be received from the Federal Government that must be
returned, i.e. when the death of a resident occurs before the first of the month. If this
occurs the Nursing and Rehabilitation Center does not transfer any of the funds to the
operating or resident trust account and the money remains in the social security clearing
account. When the Nursing and Rehabilitation Center receives the monthly direct deposit
report from the bank the Nursing and Rehabilitation Center notes on the report any
resident that had expired before the first day of the month and sends this information to
the Treasurer’s Office. The Treasurer’s Office contacts the bank and the bank then
transfers the monies from the clearing account to the Social Security Administration with
proper documentation.



The procedure for most of these transfers is that they are to be cleared by the 20" day of
each month thereby leaving the Nursing and Rehabilitation Center Account #39891 with
a minimal balance consisting of interest earned, and any pension fund deposits that are
made near to the end of the month.
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Kahl, Karen

From:
Sent:
To:
Ce:

Subject:

Brian LeFevre [BRIANL@sikich.com]

Thursday, February 19, 2004 8:17 AM

Gary Hanson (Gary Hanson); Karen Kahl (Kahl, Karen); panderson@dekalbcounty.org
Fred Lantz

Year End Payable Processing

As we all have discussed, | wanted to put into writing the agreed upon process for disbursements after the
County’s fiscal year end.

1. The Nursing Home, when sending over each invoice to be paid after MesCirter

DEC. 31T, FoRX

30, through the date of

audit fieldwork, should be labeled as to the fiscal year the invoice is to be charged.

2. The Finance Department, as it does for all departments, reviews the invoice and determines if it concurs
with the fiscal year charged. If it does concur, then the invoice is processed accordingly. If it does not
concur, the Finance Department should document, in writing, to the Nursing Home a list of any invoices
which it feels are being charged to the incorrect fiscal year. The Nursing Home and Finance Department
should then come to an agreement as to the proper period for the invoice. A copy of this correspondence
should also go to the auditor

3. The determination of what fiscal year an invoice should be charged is based on when the underlying goods
are received and accepted by the Nursing Home or when a service has been rendered. The invoice date
does not determine when the expenditure has been incurred (i.e. fiscal year to be charged).

r\ | hope this properly documents our discussions. Please let me know if any of you have any questions.

Brian LeFevre

Partner

Sikich Gardner
Member of Sikich Group

brianl(@si

m

Direct Phone (630) 566-8505
Direct Fax  (630) 499-5885

2/19/2004



MISCELLANEOUS
ISSUES



Kahl, Karen

e — ———
r.Erum: Johnsaon, Christina
ent: Monday, February 02, 2009 1:43 PM

fo: Kahl, Karen €T Q_*f—b{ Co

Subject: RE: Journal entry

EA ¢99

Yes, thal way we are always balanced, Thanks.

(ry1 - 000 Ry
Froms: Kahl, Karen
Sent: Monday, February 02, 2009 1:42 PM
To: Johrson, Christine
Subject: RE: Journal entry

Sounds good to me. You have decided on doing it manthly rather than every other month?

From: Johnson, Crristine

Sent: Monday, February 02, 2009 10:38 AM

To: Courtney, Brenda; Kahl, Karen

Ce: Grush, Karen; Hanspn, Gary, Srvyder, Leanne
Subject: RE: Journal entry

Good day!

We have arrived at a procedure for this. Beginning in January, 2009, at the end of each manth Ann will do a receipt listing
ine account numbers that Brenda has requested that the funds be deposited in, and the amounis deposited to each
account On the same receipt, we will show a entry out of 8096 Participan! Expenses, as mentioned below by Karen Kahl,
in the amount of the fees charged by the credit card company for that month, Thal way the full amount of the funds will be
I’.;n:nsltaﬂ! into the appropriate accounts, the expenses will be deducted each month, the correct amount of funds will be
ansferred inlo the local bank, and the account will remain balanced, Thanks.

Christine J. Johnson

DeKailb County Treasurer

From: Courtney, Brenda

Sent: Wednesday, January 28, 2009 3:13 PM
Ta: Kahl, Karen

Ce: Grush, Karen; Johnson, Christine
Subject: RE: Jaurnal entry

The money has already been taken out of our Illinois Funds account. The treasurer's office use
this fund to transfer our monies for our deposit. I'm thinking we need to make a Claim to
Illineis Funds, but T am lost along the way here. What do you think,

Fram: Kahl, Karen

Sent: Wednesday, January 28, 2009 3:11 PM
To: Courtney, Brenda

Subject: RE: Journal entry

I don't know where this money is now? Do you have to pay this bill? If so you will need to make a claim,
Does that make sense. | thought thal maybe you had paid it from somewhere else and wanled 1o move il, in that case it
would be a JE.

~™_
Srom; Courtney, Brenda
Sant: Wednesday, January 28, 2002 3:09 PM
To: Kahl, Karen

Subject: RE: Journal entry



How does this amount appear on the books? Will you make a journal entry or do I have to do a
-claim?

~

From: Kahl, Karen

Sent: Wednesday, January 28, 2009 3:08 PM
To: Courtney, Brenda

Cc: Grush, Karen

Subject: RE: Yournal entry

Sorry this took so long. | was working with Mary Simons on PBC and couldn't get back to my computer.

Please use 8096 which is titled Participant Expenses. We could also use 8061 but that is Commercial Services and you
use

That for something different. | will add 80986 to your budget for 2008 so you can use it.

K

From: Courtney, Brenda

Sent: Wednesday, January 28, 2009 1:55 FM
To: Kahl, Karen

Cc; Grush, Karen; Johnson, Christine
Subject: Joumal entry

Hi Karen:

In March of 2008 we implemented credit card terminals at the Health
Department. Since then, we have been depositing the revenue received with the

(ml' reasurer's office through Illinois Funds and Global Payments. I generate our
monthly deposit slip showing which line items to be credited, and our Treasurer's
office takes the money from Illinois Funds and applies it to our line items
according to my deposit slip. '

Since this is very new to us, we overlooked the fees involved with Global
Payments. Karen and I would like to expense the fees instead of taking them out
of our many revenue line items. We have incurred $889.01 in fees for FY 2008.

Can we do a journal entry for FY 2008 in the amount of $889.01? Do we need to
set up a separate line item for this expense?

We would all appreciate your help very much.

BRENDA COURTNEY
Director of Fiscal Operations



ADMINISTRATIVE SERVICES COMMITTEE
Procedure For Taking Minutes

February 7, 2000

AFTERNOON OF MEETING DAY

. Check to make sure room is set up correctly; Adjust blinds properly; Adjust Temp.

* Check batteries - (located in Lisa’s top left drawer) Charge batteries if needed (located in Lisa’s bottom
right drawer)

. Review Agenda with Deputy County Administrator

TWENTY MINUTES PRIOR TO MEETING:

. Make coffee (5 scoops). Coffee machine is ALWAYS ON. May need to resupply water that has
evaporated from the weekend. Turn on burners to keep warm if necessary. Carafes are available. Night
meetings have Regular and Decaf,

. Have several pens, pencils, paper and erasers as backups

. Recorder, extra batteries, extra tapes

. Unlock door

AT MEETING:

Follow the agenda.

. Make sure secretary has all handouts.

. Some handouts will be attached to minutes and some placed on file in the Finance Office; Denote which in
minutes

. Nate time meeting started.

. Secretary may do roll call.

. Note others of importance in the audience.

. Approval of minutes (of last meeting) After approved, Chairman signs and Secretary signs. Minutes are

given to the County Clerk’s Office, Once minutes are approved, shorthand notes can be disposed and tapes
erased with a magnetic eraser (located Lisa’s bottom right drawer).
Approval of agenda.
Note who moved and who seconded a motion.
Do not note when discussion goes off topic or use of insulting comments.
If it goes into Executive Session:
1) Note time; Roll call is needed
2) Note reason for Executive Session in first motion
3) Take notes on a separate piece of paper.
4) Insert a separate tape
5) Note the time it returned to regular session..
The tape recorder will beep every 30 minutes; turn tape over/change as needed
If the chair asks for roll call votes during the meeting, always do alphabetical with chair voting last
Write out any motions 2s sometimes the Chair asks the secretary to read the motion before the vote.
Note the time the meeting is adjourned.

AFTER MEETING:

. Clean up tables, clean coffee pots, reset temp, lock doors, twm off lights. (If people linger to visit, they
will turn off the lights.)

TYPING MINUTES

* Minutes (Originals-unsigned) must be ready by the 2™ Wed by 10:00 a.m. to Mary Supple (*see document
for packet schedule which Mary updates and hands out annuaily)

. Attempt to describe the issue and decision options when writing minutes

. Number all pages and include a heading on each page

. Mary will give the originals back for me to submit for signature at the next meeting,



Kahl, Karen

-~ From: Arms, Chris
Sent: Wednesday, August 20, 2003 11:23 AM
To: Assessments Office; Central Plant; Court Services; Finance Office; Forest Preserve Office;
IMO; Planning Dept; Public Defender; State's Attorney's Office; Treasurer Dept
Subject: PRINT Server is back up!!!

For those of you printing to a network printer, please follow these directions to change your default printer:

1. Click the "Start” button at the bottom left corner of your screen.

2. Depending on your operating system either click on "Printers and Faxes" OR highlight "Settings" with your
mouse - another window should pop up with a few programs listed. Then left-click on "Printers”.

3. The window that pops up should contain all the printers you have access to.

4. Right-click the printer you desire to be your new default printer, and left-click "Set as Default Printer” OR
"Make Default Printer” depending on your OS,

Our main server is now up and running so we want you to use the printer WITHOUT the word BACKUP. The primary
server to use for printing is named “PRINT", the backup server for printing is "ADMINPDC", You should see printers setup
on each of these servers. Those on ADMINPDC will be preceded by the word BACKUP.

5. Close the Printers window.
6. You may need to exit out of any programs you have running and start them again for the
change to take effect.

if you need assistance changing your default printer, please call one us. If we do not answer, please leave a
¥ ‘nessage (we may be in the process of helping others)

Chris Arms x258 g
Andy Vanatta x713
Joan Berkes-Hanson x643



Updated August 5, 2009

Highway Fund Year End Procedures

Any expenditure that is incurred prior to the end of the fiscal year are accrued as
payables. Any intergovernmental highway project with monies receivable would be
handled as accrued receivables.

Any retainage funds would be booked as retainage payable.

If projects are not completely finished at the fiscal year end the percentage of project is
calculated and the accrued receivables would be entered as that percentage of the total
that is expensed at the end of the fiscal year.

Example:

$200,000 Intergovernmental Agreement

$150,000 completed on December 31, 20XX

$100,000 due from other government for it’s share of the agreement
§ 75,000 would be set up as accrued receivables



Initial Procedure Written  5-13-2004

Update  6-30-2009

PROCEDURES FOR PREPAID COPIES IN THE JUDICIAL OFFICE

When pre-payments for copies are received in the Judiciary office the money should be
deposited into 2210-5544 Prepaid Copies.

When the Facilities Management Office issues monthly billing to the Judicial Office, any
billing amounts that are generated by the codes that are designated prepaid will be paid
from 2210-5504 to Facilities Management. These billings will reflect the rate of two
cents per copy paid to Facilities Management.

The Judicial copy usage bill from Facilities Management will continue to be paid from
account 2210-9201.



Updated June 30, 2009
Procedures for General Postage
Through Facilities Management Department

The purchases of postage throughout the year are charged to 1111 account 0711.
The receipt of monthly billings sent to departments by Central plant are deposited to 1111
account 712.

Each month Facilities Management does a monthly balancing of postage accounts to the
balance sheet for fund 1111,

The year-end procedure is as follows,

The December 31st monthly balancing of postage accounts is given to Finance from
Facilities Management. The balance that is listed on this sheet should be the amounts in
these three accounts added or subtracted together as indicated below.

1111 0710 Prepaid Postage
+ 1111 0711 Purchase of Postage
- 1111 0712 Sales of Postage

The Journal Transfers that must be done at year-end are the total amount that is in the
1111 = 0711 account should be transferred as below

Cr 1111 0711
Dr 1111 0710

The total that is in the 1111 — 0712 account should be transferred as below:

Cr 1111 0712
Dr 1111 0710

These journal entries should not be made to do the clearing of Postage if there are any
outstanding bills to departments from November or December until the very end of
January.

This will zero out the 0711 and 0712 accounts and leave a beginning balance in the 0710
Prepaid Postage account that balances to Facilities Management Monthly Balancing
Report.

Great effort should be made to collect all of the postage billings that are sent at the end of
December so that all monies are collected in January for the previous November and
December billings.

If there are monies that are outstanding on December 31, XXXX of any year November
and/or December billings these amounts must be entered as period 13 receipts.




Updated 6-30-2009

TO IMPORT FILE FROM C:\WINDOWS\DESKTOP TO EXCEL

Open Excel then go to file open, choose “all files”, any saved files will show on the
screen.

Choose the report that you want. Double click on the report. You will get a Text Import
Wizard in the middle of the screen, it will say step 1 of 3. Choose Fixed Width and then
next.

You will get the next screen that will say step 2 of 3. This step lets you set field widths.
Titles are not a problem and can run over columns. Scan the entire document with the up
and down arrows to be sure that you are including all the numeric data in the column
width that you are setting. You click the mouse once where you wish to insert an arrow
and click twice to delete an arrow that is in place. Click next and you will get step 3 of 3.
Here you will decide the text of the report. In most instances you will use General which
sets numbers as numbers and text as text.

When you are finished it will show on the screen the way you have formatted it. You
will need to extend columns and check that all data is contained in the report.



Updated July 16, 2009

DEATH CERTIFICATE SURCHARGE PROCEDURES

These are the procedures for processing the mandated $2.00 surcharge on all
certified copies of death or fetal death records issued by DeKalb County
Health Department according to the new PA 92-0141 law passed by the
State of Illinois on July 24, 2001.

You are to collect the $2.00 surcharge on all certified copies of death
certificates that are issued by your office. This money is to be deposited in
the General Fund (1111) and the liability account (1175).

Your office will complete the VR360cc card provided by the State of Illinois
with the required information and send the card by the 5t day of each month
to:

Division of Vital Records

Death Certificate Surcharge Fund
Ilinois Department of Public Health
605 West Jefferson

Springfield, [L 62702-5097

When you have completed the VR360cc card it is suggested that you make a
copy for your records. You will also make a copy of the VR360cc form and
send it to the administrative assistant (Cris Woodin) in the Finance Office.
The County Clerk’s Office also will send a copy of the VR360cc that they
have completed in their office to the administrative clerk. The Finance
Office will then prepare a claim through Non-Departmental Services for the
funds that have been collected each month from the Health Department and
the County Clerk’s office charging the total to 1111 and 1175. These funds
will be sent to the above address through the regular claim process each
month.



Wiinois Department of

Public
~ Health Conme H. Rasen, G+ Jodn B Lwvrgdove, AL DL NLEHE Pheeeior

-535% West Jefferson Street = Springfield. (llinors 62761-0001

August 1, 2001

IMPORTANT NOTICE
FEE CHANGE EFFECTIVE IMMEDIATELY!!! AUE ?-3 2001
SHARON L. ho| MES
Dear all Local Registrars and County Clerks:
The Governor s:gr.led into law P,g.. 92-0141 op.Ju 24 ml £ W_:m ip

th or fe m mmlfyuudn

eep track of the number of certified death copies issued by your office, you are now
reqmred to do so.

1rnpl4:mem a mtmde Elmc D&ath Certificate (EDC) system.

Please destroy all old VR 360 cards and use only the revised monthly control card VR 360 (a 12
month supply is enclosed). For Local Registrars, along with the previously collected information
detailing the number of new records filed, the revised card now requires the report of the total
number of certified copies of all death and fetal death records issued each month. The VR 360
was revised to include these separate and distinct reporting figures on one form to simplify these
two reporting requirements. We have created a separate VR 360cc card for county clerks who
are not local registrars which must be mailed to the Division of Vital Records by the 5" day of the
month,

> The revised VR 360 (VR360cc) is to be sent with your records each month. (See enclosed
sample on how to complete)

» Send a photocopy of the VR 360 (VR 360cc) to your governmental unit accounting office
to be returned to the Division of Vital Records with a check for the appropriate amount.

The check, payable to the lliinois Departiment of Public Health, and copy of the VR 360 (VR
360cc) are to be mailed to:

- (over)

Primicl aw M o “rer st il bt A it



Local Registrars and County Clerks
August 1, 2001

Division of Vital Records
Death Certificate Surcharge Fund
Illinois Department of Public Health
605 West JelTerson
Springfield, IL 62702-5097

This new initiative should not come as a surprise to many of you since we have been talking about
establishing an EDC for many years and actually piloted an electronic prototype in several
counties a few years ago. During the hearings for the bill, the County Clerk's Association we

also well represented. This extra revenue will no doubt allow us to provide better service to your
offices in addition to offering you the opportunity to eventually be connected into this system. It is
projected that the system will take 2 years to develop and be fully implemented.

A copy of the Act is enclosed for your review. We strongly recommend you share this bill with
your governmental unit accounting office as soon as possible.

Please note that the provision in the law that restricted local registrars and county clerks from

charging more than the state registrar has been eliminated. Also, after January 2003, one fourth
of all revenue generated hy l;rus fee will go back to the local regmra:s Mnre on that when we get
closertutha:date For now, the certified copy fee charged b irst and

Should you or your accounting department have any questions, please call me or Larry Davis at
1-800-237-1945. Thank you all for your cooperation and support of this new initiative,

5. 7D

Steven L. Perry
Deputy State Registrar
Enclosures
cc:. LFDA.
FDSA

[llinois Coroner's and
Medical Examiner’s Association



April 28, 2009

TO: All Departments

From: Karen Kah]
Finance Accounting Supervisor

RE: Proper Expense and Revenue — Which Fiscal Year?

Included with this memo you will find a procedures sheet that everyone should read and
make themselves aware of the rules that the County has to follow in regard to the yearly
audit.

Yesterday the Finance office found a check that was issued in March of 2009 and
posted in the 2008 year. The claim could have been a 2008 expense but it was too Jate
for the charges to be posted as the entire year had been closed as of February 26, 2009
and there should not have been any further activity placed in 2008.

We are trying to make everyone aware of the issue that once the activity is emailed to the
auditors, no one, including the Finance Office, can make any changes of any kind. We
have contacted the Information Management Office and requested that the year not be
available after the transfer of data to the auditors. The Finance Office would appreciate
each department looking at the procedures and reference them when the fiscal year ends
and the new fiscal year begins.



July 7, 2009 - Updated

Rental Housing Recording Fee
Christine Johnson, Sharon Holmes, Judy Butler
Karen Kahl

It is the Finance office understanding that the $9.00 Rental Housing Recording Fee
collected by the County Clerk’s office will be deposited into the General Fund using
account 1111-1176. The Recorder will be responsible for entering the total number of
recorded documents that were charged the rental housing fee during each month on the
specified form on the State of Illinois website.

The Recorder will then inform the Treasurer of the total amount of money that should be
forwarded to the State of Illinois each month. The Treasurer’s office will authorize
payment to be sent to the specified State of Illinois bank account from the Electronic
Funds Bank account of DeKalb County.

The Finance Office will be informed of the amount and date of the transfer that is
completed each month. This information will be sent to Karen Kahl in the Finance
office. Karen will then be responsible for making a journal entry in the Finance office
financial system to debit the money from the liability account (1111-1175) and credit the
cash account (1111-0001) so the General Fund will remain in balance with the
Treasurer’s Office.



Updated 7-28-2009  Sheriff’s Department Corrections
STELLAR COMMISSARY ACCOUNT RECONCILIATION PROCEDURES

Last part of day on the last day of the month or first part of day on the first day of the
month run Stellar reports.

1 Balance Sheet

2. Check Register

3. Check Report

4 Inmate Account Balances Summary

When bank statement arrives reconcile all cleared checks and deposits in the Stellar
system.

The Stellar balance sheets and bank balance should equal the bank staternent amount
minus the outstanding checks.

Checks that have been outstanding for at least a year and the Corrections Department has
been unable to locate the person that the check was issued to must be stale-dated and the
list sent to the Treasurer’s Office with a check in the total amount. These dollars will be
placed on the Treasurer’s balance sheet and available to issue a new check if the person is
found.



June 30, 2009

INSURANCE REFUND PROCEDURES

All medical insurance premiums are deducted and paid in advance during the previous
month for the following month premium. When refund is due the following procedure
should be followed.

The procedure for this refund will be that the employee portion will be returned to the
employee and the benefit portion of the premium that was originally charged to the
department benefit line item will be refunded to the same line item in the department,



Updated
June 30, 2009

Procedures for Regional Superintendent of Schools
Ilinois Funds Account

State monies are deposited into the Regional Superintendent’s Illinois Funds Account
monthly for different programs that are run by the Regional Superintendents office and
other entities in DeXalb County.

The dollars that are deposited into the Illinois Funds account are automatically transferred
to the Money Market account of the Regional Superintendent’s office within a few days
of being placed in the Illinois Funds Account. The Regional Office waits until they
receive an email from Illinois Funds that the monies have been transferred and then write
checks to the appropriate entity for the dollars.

Depending on the length of time the dollars are in the Illinois Funds Account there is
interest earned on the monies. Each month the program dollars interest is received from
the Illinois Funds Account at the end of the month. A spreadsheet will be developed each
year to allocate the interest to the correct program(s). A check will be sent every six
months for the interest that has been received to the correct program. The months of
allocation of interest will be June and December of each year. The interest dollars will be
moved each month to a liability account on the Superintendent’s balance sheet and as
stated above checks will be wnitten to distribute the interest every six months.

In addition to the above the Illinois Funds Account will be balanced each month. Any
dollars that have not been transferred to the Superintendent’s Money Market Fund will be
explained and accounted for.



Updated 8/6/2009

Information Management Office
Open Series Software
Restoring A Backup From Disk
To the Live Database
In a Windows 2000 Environment

The purpose of this procedure is to restore a backup from disk(Using System
Management/Backup to Disk or Backup through the payroll process) that was created
using the Pentamation Financial Software.

CAUTION: ITEM III REQUIRES THAT NO FINANCIAL SOFTWARE USERS
BE ACCESSING THE SYSTEM. THIS INCLUDES FINANCIAL
ACCOUNTING, HUMAN RESOURCES, BUDGET PREPARATION, ETC.

L Log in and run the Financial Software.
1. Locate the backup

The location of the backup can be found by choosing the appropriate backup
menu option. The backup location will be displayed.

For Accounts Payable, select the Financial Backup to Disk option. You will see
a directory such as:
/exportfs/dbexport/backup/ONCONFIG.ol_dek001/finance/fam

For paychecks, select Human Resources Backup to Disk option. You will see a
directory such as:
/exportfs/dbesport/backnp/ONCONFIG.ol_stuart4/finance/hrm

For Fixed Assets, select the Fixed Assets Backup to Disk option. You will see a
directory such as: ,
/exportfs/dbexport/backup/ONCONFIG.ol_stuart4/finance/fix

Write down the backup location since it will be used in Step 4 and exit the
software WITHOUT executing the backup.

II.  TURN OFF LOGGING

NOTE: The database that is being restored will be completely unavailable to the
users while logging is off.

Open the internet web browser and to http://localhost/ and do the following:

1) Log 1n as informix
2) Choose: Use ISA
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3)

4) .

5)
6)

IV,

Select ol_dek001 as appropriate instance to administrator

Select SQL — SCHEMA —finance - CHANGE LOGGING MODE —-
Choose NOLOG — CHANGE LOGGING MODE

Scroll to the bottom of the ISA frame and choose Command

In the command window, type onbar —b -F and press Enter

You will receive a message telling you that there is no output and that the
process is complete.

RESTORE THE BACKUP

1.
2.

Log in as Informix
Change directories to the backup directory located in Step II.

Choose START — PROGRAMS-Informix — ol_dek001
At the system prompt:

cd\exportfs\dbexport\backup\ONCONFIG.ol_dek001\finance\fam
<Enter>for the Fund Accounting backup directory

OR

cd\exportfs\dbexport\backup\ONCONFIG.ol_dek001\finance\hrm
<Enter> for the Human Resources backup directory

OR

cd\exportfs\dbexport\backup\ONCONFIG.ol. dek001\finance\fix <Enter>
for the Fixed Assets backup directory.

Insure that the files have a date/time stamp that correlates with the
date/time that the backup was performed.

Ls -als
If the files do not have the proper date/time stamp, the backup was not
successful, and you will need to restore from a tape backup. DO NOT
RESTORE from these files if they show an incorrect date.

Execute dbaccess from the system prompt.

Dbaccess
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5. Load the files into the database. This is done with the Query Language
option.
Pick Option Q (Query Language)

Select the database being restored. For example, finance
Pick option C (Choose)

Use the arrow keys to select the proper SQL file, or type in the
name. For Accounts Payable restorations, the SQL file is
restorefam. For Human Resources restorations, the SQL file is
restorehrm. For Fixed Assets restorations, the SQL file is
restorefix.

The SQL file is displayed on the screen. As a final check, look at
the comments at the top of the SQL file. The date and time of the
backup are enclosed within a pair of braces along the login name
of the user that executed it.

DO NOT RUN THE SQL IF THE DATE AND TIME ARE
INCORRECT OR IF THE FILE IS EMPTY.

If the date and time are correct, pick option R (Run.)

6. The restore process will now begin reloading the date. When it
completes, exit dbaccess by selecting the Exit option from the ring
menus at the top of the screens.

V. TURN ON LOGGING

Open the internet web browser and go to http://localhost/ and do the
following:

1) Login as Informix

2) Choose: Use ISA

3) Select ol_dek001 as appropriate instance to administrator

4) Select SQL — SCHEMA — finance - CHANGE
LOGGING MODE - choose UNBUF — CHANGE
LOGGING MODE

5) Scroll to the bottom of the ISA frame and choose
Command.

6) Inthe command window, type onbar —b-F and press
Enter.

You will receive a message telling you that there is
no output and that the process in complete.



1099
MISCELLANEOUS
AND INTEREST
FORMS



April 27,2009  Updated

Procedures for 1099 Miscellaneous & Interest

Process ALL accounts payable payments for the current year PRIOR to processing ANY
accounts payable checks for the new calendar year., NOTE: This includes any
emergency checks that need to be written before the January check run.

Select 1099 Types Table from the List Maintenance menu in Fund Accounting. Verify
that all Box and Form codes are correctly entered.

Select Vendor List from the List Maintenance menu in Fund Accounting. Verify vendor
records are marked correctly for 1099 Box and Form codes.

To build file for 1099’s you will follow menu path:
Select 1099 Setup File Maintenance from the 1099 Processing Menu in Accounts Payable
Add or Modify the Main Record

Add or Modify to establish parameters for the 1099 work file for 1099 MISC., and
1099 INT. forms. You will change the year and make sure contacts and addresses are
are correct. The County Clerk’s Office will send the information to the Finance Office
for completing the Interest 1099°s. This will be a different parameter setup and all
interest forms will be for any amount of interest even less than $1.00

Select Create 1099 Work File

This step goes to the vendor file and pulls the information for all vendors that

receive 1099’s and have dollars paid to them during the calendar year over $600.

Each calendar year the Finance Office also does forms for the Circuit Clerk (MISC)
County Clerk (INT) and the Nursing Home (MISC.). As these payments were not paid
from our Pentamation system you will need to create them in the edit file. Anyone who
receives a 1099 form must have a vendor file in the Pentamation system. The Circuit
Clerk forms will all be attomey dollars, the Nursing Home forms will be Non-Employee
Compensation both on the miscellaneous form. The County Clerk forms will all be
interest forms. When you receive the information from the Circuit Clerk and the Nursing
Home you will need to check all of the people they have on the list, even if they have not
made the required $600 minimum, because if the amounts are added to the amounts that
the Finance Office might have paid during the year the total may be over the $600
minimum.



Select 1099 Print Edit List

After file is created you will print an edit list and verify numbers are correct.

When you are comfortable with the numbers you will then print 1099’s.

The miscellaneous forms are blank and all boxes as well as names, addresses

and amounts are printed on the form. The interest forms are pre-printed with boxes
and are three to a page.

The Plus Series of the software creates a separate file for each type of 1099.

The County does Miscellaneous and Interest. You will also copy the file to disk to send
to the IRS. When you create the file you will have the option of save to file. There will
also be a place on this screen to name the file. We use the year and the type of 1099 as in
“09 MISC 1099”, 'When you create the magnetic file(s) they are saved on the “R” drive.
You will need to go to the “R” drive and find the file, using the file name that you gave it
when you created it. Beginning in 2007 the 1099 files need to be sent electronically
through http://fire.irs.gov. There is a file on the Accounting Supervisors desk that has the
instructions for transmitting the files to the above website. Gary will get an email that
says the file has been received. You can go back into the site in two weeks and make
sure that it was correct and they have accepted the file.



PBC
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PBC CHECK PROCESSING

1. Create claims using the Access database called “Claims”.

2. Run a total of all claims that will be processed.

3. Enter the claims in the Pentamation Plus Senes software

@ me e o

]

Batch Accounts Payable — Icon on Screen

Under File on screen click on white sheet “new”

Click on Change Payment Type = No P.O.

Control Number = PBC and month of payables ie: ( PBC10)

Period and Year should be okay

The checkmark in the hold box is okay

Continue with entry with vendor, invoice date and check date

Click Okay Box, this will take you to the bottom of the screen to enter
account numbers and amounts. You can click okay here and it will bring
up a new screen for a new vendor. Continue until all claims are entered
Before logging out of batch, check the total to be sure it equals the total in
Step 2 above

Use back button to leave screen

4. This will bring you back to the Batch Accounts Payable screen, your batch should
be highlighted

a.
b.

Choose Release batch
Choose Post batch

5. Run a Cash Requirements Report — Icon on Screen

a. Fill in date of check

b. Fill in >8000
6. Vendor Checks — Menu Path Applications, Fund Accounting, Vendor Checks,
then Vendor Checks again
a. Have you backed up the system? Choose yes.
b. Bypass Control Number and enter Disbursement Fund # 4999
c. Enter Due date of Checks which is check date
d. You will now get a second cash requirements report in a bill payment

form



7. The screen will then move you to the next step to print the checks.

Put check stock in printer recording the lowest check number
b. Enter through the void check number fields and enter the beginning

check number that you recorded in 7 - a
Check the date on the screen, it should be okay but be sure. Enter and

the checks will print.
d. Screen then ask did your checks print okay. Click Yes

e. Remove check stock from printer.
8. The next screen will prompt you to print a check register and a total page by fund.
9. Clear journal entries created from the check run — Icon on Screen Journal Entry
Activity

a. This should come up automatically with the year and month and you
continue through screen and journal entries will print. Be sure to say yes

to the clear daily journal entries question.



Y

PBC SINKING FUND PROCEDURES

BALANCE SHEET
Cash
Investments

Cash with Paying Agent

Cash with escrow agent

Unamortized issue costs

Accrued Interest

Leases Receivable

Deferred Revenues

Revenue Bonds Payable

Interest Payable

Retained Earnings

{December 31, 2007)

Checking / Money Market balances
Total of Certificates of Deposit

Total of monies paid to American National Bank of Chicago, who
is the PBC Bond Administrator, in November for December 1*
principal and interest payments. This was applicable in prior fiscal
years but should be 0 as of 12/31/07 due to change in fiscal year.

Monies in escrow from the 2005 crossover refunding that are used
to pay interest on the 2005 bonds until the crossover date, when the
1997 bonds will be called and refunded. This is allocated 25/75
between the county and the nursing home. This was applicable in
prior fiscal years but should be 0 as of 12/31/07 as the crossover
date was 12/1/07

Relate to the 2005 bonds, 25/75% allocation, county portion goes
to county GLTDAG

Prorated interest earned on Certificates of Deposit from date of
purchase through December 31

Outstanding Principal at December 31, 2007

Monies received by November 1* from the County, minus the
principal and interest that was due and paid December 1 and June
1% plus the $25,000 admin fee for the subsequent year. In fy07 and
thereafter it should reflect 5/6 of the interest due 6/1 and the 25K
admin fee.

Total Principal {$11,800,000) minus the sum of all principal
payments (bonds retired) actually made to bondholders. This
amount will be the same as “Leases Receivable” from the prior
year audit report. The crossover date was 12/1/07 therefore, all of
the prior bonds (2005 bonds) should have been called and paid off
and should be removed from here.

1/6 of the payment due 6/1,

Net income (loss) for the current year plus 12-01 retained earnings.



This should increase from one year to the next by the amount of
Investment Income (interest earned on investments) for that fiscal

year,
REVENUES

Rental from County

The Administrative Fee and the Interest portion (no
Principal) received from the County (both Health
Department and Nursing Home share) which was received
by November 1* of the prior year.

Note 40,000 per year of this revenue is required to go into
the renewal and replacement fund.

NON-OPERATING REVENUES (EXPENSES)

Investment Income

Interest Expense

OPERATING TRANSFER (OUT)

Total amount of money earned during the fiscal year
(including accrued interest at year end) from investments -
certificates of deposit and the money market account.

Interest portion only from the County (both Health
Department and Nursing Home share) which was received
by November 1% of the prior year. But d%include 1/6 of
the payment due 6/1. (Do not include the Principal portion
nor the Administrative Fee.)

To PBC General Fund An annua) transfer of $25,000 to the PBC’s General Fund to cover

PBC Administrative expenses.



Last Updated 7-22-2009

PUBLIC BUILDING COMMISSION
RECONCILIATION PROCEDURES

There are seven different funds related to the Public Building Commission.
There are three different bank accounts.

Fund # Dept. # Bank Account #
General Operating Fund 8100 7110 6145891
Capital Improvement Reserve 8200 7210 6145891
R & R Sycamore Campus 8400 7410 6145891
R & R Health Facility 8450 7450 6145891
R & R Public Safety Bldg. 8460 7460 6145891
Sinking Fund-Health Debt Serv. 8500 7510 5714394
Community Outreach Bldg. 8740 7740 6145891
Disbursement Account 9061331

All Pentamation financial information is included in the Pentamation Open Series
Financial System that is used by the entire County.

The Sinking Fund has its own bank account.
The Disbursement Fund has its own bank account.
All other funds are co-mingled in the third bank account.

Monthly the Balance Sheets are printed and the cash balances in the General Operating
Fund, Capital Improvement Reserve Fund, R & R Sycamore Campus Fund,

R & R Health Facility Fund, The R & R Public Safety Fund, and the Community
Outreach Fund should be totaled and balanced with the total in bank accounts 6145891
and 9061331. The Sinking Fund cash balance on the Balance Sheet must match the total
cash in the 5714394 bank account.

All CD’s must balance to the Investments on each of the Balance Sheets.



There is an interest spreadsheet that you will use to distribute the interest eamed on the
bank account 6145891. The beginning cash balances in each of the departments listed
above that are in this bank account are entered on the spreadsheet. The total interest
eamned is put in the correct cell and it is allocated by percent using the amount of the cash

in each department. The total interest allocated must equal the total interest earned each
month.
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PETTY
CASH



6-8-2009

Procedure for Increasing Petty Cash for Departments

County Departments may have a need to increase the Petty Cash that they have on hand.

An example would be the Community Services Department that deals with individuals
that may come into the office and need emergency help.

To increase petty cash, a claim is written by Community Services from Direct Assist
Payments (4410-8321) and deposited into the bank Petty Cash checking account. This
revenue is then placed into Community Services Petty Cash line item on the Balance
Sheet. The account number is 1243-0010.

The same procedures are used for each department that handles Petty Cash using account
numbers that are available in that department budget with the offset being the Petty Cash
account that is on the department balance sheet.
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Updated 7/22/2009

DEKALB COUNTY PETTY CASH ACCOUNTS

DEPARTMENT AMOUNT
TREASURER | $1,000
CIRCUIT CLERK $ 200
COUNTY CLERK $ 200
RECORDER | $ 100
SHERIFF $ 500
STATE’S ATTORNEY $1,000
JOINER HISTORY ROOM § 25
CIRCUIT CLERK — UPS $ 100
HIGHWAY $ 200
HEALTH $1,230
MENTAL HEALTH $ 100
COMMUNITY SERVICES $25,000
NURSING HOME $1,000
CIRCUIT CLERK - CHD SUPP $ 100

CIRCUIT CLERK - BRANCH CT. $ 40



DEKALB COUNTY GOVERNMENT

STATE’S ATTORNEY PETTY CASH PROCEDURES

The State’s Attorneys Office has a witness expense petty cash checking account with a
$1,000.00 balance. These funds are to be used to cover witness expenses such as
transportation, etc. The reason for this fund is that if witnesses are paid in advance, then
they are required by law to appear at the appointed time.

The checkbook balance plus the receipts plus the log of expenses paid out should at all
times be equal to $1,000.00. This account must be balanced each month to the bank
statement. Timely reconciliation of this account will keep the check register and log of
payments current and in balance.

This account can be reimbursed back to the $1,000.00 at the discretion of the State’s
Attorney’s Office. This should be done in the normal monthly claims cycle.

For other than witness expenses, monies should be requested from the Treasurer’s Petty
Cash funds and reimbursed to that fund with monthly claims. This would include
refreshments for Grand Jury’s, Chief’s luncheons, etc.

Any receipts that are available for funds expended from this account should be kept along
with the petty cash log stating date of check, check number, the name of the person the
check is written to and the amount of the check. The check register will also contain this
information and will be a cross-reference for all checks that have been written from this
account.

When reimbursement is requested a copy of the log should be included with the request.
The log should also record any void checks and interest that the account has earned
during the request time period. The amount of reimbursement should equal the amount
of the checks issued, minus the void checks.

Before the end of each fiscal year any interest monies that have been earned on this
account must be retumed by check to the Treasurer’s Office for deposit in account 5501
interest income. Once a year, a check needs to be written back to the General fund for
any outstanding checks that are over one year old. When this check is issued made
payable to DeKalb County Treasurer, you need to include on the deposit slip the dates
covered by these outstanding checks. A memo should also be written to the Treasurer at
this time noting the check numbers, date of checks and the amount of checks that are
included. Keep a copy of the memo in the SAO office. (This will verify that the checks
were written in the past and that a new check can be issued to the person.)

Updated.
6/30/2009



| ?N ' DEKALB COUNTY GOVERNMENT

PETTY CASH LOG

Please describe completely the nature of services or items provided, including the date and amount.

CHECK ACCT.

DATE | NUMBER DESCRIPTION NUMBER | AMOUNT

The above is a just and true accounting of what is owing to me or the organization | represent and the same,
or any part thereof, has not been paid. (if new vendar, please put address in space provided on front of claim.)

Claimant Signature Date

v
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Posting Receipts

1. The Treasurer’s office sends their daily receipts and reports to Finance on the printer in the
back of the office. Finance posts receipts in numeric order by date in the Fund Accounting
System. Select from the Fund Accounting menu, post receipts. Choose set pericd to change
the date to correspond with the receipt and verify the period is correct. Enter the information
from the receipt into the fields. The payer number is always 1 and the receipt number is
repeated in the description field with a brief description if any. The Treasurer uses the
numbers they assign to bank accounts, they will very likely not be the same Fund or
Department numbers used by Finance. When posting you just have to convert the information
given to the appropriate numbers required by the accounting system. You will not be able to
enter numbers that the system does not recognize. There are many situations where Finance
has to change or ignore the data on the receipt. Examples:
Finance does not look at cash differently than investments
Finance does not post CD’s purchased or redeemed, only new interest dollars earned
Finance does not post money deposited with the Treasurer that is only being heid
temporarily until it is deposited into a county account.(mostly wire transfers)
Finance does not post any activity for accounts that are strictly Treasurer accounts
911 - 9110 series
Drainage Accounts - 6560 series
Treasurer’s Special - 8100 series
Sale in Error - 8800
Finance does not post the Resident Fund for NH Resident’s personal funds

2. When the receipts are posted, you need to run a receipt activity report and clear them. The
receipts can be done daily or several days at a time. The receipt activity can be done either
way too. The menu is Fund Accounting, Daily Transactions Listings, Receipt Activity.

7/22/09
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DEKALB COUNTY GOVERNMENT
PURCHASING POLICY

Reviewed For Updates March 1, 2009
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DeKalb County Government

Purchasing Policy

CURRENT DATE OF CONTENTS OF PURCHASING POLICY

Section

i

1.1.0.
1.1.1.
1.2.0.
1.2.1.
1.3.0.
1.3.1.
1.3.2.
1.3.3.
1.3.4.
1.3.5.
1.3.6.
1.3.7.
1.3.8.
1.3.9.
13.10.
1.3.11.
1.3.12.
1.3.13.
1.3.14.
1.3.15.
1.3.16.
1.3.17.
1.3.18.
1.3.19,
1.3.20.
1.3.21.
1.3.22
1.3.23,
1.4.0.
14.1.
14.1.a
14.2.
14.3.
1.4.4.
1.4.4.a
1.4.4.b
1.4.5.
1.4.6.
10 1.5.0.
10 1.5.3.
Attachment “AY
Attachment “B"
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PURCHASING POLICY

1.1.0. Legislative Intent

1.1.1. It is the finding of the DeKalb County Board that there is a public benefit to the citizens of DeKalb County
when truly competitive practices are used to acquire those services, materials, equipment and supplies
essential to the delivery of governmental services.

It is the purpose of the policy to set forth acceptable methods of encouraging true competitiveness amongst
potential vendors by providing guidelines to those authorized to make purchases on behalf of the County
with public funds

L] (Revised 06/19/1991)
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1.2.0,

1.2.1.

Scope

These regulations are intended to provide guidance to purchasers in addition to State Statutes (IL Revised
Statutes: Ch. 34, Art.5, Par. 1022 & Ch. 38, Art. 33E,Par. 33E-] et.seq.). Pursuant to these Statutes, any
purchase by an official of DeKalb County Government for equipment in excess of $20,000, other than
professional services, shall be by contract let in one of the following ways:

1. Let to the lowest responsible bidder after advertising for bids in a newspaper published within the
county;

2. By a contract let without advertising for bids in the case of an emergency if authorized by the County
Board; or

3. By contract without bids in the case of procurement from the Federal Government, purchases of used

equipment, at auction or similar transactions which by their very nature are not suitable to
competitive bids, pursuant to an ordinance adopted by the County Board
| (Revised 11/19/2003)
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1.3.0.

L.3.1.

1.3.2.

1.33.

1.3.4.

1.3.5.

1.3.6.

Definitions

Bid Rotating - Participating in any collusive scheme or agreement with another in which he engages, over a
period of time (at least 3 contract bids within a period of 10 years), of submitting sealed bids to the County
of DeKalb with the intent that the award of such bids rotates, or is distributed among, persons or business
entities which submit bids on a substantial number of the same contracts. Bid rotating is a violation of these
policies.

n (Revised 06/19/1991)

Bid Rigging - Knowingly agreeing with any person who is, or but for such agreement, would be a
competitor of such person concerning any bid submitted or not submitted by such person or another to the
County of DeKalb when the jntent that the bid submitted or not submitted will result in the award of a
contract to such person or another and either 1) provide such person or receives from another information
concerning the price or other material term or terms of the bid which would otherwise not be disclosed to a
competitor in an independent, nonconclusive submission of bids or 2} submits a bid that is of such price or
other material term or terms that he does not intend the bid to be accepted. Bid rigging is a violation of these
policies.

L] (Revised 06/19/1991)

Bid Specifications - Are written descriptions of the goods, materials, services, or supplies to be contracted
for. Good bid specification should be drawn as narrowly as possible while leaving room for acceptable
competition. Proprietary specifications should only be used as guidelines and should not require the use of a
sole source. It is of utmost importance that invitations to bid and bid specifications be made available to the
public. In cases where advertisement is not used, solicitations to bid and specifications should be posted
prominently in at least the building housing the purchasing entity. In purchases requiring the development
of elaborate and/or technical specifications, County personnel authorized to make such purchases are
encouraged to avail themselves of professional assistance with the design of such specifications.

n (Revised 06/19/1991)

Certification - Every bid submitted to the County of DeKalb and every public contract executed pursuant to
such bids shall contain a certification by the contractor that the contractor is not barred from contracting with
any unit of state or local government as a result of violations of the Illinois Revised Statutes or of these
policies.

' (Revised 06/19/1991)

Change Orders - Any authorized representative of the County who knowingly grants approval to a change
order in any public contract without first obtaining a determination in writing by the County or by a designee
authorized by the County to make such determination that the circumstances said to necessitate the change in
performance were not reasonably foreseeable at the time the contract was signed or were not within the
contemplation of the contract as signed or are in the best interest of the unit of State or Local Government
and authorized by law commits a violation of these policies.

a {Revised 06/19/1991)

DeKalb County - As used in this policy, DeKalb County includes the County as & unit of local government
within the State of Illinois as well as any committee or agency of the County or any other entity which is
funded by or expends tax dollars or the proceeds of publicly guaranteed bonds.

E (Revised (6/19/1991)
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1.3.7. DeKalb County Employee - As used in this policy, the term means any employee of the County who is
authorized by the County to act on its behalf in relation to any public contract or purchase defined in these
policies.

u {Revised 06/19/1991)

1.3.8. Disclosure of Bid Information - Any person who is an official employed by the County of DeKalb who
knowingly opens a sealed bid at a time or place other than specified in the invitation to bid commits a
violation of this policy. Any person who is an official of DeKalb County Government who knowingly
discloses to any interested person any information related to the terms of the sealed bid other than
information necessary to the performance of such official's responsibilities commits a violation of this
policy. However, it shall not constitute a violation of this policy to make any disclosure where such
disclosure is also made generally available to the public and to all interested bidders and potential bidders.
u (Revised 06/19/1991)

1.3.9. Disclosure of Information/Bid Reduction - It shall not constitute a violation of any provisions of this policy
for an official of DeKalb County to disclose the name of any person who 1) has submitted a bid in response
to or requested plans or specifications regarding an invitation to bid or who has been awarded a public
contract or 2) to convey information concerning acceptable alternatives or substitute to plans available or
specifications, if such information is also made generally available to the public and mailed to any person
who has submitted a bid pursuant to an invitation to bid nor is it a violation of the disclosure rules to
negotiate, with the lowest responsible bidder, a reduction in only the price term of the bid.
| (Revised 06/19/1991)

1.3.10. Equipment - An item costing $150 or more and having a useful life of one year or more, All County
equipment must be placed on inventory. It is a violation of these policies to use County equipment for
personal purposes without permission of the department head or his/her designee.

L] {Revised 06/19/1991)

1.3.11. Evaluation Criteria - One of the most important elements of successful competitive procurement is the
development of clearly understandable evaluation criteria. Those County employees authorized to make
purchases must develop and understand the evaluation criteria, disseminate them fully, and adhere to them.
Evaluation criteria may contain quantitative as well as qualitative measures but the subsequent bid analysis
should never be subject to unpublished subjective rationales. It is acceptable to change evaluation criteria
prior to the letting of the contract for purchase provided that all interested parties (all who have been
notified of the solicitation for bids) are notified of the change in evaluation criteria in advance.

n (Revised 06/19/1991)

1.3.12. Interference with Contract Submission and/or Award - Any County employee who knowingly discloses
information conceming the specifications for any contract or knowingly informs a bidder or potential bidder
or offerer that their bid will be accepted or executed only if specified individuals are included or who
knowingly awards a contract based on criteria which are not publicly disseminated commits a violation of
this policy. It shall not be an interference with contract submission to follow procedures established by the
Federal or State Governments with regard to sheltered market (minority, female-owned business enterprises)
procurements and shall not be a violation for a DeKalb County official to provide any person with a copy of
the transcript or other summary of a prebid conference where that information is also made generally
available to the public.

n {Revised 06/19/1991)
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1.3.13.

1.3.14,

1.3.15.

1.3.16.

1.3.17.

1.3.18.

1.3.19.

Invitation or Solicitation to Bid - Notice made generally available to the public either through advertising in
a newspaper of general circulation in the County or by mail to potential vendors. Such an invitation may
contain specifications of the goods or services sought to be purchased or may direct those interested to the
location of such specifications.

u (Revised 06/19/1991)

Kickback - Any money, fee, commission, credit, offer of employment, incentive, premium, gift, gratuity,
thing of value, or compensation of any kind which is provided directly or indirectly to any contractor or
employee for the purpose of improperly obtaining or rewarding favorable treatment in connection with a
contract or subcontract. The offering or acceptance of kickbacks is a violation of these policies whether it
oceurs before, during or subsequent to the procurement process. Any vendor violating this section shall be
disqualified from consideration in the contract or subcontract in question.
= (Revised 06/19/1991)

0 No Preference to Local Bidder - Click Here for State’s Attorney Opinion- Pages 13 & 14

Lowest Responsible Bidder - In determining the lowest responsible bidder, the County shall take into
consideration the qualities of the article supplied, conformity with the specifications, suitability to the
requirements of the County (and the requirements of the particular department) and the delivery terms.
u {Revised 06/19/1991)

Nesotiated Purchase - A procedure in which specifications for the purchase of services, materials, equipment
or supplies are developed and a solicitation or invitation to bid is written and released to vendors and the
general public, but the purchaser reserves the right to negotiate the terms of procurement with two or more
of the subsequent bidders. Negotiated purchasing is not a violation of this policy and this practice, which
when properly followed, can result in public benefit through obtaining acceptable goods and services at the
lowest possible price, It is a violation, however, to agree unilaterally with any potential bidder or vendor to
change terms or specifications other than price without notice to the other potential bidders or vendors.

n (Revised 06/19/1991)

Open Bidding - The process in which specifications are developed and a solicitation or invitation to bid and
evaluation criteria are written and made available to the public but there is no requirement that bids
submitted pursuant to the invitation be submitted in sealed envelopes. It shall not be a violation of these
policies for an official representing the County of DeKalb to disclose information received in response to an
invitation to open bidding to another bidder or potential bidder provided that information is also made
generally available to the public and furnished to any person who has previously submitted a bid in response
to the invitation, It shall also not be a violation of these policies or State law to negotiate with the lowest
responsible bidder a reduction in only the price terms of the bid.

= (Revised 06/19/1991)

Pre-Bid Conference - An invitation to all interested parties to sit down and review both bid specifications
and evaluation criteria. It is imperative that any changes to specifications or evaluation criteria that come
about as a result of a pre-bid conference be clearly communicated to all interested parties (all who have
expressed an interest in responding to the invitation to bid whether present or not) and/or the general public
if such a solicitation was advertised. Pre-bid conferences are not required for compliance with these policies
and may be held in advance of the finalization of bid specifications and/or evaluation criteria.

L] {Revised 06/19/1991)

Public Contract - Any contract for the purchase of goods, services, materials, equipment or supplies let to

any person with or without bid by any representative of DeKalb County.
= {Revised 06/19/1991)
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1.3.20.

1.3.21.

1.3.22.

1.3.23.

Sealed Bids - A procedure in which specifications and evaluation criteria are written and disseminated to
potential vendors and made generally available to the public through an invitation or solicitation to bid.
Sealed bidding requires that a date, time and place for the opening of the bids be included in the solicitation
and be made generally available to the public. Any official of DeKalb County who knowingly opens a
sealed bid at a time or place other than that specified in the invitation to bid, or who knowingly discloses to
any interested person information related to the terms of the sealed bid commits a violation of this policy. It
shall not be a violation of these policies or of the State laws for a County official to make any disclosure to
any interested person for such disclosure is also made generally available to the public. Sealed bids should
be opened in front of witnesses and should be contained in sealed envelopes clearly marked "sealed bid" and
indicate where necessary a particular item, good or service being bid upon (e.g., Sealed Bid - Copier, Sealed
Bid - Cleaning Services). It is nof a violation of this policy to open bids during normal business hours or in
the absence of potential vendors provided that all potential vendors have been adequately notified of the
date, time and place of such opening.

L (Revised 06/19/1991)

Sheltered Market Procurement - Is a procurement procedure conducted pursuant to State or Federal guideline
which provide for purchases from minority and female owned business enterprises.
] (Revised 06/19/1991)

Sole Source Specing - The practice of limiting procurement to one source. In its most commeon form, sole
source specing ordinarily utilizes proprietary specifications, that is specifications provided by the
manufacturer of a particular item. These specifications are drawn in such a way that no competitor can
match them exactly. The use of proprietary specifications is not a violation of these policies when those
specifications are used as guidelines and do not require the use of the sole source. Purchasers are
particularly cautioned against the use of a potential contractor or vendor to develop specifications for
purchases in excess of $10,000. Specifications should be drawn by the purchaser or by an independent party
who will not be a competitor for the purchase contract.

m (Revised 06/19/1991)

Vendor - As used in these guidelines, is synonymous with contractor, subcontractor, or bidder. It means any
individual, firm, partnership, corporation, joint venture, or other entity which is currently or potentially a
contractor for the provision of services, materials, equipment or supplies to the County of DeKalb.

a {Revised 06/19/199])
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14.1.a

1.4.2.

1.4.3.

Procedures

Purchases in excess of $20,000 - Any purchase by the County of DeKalb or by a County employee in excess
of $20,000 shall be contracted for in one of the following ways:

1. By a contract let to the lowest responsible bidder after advertising for bids in a newspaper
published within the County. These policies shall not require such publication to appear more
than once nor do they require that the specifications for the contract be published. Such
advertisements need only direct potential vendors as to the item(s}) being sought and where to
obtain bid specifications. It is not a violation of this policy to, in addition to such publication,
notify additional potential vendors whe may not see the published solicitation.

2. By a contract let, without advertising, for bids in the case of an emergency if authorized by
the County Board. It is not a violation of these policies to solicit bids other than sealed bids.
It is a violation of this policy to engage in any conduct which will interfere with the
independent submission of non-collusive bids or offers by individual contractors or suppliers.
[t is also a violation to evaluate those bids or offers received by criteria other than those
publicly announced in advance
L] {Revised 11/19/2003)

Method - The method of bidding shall be at the discretion of the department head or his‘her designee. It
shall further be the responsibility of the department head to develop or cause to be developed specifications
which describe clearly the goods or services to be contracted for but that are not drawn so narrowly as to
preclude or diminish competition. It shall further be their responsibility to assure that all notice requirements
of this policy are complied with. Solicitations or invitations to bid should be furnished to that committee
which oversees the department in question as well as potential vendors/contractors. These specifications
should further indicate, where sealed bidding is the selected method, the date, time and place chosen for the
opening of those bids. Bid specifications should also contain a deadline for submission of bids. Once the
deadline has passed, all bids received should be evaluated at the department level for compliance with the
specifications and other previously published and developed evaluation criteria. The results of this review
should be forwarded to the applicable oversight committee whose responsibility it shall be to develep a
recommendation for the selection of a bidder or vendor and forward that recommendation to the full Board
for approval.

n (Revised 06/19/1991)

This space was intentionally not used.

Purchases not covered by this Policy - As with all purchases that are covered by these policies, it is the
legislative intent of the DeKalb County Board that competition be maximized with a view toward obtaining
essential services, materials, equipment and supplies at the lowest available price provided, of course, that
the items so purchased meet the needs of the department in questicn and the County. The method to be used
in making purchases is left to the discretion of the department head. It is expected that the method selected
will best fit the item(s} to be purchased whether that method be open bidding, sealed bidding, negotiated
purchase, etc., it is expected that the method will be selected to maximize competition and minimize cost.
Purchasers who de selicit bids for items should follow the same general rules attendant to good purchasing
practices. These would include: *

1. Development of Specifications - These need not be lengthy and detailed but should

adequately describe the item or items to be purchased,;

2. Development of Understandable Evaluation Criteria and dissemination of those criteria to ali
interested parties; and
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1.4.4.

1.44.a

1.4.4.b.

1.4.5.

3 Most importantly rigorous adherence to the evaluation criteria once a bidding has been closed.
If, for example, response time and service capability are major considerations for an item to
be purchased, this should be 50 stated in the bid specifications.

Once developed, the specifications and evaluation criteria should be made available to the maximum number
of potential competitors for the purchase contract. Again, the method should be at the discretion of the
purchaser and could include, but need not be limited to advertisement, posting, direct mail or telephonic
solicitation.

A record shall be kept of those who request specifications and evaluation criteria so that if unforeseen
changes need to be made, all interested parties can be notified. Where bids or quotes are obtained by phone,
the bidders must back up their quote in writing prior to the close of bidding. In cases where time will not
permit this, one may have to work from one's own written notes until such backup is available.

Purchases should be made pursuant to an item specifically listed in the department's budget or in the capital
budget. The appropriate oversight committee should be included when bid solicitations are issued and, if
sealed bidding is the method selected, should be apprised of the date, time and place of the bid opening.
Once the bidding has been closed and/or negotiations concluded, committee concurrence with the bid award
should be obtained. Committees shall forward bid awards to the full Board for consideration through the
normal claims approval process. If the department has insufficient funds in the appropriate line items,
request for fund transfers or additional appropriations will be subject to approval by the Finance Committee
and the full County Board.

= (Revised 06/19/1991)

Emergency Purchases

Emergency Purchases of $20,000 ($5,000 for equipment) or More - Illinois State Statutes delete the
requirement 1o advertise for bids in the case of an emergency "if authorized by the County Board”. In a true
emergency where it is essential to purchase an item costing $20,000 or more without waiting for the full
Board to be convened (e.g., the purchase of a piece of heating equipment to supply the jail, etc.), phone
contact with the County Board Chairperson or Vice-chairperson should be made and follow up information
provided through the appropriate committee to the full Board at its next regularly scheduled meeting.

L (Revised 11/19/2003)

Emergency Purchases not covered by this policy - For services, materials, equipment or supplies which need
to be purchased on an emergency basis, that is purchased without prior budgetary authority, contact with the
chairperson of the appropriate oversight committee or in his/her absence, the vice-chairperson, should be
made with follow up information being provided to the committee at its next regular meeting. If
departmental funds are not available for transfer, the Finance Committee chairperson or co-chair will also
need to approve.

n (Revised 06/19/1991)

Aggreeate Purchases - It is the intent of this policy to include all purchases which are significant in nature.
Some purchases, food for example, may be delivered monthly for dollar amounts which fall below the
minimums previously stated. If these purchases are made pursuant 10 a single agreement, they should be
subject to the bidding process on at least an annual basis. That is, if one is purchasing $7,000 per month
worth of supplies or materials from a single vendor, the aggregate purchase ($84,000 per year) should be
subjected to the bidding process annually. This intent would apply equally to a series of purchases of items
that have little or no value of their own and are workable only when connected to one another. For example,
a computer, CRT, modem, keyboard & printer purchased in consecutive months to stay below the $5,000
limit stated in these policies would be a violation of this policy and the intent stated herein.

n (Revised 06/19/1991)




DeKalb County Govemment Purchasing Policy

1.4.6.

Purchases Not Suitable to Competitive Bids - The Illingis Revised Statutes and this policy recognize that
some purchases by their very nature are not suitable to the bidding process. Statutes specifically mention
purchases by contract with the Federal Government, of used equipment, and at auctions. This is not an all-
inclusive list of purchases which do not lend themselves to competitive bidding. Membership in a buyers
club where the prices obtained through such membership are verifiably lower than those available in the
general market would provide another example.

u {Revised 06/19/1991)

There is a statutory requirement that such non-competitive procurement be accomplished pursuant to an
ordinance adopted by the County Board. Purchasers who are routinely required to procure items covered by
this policy in a noncompetitive fashion should, for their own protection, go through the process of obtaining
such ordinances from the Board.

- {(Revised 06/19/1991)
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1.5.0. Coverage

1.5.1, This policy shall supersede all previous policies, ordinances and resolutions of the DeKalb County Board
and shall remain in full force and effect until modified or rescinded by the Board. Should any portion of this
policy be found to be in conflict with superseding State or Federal regulations, it shall be invalid. This shall
not invalidate surviving portions of this policy. If, in the application of these policies, it is found that the
legislative intent would best be met by utilizing procedures other than those contained herein, the purchaser
should inform the appropriate oversight committee. That committee should then consider the question of
waiving provisions of these policies not mandated by State or Federal Statutes,

u (Revised 06/19/1991)




Purchasing — Dollar Amounts that must be bid — from State Statutes

(55 ILCS 5/5-1022) (from Ch. 34, par. 5-1022)

Sec. 5-1022. Competitive bids.

(a) Any purchase by a county with fewer than 2,000,000
inhabitants of services, materials, equipment or supplies in
excess of $30,000, other than professional services, shall be
contracted for in one of the following ways:

(1) by a contract let to the lowest responsible

bidder after advertising for bids in a newspaper published

within the county or, if no newspaper is published within

the county, then a newspaper having general circulation
within the county; or

(2) by a contract let without advertising for bids in
the case of an emergency if authorized by the county
board.

(b) In determining the lowest responsible bidder, the
county board shall take into consideration the qualities of
the articles supplied; their conformity with the
specifications; their suitability to the requirements of the
county, availability of support services; uniqueness of the
service, materials, equipment, or supplies as it applies to
networked, integrated computer systems; compatibility to
existing equipment; and the delivery terms. The county board
also may take into consideration whether a bidder is a private
enterprise or a State-controlled enterprise and,
notwithstanding any other provision of this Section or a lower
bid by a State-controlled enterprise, may let a contract to
the lowest responsible bidder that is a private enterprise.

(c) This Section does not apply to contracts by a county
with the federal government or to purchases of used equipment,
purchases at auction or similar transactions which by their
very nature are not suitable to competitive bids, pursuant to
an ordinance adopted by the county board.

(d) Notwithstanding the provisions of this Section, a
county may let without advertising for bids in the case of
purchases and contracts, when individual orders do not exceed
$35,000, for the use, purchase, delivery, movement, or
installation of data processing equipment, software, or
services and telecommunications and inter-connect equipment,
software, and services.

(e) A county may require, as a condition of any contract
for goods and services, that persons awarded a contract with
the county and all affiliates of the person collect and remit
I1linois Use Tax on all sales of tangible personal property
into the State of Illinois in accordance with the provisions
of the Illinois Use Tax Act regardless of whether the person
or affiliate is a "retailer maintaining a place of business
within this State"™ as defined in Section 2 of the Use Tax Act.
For purposes of this subsection (e), the term "affiliate"”
means any entity that (1) directly, indirectly, or
constructively controls another entity, (2) is directly,
indirectly, or constructively controlled by another entity, or
(3) is subject to the control of a common entity. For purposes
of this subsection (e), an entity controls another entity if
it owns, directly or individually, more than 10% of the voting




securities of that entity. As used in this subsection (e), the
term "voting security'” means a security that (1) confers upon
the holder the right to vote for the election of members of
the board of directors or similar governing body of the
business or (2) is convertible into, or entitles the holder to
receive upon its exercise, a security that confers such a
right to vote. A general partnership interest is a voting
security.

(f) Bids submitted to, and contracts executed by, the
county may require a certification by the bidder or contractor
that the bidder or contractor is not barred from bidding for
or entering into a contract under this Section and that the
bidder or contractor acknowledges that the county may declare
the contract void if the certification completed pursuant to
this subsection (F) is false.

(Source: P.A. 95-331, eff. 8-21-07; 96-170, eff. 1-1-10.)



OFFICE OF

THE STATE’S ATTORNEY
DEKALB COUNTY COURTHOUSE

133 W. STATE STREET

SYCAMORE, [L 60178
815-895-7164 FAX 825-895-7101

TIMOTHY W. JOHNSON
STATES ATTORNEY

CONFIDENTIAL - ATTORNEY/CLIENT PRIVILEGE

Qctober 31,1997

TQ: Ray Bockman
County Administrator
i
From: Mary K. Manning
Assistant State's Attorney

RE: Deviation from Competitive Bidding Statute

You recently inquired whether or not it is legally permissible for a County to show financial preference for local
bidders. Having reviewed the applicable statute (55 ILCS 5/5-1022) and relevant case law, our answer is that it is not legally
permissible to show preference for local bidders.

The County is subject to the statute requiring competitive bids. I have attached a copy of the current statute which
has been amended slightly since the "Purchasing Policy" ordinance was created. The purpose of competitive bidding is
"inviting competition, to guard against favoritism, improvidence, extravagance , fraud and corruption and to secure the best
work or supplies at the lowest price practicable.” Doyle Plumbing and Heating V. Board of Education. 683 N.E.2d 530, 534,
225 Tll.Dec. 362, 366 (4th Dist. 1997). In that case a school district tried to award a contract to a local contractor who had bid
higher than an out of town contractor. The School Board's reasoning was that the local contractor was closer and would be
able to better service the school if problems should arise. The Court ruled that that was an impermissible consideration and
that such consideration would in essence keep out of town contractors from bidding on future contracts. Id.

In conclusion, it is our opinion that to award contracts to local bidders when their bids are not the lowest is not a
legally permissible practice under the competitive bidding statute. As always, if you have any further questions, do not
hesitate to call,

ATTACHMENT “A”




DEKALB COUNTY STATE'S ATTORNEY
RONALD G. MATEKAITIS

Richard Amalo, Assistant Stue's Atlormcy Clina Hull. Figst Asmsiant

Slephaiie Durlee, Astistant Swic's Atlamey William Gorey, Cheef Cral Agsestant
Christie Krupp, Assistant Siie's Allomey —

Cart Peterson, Assiilant Siale's Altorney Kathleen Cane. Operations Mannges

Michae! Schulenborg, Adsistand Stae's Attorney
Alice Tracy Assisiant Sune's Allormey

June 14,2004
Mr. Ray Bockman

County Administrator

Re: Local Preference

Dear Mr. Bockman:

You have asked for an opinion whether the County can add a "local preference” Lo its purchasing poliey that would favor
local vendors, | believe the County lacks the statutory authority to take such action.

The competitive bids stawute, found at 35ILCS 5/5-1022, lists the factors the County Board shall take into
consideration in delermining the lowest responsible bidder. The statute docs not include a consideratian for local venders

The [linois Supreme Court dealt with this topic in Court Street Steakhouse v, County of Tazwell, 643 N.E.2d 78|
{1994}, The Count made it elear that a "local preference” aimed ar keeping money in the community would not be allowed. [

have also verified that the Dovle Plumbing case cited by my predecessor in her memo 1o vou dated October 31,1997 is still
varlid low.

Having considered the applicable stanne and case faw, it is my opinion that the county does not have the pawer 1o add
o "locol preference” 1o ils purchasing policy.

Should vou have any questions regarding this matter, please feel free 1o contact me,

Very truly vours,

William Gaorey
Assistant State’s Attorney

WGG/cat

Stite's Altomey's OfTice ® Sycamore. Hlinois 60178
Telephone {$13) 393-71604 @ Facsimile (815) B95-7101

ATTACHMENT “B™




DEKALB COUNTY GOVERNMENT
BIDDERS PREFERENCE POLICY
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DeKalb County Government Bidders Preference Policy

{h CURRENT DATE OF CONTENTS OF BIDDERS PREFERENCE POLICY
Pa. Section Date -
1 1.1.0 08/16/2006
1 1.2.0 08/16/2006
1 1.30 08/16/2006
1 1.40 08/16/2006
1 1.5.0 08/16/2006

(-m This page showing current page dates of the Bidders Preference Policy will be updated on the County's web page
each March at www.dekalbcounty.org. This page was last reviewed for updates as of March 1, 2009




DeKalb County Government Bidders Preference Policy

1.1.0.

120

1.3.0

140

150

BIDDERS PREFERENCE POLICY

Whereas, the DeKalb County Economic Development Committee has researched the possibility of recommending to the
DekKalb County Board a "Bidders Preference” Policy, and
= {(Adopted 08/16/2006)

Whereas, the Committee has determined, through the Office of the DeKalb County States Attorney that an outright
economic preference for DeKalb County bidders can not be legally recommended, and
u (Adopted 08/76/2006)

Whereas, the Committee did determine that a policy that favors local (DeKalb County) bidders can be established
where the price and quality of products are equal, and
n {Adopted 08/16/2006}

Whereas it was the unanimous recommendation of the DeKalb County Economic Development Committee that it be the
established public policy of this unit of government that in all purchases of goods and services where price and quality
are equal preference shall be given to local DeKalb County bidders.

] {Adopted 08/16/2006)

NOW, THEREFORE. BE IT RESOLVED that the DeKalb County Board does concur in the findings and recommendations
of the DeKalb County Economic Development Committee and does hereby establish a public policy of giving preference
to DeKalb County bidders in all instances that the prices and quality of good and services are equal.

n {Adopted 08/16/2005)
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DEKALB COUNTY GOVERNMENT

Quarterly Report Procedures

(Last Update 6-30-2009)

Quarterly reports for the County Board are prepared in April, July, October and January
using the previous three months financial data.

The reports are located at J:/reports. There are two word processing documents, one for
the cover and one for the financial report.

You need to update the cover page with correct quarters and dates.

The first quarter locater and status report is completed with only the Cash Balances.
After the audit is received which will be before the second quarter report is due, the first
quarter locater and status report is updated with the 12-31- xx fund balances.

The second financial report that is completed is a departmental report that includes year
to date revenues and expenses and calculates the % of budget to date. This report is
completed by using the Organization expenditure and revenue status report figures.

The accounting supervisor should then check percentages to date for variances from
norms and track expenditures or revenues that are outside of the recommended
percentages for the quarter. This report is an excel program that the date is changed and
the department dollar figures are updated each quarter. If large variances high or low
cannot be justified they should be reported to the County Administrator.

A variance report is created for the Board to explain variances at each quarter.

A copy of a completed Quarterly Report is attached to this procedure page.
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DEKALB COUNTY
GOVERNMENT

FY 2009 SECOND QUARTER
FINANCIAL REPORT

SECTION A - QUARTERLY ANALYSIS
"SECTION B - LOCATOR & STATUS INDEX

SECTION C - FINANCIAL REPORT

Finance Office
July 1, 2009
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II.

DEKALB COUNTY GOVERNMENT
SECTION A

QUARTERLY FINANCIAL REPORT ANALYSIS

Background

The quarterly report of DeKalb County Government, showing revenues received
and expenditures to date is completed by the Finance office each quarter. The
first quarter report is based on revenue and expenditure figures from January
through March, the second quarter is April through June, the third quarter is July
through September and the final quarter is October through December of each
year.

The data is taken from expenditure and revenue reports, fund balance and cash

~ totals from the County financial system. The fund balance is from the end of the

previous fiscal year. It is a “true” fund balance in that it is calculated from the
accrual basis of accounting. The DeKalb County Government Quarterly
Financial Report shows original budgets, YTD actual amounts and percentage of
budget spent to date. The prior year quarterly percentages are also listed for each
department to show the previous year’s activity levels by quarter for comparison.

Generally

Revenues in the smaller departments may be one line item and the monies may be
received either early or late in the year in one payment.

If the report is showing percentages out of the baseline range the accounts are
looked at for unusual patterns. Capital accounts for computer and other
equipment are typically spent in a lump sum amount, either early or late in the
year. If these percentages are over the baselines we watch these accounts and see
that the capital costs stay level during the rest of the year.

When analyzing the data on the sheets, the percentage of budget spent is looked at
closely to judge whether the year to date revenues and expenditures are in line
with baseline percentages that we would assume to be spent at any time during the
fiscal year. Cash basis accounting may be two to three months spent or received
not always three months of data. The percentages will follow reasonably closely
with the quarters, that is 17-25% for the first quarter, 42-50% for the second
quarter, 67-75% for the third quarter and 100% budget received or expended for
the fourth quarter report. As stated in the background information above, the
percentages listed on this analysis report are percentages of the original budget.

There is also a budget monitoring by percentage page in the budget book on page
A-37 for reference.

Other percentage variances are looked at by department to see if there could be
department or account number discrepancies that could affect the percentages.

July 1, 2009 - . Page A-1



" DEKALB COUNTY GOVERNMENT

SECTION A
QUARTERLY FINANCIAL REPORT ANALYSIS

III. Specifically

A. Second Quarter Revenue Variances below Goal of 42% to 50%

1.  Aid to Bridges 39%
2. Public Health 40%
3. Retirement 5%
4. County Farm 19%
S. Treasurer 27%

The variance in these departments is a reduction in interest income due to
the drop in the interest rates available.

6. Non-Departmental 38%

Non-Departmental, variances are sales tax, income tax, and local use
taxes have only received four payments from the state instead of six.

7.  Engineering 2%

These monies are contributions from Highway and Aid to Bridges that are
paid when projects are completed.

8. Court Services ‘ -2%

Court Services receives salary reimbursement grants from the State of
Illinois for personnel costs. These monies are recorded on a cash basis
when received. The State has still not paid two months of the salaries
from Fiscal Year 2008. We are paid when the State release the monies.

9. Community Services- Revolving Loan 13%

The variance in Community Services-Revolving Loan is the interest
received on the small business loan that is outstanding to Community -
Services. The loan will be paid off this year.

July 1, 2009 Page A-2



DEKALB COUNTY GOVERNMENT
SECTION A
QUARTERLY FINANCIAL REPORT ANALYSIS

10. Regional Office of Education 0%

11.

12.

13.

14.

This variance is State of Illinois Truancy grant money that will be
received from the R.O.E. when the State sends the money.

State’s Attorney 34%

This variance is receiving four months of the State Aid IV Grant
money from the State of Illinois instead of six.

Sheriff 34%

This variance is having received four months of Police Partnership
and Contract Policing revenue instead of six in the line items.

Document Storage 39%

This variance is receiving five months of Costs from fines revenue
instead of six,

Drug Prosecution 4%

This variance revenue is in the forfeits line there have been very few
forfeits during the first half of the fiscal year.

15. Solid Waste : 18%
Solid Waste has received only one quarter of the tipping fees instead of
two quarters.
16. Court Automation 40%
17. Circuit Clerk ' 40%
This variance is five months of fees instead of six.
18. Child Support ' 32%
This variance is financial services revenue that is down from last year.
July 1, 2009 Page A-3



DEKALB COUNTY GOVERNMENT
SECTION A

QUARTERLY FINANCIAL REPORT ANALYSIS

P 19. Facilities Management 34%

This variance is five payments in the in-house copies and printing instead of

SIX.
B. Second Quarter Expenditure Variances above goal of 42% to 50%

65% - C'apital Expenses
53% - Capital Expenses
79% - Capital Expenses

1. Probation Services
2. Public Health
3. Drug Court

4. Asset Replacement 59% - Capital Expenses
5. Special Projects 93% - Capital Expenses
6. Forest Preserve 132% - Capital Expenses
7. Court Automation 88% - Capital Expenses

The variances listed above are reflective of lump sum capital purchases
made during the first half of the new fiscal year. Many departments will

P order capital items early in the year as they have budgeted directly for
items that they need. We will monitor these departments to make sure that

they maintain and do not exceed their budgets without a plan for making
up the differences. '

80% Commodities &
Supplies

This variance is the annual maintenance costs for the financial software

paid during the first half of the fiscal year and yearly transfer to Asset

Replacement.

8. Finance

144% - Commodities &
Services

This variance is the annual software maintenance for the communication
room paid during the first half of the fiscal year and annual contributions
to Asset Replacement and Tort & Liability.

9, Communications

10. County Board 63% - Commodities &
Services
This variance is yearly memberships paid during January of 2009 and
(’&‘ higher travel costs that total 2/3rds of the budget at mid year.

July 1, 2009 Page A-4



DEKALB COUNTY GOVERNMENT

SECTION A
QUARTERLY FINANCIAL REPORT ANALYSIS
11. Court Security 75% - Commodities &
Services
This variance is the yearly contribution to the General Fund paid in
January of 2009,
12. County Motor Fuel 69% - Commodities &
Services

This variance is the purchase of salt for winter maintenance for the severe
winter weather.

13. Opportunity Fund 140% - Commodities & -
Services
This variance is the annual contributions to Land Acquisitions, Building
Fund and PBC Public Safety Building made in January 2009.

14. Veterans Assistance 203% - Commodities &
| Services
This variance was direct assistance payments to clients for help with rents,
utilities and groceries for veterans that are double the budget and the large
increase in travel cost,

15. Nursing Home

Rehab Services 72% - Personal Services
Social Services 68% - Personal Services
Patient Activity 61% - Personal Services
Dietary 66% - Personal Services
Special Care 65% - Personal Services
Nursing 73% - Personal Services
Environment Services 75% - Personal Services
Maintenance 72% - Personal Services

All of the above nursing home departments are showing a variance because
the benefits of FICA, IMRF and health insurance were not budgeted in the
individual departments. The total nursing home dollars that are reflected on
page nine of the report sequence number 72 show that the nursing home as
whole is slightly higher than the acceptable range for the second quarter.

July 1, 2009 ' Page A-5



DEKALB COUNTY GOVERNMENT
SECTION A

QUARTERLY FINANCIAL REPORT ANALYSIS
16. Drug Court 78% - Personal Services

This variance in Drug Court is the hiring of a probation officer that will be
paid from the Drug Court Grant that has been received. The dollars from
the grant are received after they have been expended on a monthly basis.

17. Document Storage 145% - Commodities &
Services

This variance is the once per year payment to the Public Building
Commission for the Community Outreach Building Storage facilities.

18. Rehab Nursing 95% - Commodities &
Services

This variance is the increase in costs of Physical Therapy at the Nursing
Center.

19. State’s Attorney 65% - Commodities &
Services

This variance is the increase in Professional Services that was required to
hire outside counsel for cases.

20. Planning & Zoning 61% - Commodities &
Services

This variance is the once a year contribution to Asset Replacement cost
plus the increase in Public Hearing Publication Notices and the payment
of Zoning and Hearing Officers for the wind turbine issue

21. Elections 75% - Commodities &
Services

This vanance is the Public Notice Publications, Election Judge pay and
Polling Place pay paid in the first half of the fiscal year.

22. Information Management Office  297% - Commodities
& Services

This variance is the once per year contribution to Asset Replacement made
in the first half of the fiscal year.

July 1, 2009 Page A-6



DEKALB COUNTY GOVERNMENT

SECTION A
QUARTERLY FINANCIAL REPORT ANALYSIS
23. Engineering 69% - Commodities &
Services

This variance is an increase in supply costs for the first half of the fiscal
year,

July 1, 2009 - Page A-7



DEKALB COUNTY GOVERNMENT

FY 2009 SECOND QUARTER FINANCIAL REPORT SECTIONS
Q'" Locator and Status Index
SECTION 11/3012006 12/31/2007 12/31/2008 6/30/2009
c AUDITED AUDITED AUDITED CASH

FUND/DEPARTMENT PAGE |SEQUENCE|FUND BALANCE| FUND BALANCE | FUND BALANCE BALANCE

Aid to Bridges 5 41 1,580,167 1,279,079 1,284,689| 1,102,784
Asset Replacement 8 59 1 ,047,535 1,086,633 1,819,462 2,116,378
Building Fund 8 61 0 50,573 1,143,293 1,643,293
Child Support 5 33 2,278 28,273 30,279 15,129
Childrens Waiting Rocom 10 76 6,591 12,344 13,327 12,727
Community Mental Health 6 45 1,849,145 1,861,279 2,140,893 2,257,988
Co Motor Fuel 6 42 1,416,494 2,085,234 2,680,773 2,391,447
Com Ser - Fin Aid 6 47 16,771 17,078 17,232 17,063
Community Services 6 46 27,601 17,437 28,455 36,114
l(‘ﬂty Farm 7 56 974,449 1,032,555 794,435 648,150
Court Automation 4 32 331,072 487,279 528,704 513,296
Court Security 5 38 303,649 445,536 560.818 573,611
Debt Service 7 54 545,877 0 0
Document Storage 5 35 127,128 115,828 193,684 184,808
Drug Court 10 77 80,353 210,561 251,545 265,031
Drug Prosecution Program 10 78 4,133 6,945 4,541 4,120
Employee Health Benefits 10 73 659,523 627,389 600,394 ' 809,556
Engineering 5 40 - 186,314 303,886 320,850 221,368
Fed Hwy Match 6 43 813,244 1,147,619 1,884,721 2,072,593
Forest Preserve 7 51 492,037 329,209 1,681,594 944,713
FP Land Acquisition 7 52 New Fund in 2008 1,079,305 1,079,305
FP Retirement 7 53 New Fund in 2008 17,734 17,734
FP Tort & Liability 7 54 New Fund in 2008 74,000 78,100
General Fund Total 4 26 9,257,219 | 10,302,118 11,486,261 8,536,458
Jﬁsesments : 1 5

Page 1 of 3
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DEKALB COUNTY GOVERNMENT

FY 2009 SECOND QUARTER FINANCIAL REPORT SECTION®
Locator and Status Index
:\P SECTION 11/30/2006 1243112007 12/31/2008 6/30/2009
c AUDITED AUDITED AUDITED CASH

FUND/DEPARTMENT PAGE |SEQUENCE|FUND BALANCE| FUND BALANCE | FUND BALANCE BALANCE

Circuit Clerk 2 13
Community Qutreach Bldg 4 25

Coroner 2 14

County Board 1 1

County Clerk 1 6

Court Services 3 23

Elections 1 7

ESDA 2 15

Facilities Management 3 24 730,196 546,892 0

Finance 1 2

Info Management 1 4
’Ludiciary 2 11
N wury Commission 2 12

Non-Deparimental 1 3

Planning 1 8

Public Defender 3 22

R.O.E.- 2 9

Sheriff 2 16

Auxiliary/Radio Walch 3 20

Communication 3 17

Corrections 3 18

Merit Commission 3 19

Slate's Aftorney 3 21

Treasurer 2 10
GIS - Development 5 37 536,088 551,970 590,966 625,612
Highway 5 39 1,832,023 1,784,973 2,267,609 2,720,549
‘?;‘stgry Room 10 75 3,928 8,636 12,227 21,993

Page 20of 3
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DEKALB COUNTY GOVERNMENT

FY 2009 SECOND QUARTER FINANCIAL REPORT SECTION®
Locator and Status Index
F SECTION 11/30/2006 12/31/2007 12/31/2008 6/30/2009
c AUDITED AUDITED AUDITED CASH
FUND/DEPARTMENT PAGE |SEQUENCE|FUND BALANCE| FUND BALANCE | FUND BALANCE BALANCE
Land Acqusition-Sycamore B 57 290,000 607,667 488,388 132,482
Law Enforcement Project 10 79 92,389 129,039 171,432 204,893
Law Library 4 31 121,348 148,056 171,810 182,444
Micrographics 4 30 208,990 289,762 270,903 289,072
Opportunity 8 58 2,887,486 3,047,659 3,246,401 2,694,451
PBC Lease 4 29 729,501 310,269 305,728 582,935
Probation Services 5 34 641,223 738,120 768,310 722,389
Public Health 6 44 3,308,902 2,256,654 2,029,649 1,801,104
Rehab & Nursing Totals 9 72 3,863,840 3,723,321 3,727,809 4,213,782
NH- Admin 9 70
NH - Capital Equip 9 71
’\VNH - Dietary 9 65
F nH - Environment Service 9 68
NH - Maintenance 9 69
NH - Nursing 9 67
NH - Patient Activity 8 64
NH - Rehab 8 62
NH- Soc Services 8 63
NH-Special Care g 66
Retirement 4 27 2,223,277 2,099,624 2,053,404 2,036,550
Senior Services 6 48 323,596 369,511 418,580 455,545
Solid Waste Program 7 50 47,886 88,838 110,474 71,424
Special Projects 7 55 894,413 1,027,985 1,040,823 1,375,459
Tax Sale Automation 5 36 48,806 58,408 71,090 71,090
Tollway Access Loan Repay 8 60 -1,626,700 -1,330,837 -1,016,249 360,808
Tort & Liability insurance 4 28 2,507,816 3.074,4i3 3,225,111 4,184,600
P\emn’s Assistance 7 49 -105,214 -50,015 170,084 279,641
{.. ~king Cash 10 74 200,000 200,000 200,000 200,661
Page 3 of 3
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07/01/09

Department

DEKALB COUNTY GOVERNMENT FINANCIAL REPORT

Category

1 County Board

2 Finance

Total Revenues
Personal Services
Capital

Commoeodities & Services
Total Expenses

Total Revenues
Personal Services
Capital

Commaodities & Services
Total Expenses

3 Non-Departmental Total Revenues

4 Info Management

5 Assessments

6 County Clerk

7 Elections

8 Planning

Personal Services
Capital

Commoaodities & Services
Total Expenses

Total Revenues
Personal Services
Capital

Commaodities & Services
Total Expenses

Total Revenues
Personal Services
Capital

Commodities & Services
Total Expenses

Total Revenues
Personal Services
Capital

Commodities & Services
Total Expenses

Total Revenues
Personal Services
Capital

Commodities & Services
Total Expenses

Total Revenues
Personal Services
Capital

Commodities & Services

Total Expenses

Second Quarter

Current Year - FY 2009

Original
Budget YTD Actual %
0 0 0%
379,000 190,907 50%
3,500 0 0%
44,600 27,934 63%
427,100 218,841 51%
4] 0 0%
552,000 253,329 46%
25,000 1,505 6%
73,500 58,498 80%
650,500 313,332 48%
18,706,000 7,032,500 38%
55,000 0 0%
280,000 21,539 0%
2,441,000 1,436,553 59%
2,786,000 1,458,092 52%
320,000 187,700 59%
750,000 350,133 47%
205,000 2,257 1%
71,000 210,694  297%
1,026,000 563,084 55%
45,000 22,479 50%
417,000 216,435 52%
5,700 1,678 28%
71,000 18,413 26%
493,700 236,426 48%
701,800 260,950 42%
557,000 262,334 47%
1,900 582 31%
40,200 13,586 34%
589,100 276,502 46%
12,900 28,073 218%
136,000 61,316 45%
200 0 0%
202,200 150,947 75%
338,400 212,283 63%
70,000 44,239 63%
425,000 183,062 43%
8,400 50 1%
38,500 23,5652 61%
471,800 206,664 44%

|
I
I
|
I
I
|
I
|
|
I
|
|
|
I
|
I
|
I
|
I
I
I
I
I
I
I
|
I
I
|
I
|
|
I
I
I
I
I
I
I
I
|
|
I
!
I
|
I
I
I
I
|

SECTIONC

Based On Original Budget

Prior Years Quarters-FY 2008

1st  2nd 3rd Ath
0% 0% 0% 0%
23% 49% 72%  97%
99% 99% 99%  33%
29% 56% 7% 104%
24% 50% 73% @ 97%

0% 0% 0% 0%
23% 48% 71%  97%
83% 84% 96%  20%
46% 52% 61%  105%
29% 50% 71%  95%

6% 42% B4% 114%

2% 2% 19%  304%

0% 0% 0% 0%
23% B69% 84% 115%
33% 88% 95%  95%
29% 47% 70%  82%
20% 43% 66%  91%
93% 94% 95% 4%

4% 29%  58% 318%
32% 51% 70%  93%
19% 49% 75% 109%
21% 52% 74%  98%
31% 31% 68%  40%

9% 24% 30% 85%
19% 48% 67%  95%
19% 38% 54%  67%
24% 50% 74%  100%
37% 57% 58%  78%
122% 27% 50%  72%
23% 49% 72% = 98%

1% 72% 91% 284%
25% 49% 71% 71%

0% 0%  53% 22272%
64% 79% 86% 135%
51% 69% 81% 135%
1M% 22% 43%  51%
21% 45% 66%  90%
72% 87% 90%  18%
1% 30% 43%  75%
21%  44% 64%  87%
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Department

DEKALB COUNTY GOVERNMENT FINANCIAL REPORT

Category

9RO E

10 Treasurer

11 Judiciary

Total Revenues
Personal Services
Capital

Commodities & Services
Total Expenses

Total Revenues
Personal Services
Capital

Commodities & Services
Total Expenses

Total Revenues
Personal Services
Capital )
Commodities & Services

- Total Expenses

12 Jury Commission
13 Circuit Clerk
14 Coroner

15 ESDA

16 Sheriff

Total Revenues
Personal Services
Capital

Commoeodities & Services
Total Expenses

Total Revenues
Perscnal Services
Capital

Commodities & Services
Total Expenses

Total Revenues
Personal Services
Capital

Commodities & Services
Total Expenses

Total Revenues
Personal Services
Capital

Commodities & Services
Total Expenses

Total Revenues

Personal Services
Capital

Commodities & Services
Total Expenses

Second Quarter

Current Year - FY 2009

Original
Budget YTD Actual %
88,000 196 0%
156,000 81,463 52%
6,000 0 0%
44,800 11,618 26%
206,800 93,081 45%
400,000 107,723 27%
268,000 121,306 45%
8,400 0 0%
42,100 21,302 51%
318,500 142,608 45%
66,800 29,307 44%
437,000 191,815 44%
5,500 609 11%
110,700 37,678 34%
553,200 230,102 42%
0 0 0%
37,000 15,512 42%
1,000 0 0%
91,400 39,385 43%
129,400 54,897 42%
2,325,000 920,585 40%
1,088,000 525,544 48%
12,500 3,663 0%
95,400 32,471 34%
1,195,900 561,678 47%
2,300 6,020 262%
132,000 64,907 49%
6,000 0 0%
65,500 25,038 38%
203,500 89,945 44%
30,300 13,832 46%
92,000 44,311 48%
- 10,000 278 3%
48,600 14,805 31%
150,600 59,304 39%
737,000 250,845 34%
4,876,000 2,374,891 49%
360,700 12,645 4%
422,700 506,941 120%
5,659,400 2,894 477 51%

SECTIONC

Based On Original Budget

Prior Years Quarters-FY 2008

1st 2nd 3rd 4th
0% 0% 0% 0%
59% 127% 185%  252%
0% 0% 0% 0%
24% 47%  98% 94%
44% 98% 141% 190%
11% 30% 43% 64%
21% 47% 70% 95%
1% 4% 65% 36%
10% 56% 70% 104%
19% 47% 70% 95%
9% 35% 63% 95%
21% 45% 66% 92%
7% 19% 19% 112%
8% 29% 42% 7%
18% 41% 60% 89%
0% 0% 0% 0%
21% 44% 70% 94%
0% 0% 0% 0%
19% HM% 57% 79%
19% 42%  60% 83%
9% 4% T71% 103%
23% 45% 73% 98%
0% 0% 0% 0%
1% 38% 58% 110%
22% 48% 72% 100%
29% 7% 106% 156%
23% 50% 73% 98%
100% 100% 100% 12%
17% 48%  65% 99%
23% 51% T1% 96%
1% 1% 60% 102%
22% 48% T1% 96%
0% 49% 68% 98%
9% 26% 47% 114%
17% 43% 65% 101%
18% 43% 68% 116%
23% 48% 1% g98%
95% 97% 97% 4%
20% 52% B3% 214%
27% 51% 73% 100%
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Depariment

DEKALB COUNTY GOVERNMENT FINANCIAL REPORT

Category

17 Communications

18 Corrections

Tolal Revenues
Personal Services
Capital

Commodities & Services
Total Expenses

Total Revenues
Personal Services
Capital

Commodities & Services
Total Expenses

19 Merit Commission Total Revenues

20 Awuxiliary/Radio

-

Watch

21 State's Attorney

22 Public Defender

23 Court Services

24 Facilities

(\

Management

Personal Services
Capital

Commodities & Services
Total Expenses

Total Revenues
Personal Services
Capital

Commodities & Services
Total Expenses

Total Revenues
Personal Services
Capital

Commodities & Services
Total Expenses

Total Revenues
Personal Services
Capital

Commodities & Services
Total Expenses

Total Revenues
Personal Services
Capital

Commodities & Services
Total Expenses

Total Revenues
Personal Services
Capital

Commodities & Services
Total Expenses

Second Quarter
Current Year - FY 2009

Original
Budget YTD Actual %
1,042,000 590,623 57%
2,089,000 960,783 46%
110,760 3,883 4%

150,500 216,128 144%
2,350,200 1,180,794 50%

251,000 105,707 42%
2,110,000 1,008,701 48%
29,500 1,265 4%
986,000 481,006 49%
3,125,500 1,491,972 48%
0 0 0%

7,000 260 4%

0 0 0%

27,000 8,402 3N%
34,000 8,662 26%

0 0 0%

0 0 0%

3,500 0 0%
10,000 59 1%
13,500 59 0%
421,000 142,081 34%
1,524,000 757,408 50%
7,000 1,115 16%
122,200 79,523 65%
1,653,200 838,046 51%
115,000 58,713 51%
718,000 337,178 47%
5,800 0 0%
87,200 21,227 24%
811,100 368,405 44%
202,000 (4.556) 2%
915,000 401,160 44%
1,600 0 0%
334,700 84,832 25%
1,250,700 485,992 39%
74,200 25,301 34%
647,000 284,205 44%
127,000 6,957 6%
889,500 396,811 45%
1,663,500 687,973 1%

SECTIONC
Prior Years Quarters-FY 2008
Based On Original Budget

1st 2nd 3rd 4th
17% 40% 81% 105%
22%  46%  68% 94%
M% 93% 98% 10%
49% 61% 71% 166%
27% 60%  70% 95%
40% 59% 82% 118%
21% 45% 68% 94%
0% 24% 79% 20%
25% 56% 84% 148%
22% 48% 73% 110%
0% 0% 0% 0%
0% 24%  38% 67%
0% 0% 0% 0%
3%5% 76% 92% 116%
29% 64% B80% 105%
0% 0% 0% 0%
0% 0% 0% 0%
0% 0% 0% 48%
0% 1% 21% 54%
0% 1% 14% 52%
17% 45% ©61% 101%
22% AT%  70% 96%
44% 47%  52% 82%
12% 55% 79% 110%
21% 48% T70% 97%
17% 44% 67% 124%
21% 47% 68% 94%
0% 32% 3I32% 48%
10% 24% A1% 64%
20% 44% 65% 0%
9% 12% 63% 115%
21% 46% 68% 93%
0% 0% 0% . 51%
9% 30% 60% 113%
18% 42% 66% 99%
25% 61% 98% 152%
2% 46% 67% 90%
9% 40% 43% 74%
20% 49% 77% 134%
20% A47% 70% 111%



DEKALB COUNTY GOVERNMENT FINANCIAL REPORT

07101/09
Department Category
25 Community Total Revenues
Qutreach Personal Services
Building Capital

26 Total General
Fund (1-24)

27 Retirement

- 28 Tort & Liability
Insurance

29 PBC Lease
30 Micrographics
31 Law Library

32 Court Automation

Commaodities & Services
Total Expenses

Total Revenues
Personal Services
Capital

Commodities & Services
Total Expenses

Total Revenues
Personal Services
Capital

Commodities & Services
Total Expenses

Total Revenues

" Personal Services

Capital
Commodities & Services
Total Expenses

Total Revenues
Personal Services
Capital _
Commodities & Services
Total Expenses

Total Revenues
Personal Services
Capital

Commodities & Services
Total Expenses

Total Revenues
Personal Services
Capital

Commodities & Services
Total Expenses

Total Revenues
Personal Services
Capital

Commodities & Services
Total Expenses

Second Quarter

Current Year - FY 2009

Original
Budget YTD Actual %
118,000 118,000 100%
0 0 0%
0 0 0%
240,000 27,720 12%
240,000 27,720 12%
25,728,300 9,970,318 39%
18,367,000 8,687,960 47%
1,234,400 57,926 5%
6,750,300 3,917,403 58%
26,351,700 12,691,009 48%
100,000 4,915 5%
100,000 19,502 20%
0 0 0%
0 0 0%
100,000 19,502 20%
1,062,000 587,069 55%
0 0 0%
0 0 0%
790,000 217,418 28%
790,000 217,418 28%
857,500 425,957 50%
0 0 0%
175,000 C 0%
680,000 175,000 26%
855,000 175,000 21%
180,000 90,111 50%
93,000 26,462 29%
40,000 2,686 7%
116,900 43,403 37%
249,300 72,551 29%
36,000 18,181 51%
0 0 0%
5,000 0 0%
36,500 7.647 21%
41,500 7.647 18%
340,000 137,509 40%
115,000 44,165 38%
85,000 75,000 88%
100,000 35,583 36%
300,000 154,748 52%

SECTIONC
Prior Years Quarters-FY 2008
Based On Original Budget

1st 2nd 3rd 4th
New Department 2009
10% 42% 79% 110%
22% A1T%  70% 96%
61% 103% 101% 43%
23% 55% 76% 130%
25% 53% 74% 100%
0% 30% 31% 65%
16% 30% 42% 55%
0% 0% 0% 0%
0% 0% 0% 0%
16% 30% 42% 55%
5% 54% 94% 105%
0% 0% 0% 0%
0% 0% 0% 0%
21% 42% 54% 126%
21% 42% 54% 126%
2% 155%  980%  102%
0% 0% 0% 0%
0% 100% 100% 0%
0% 0% 98% 128%
0% 22% 98% 100%
21% 41% B60% 78%
14% 28% 43% 59%
10% 28% 55% 60%
36B% 43% T7T1% 84%
23% 35% 58% 71%
9% 36% 65% 116%
0% 0% 0% 0%
0% 0% 0% 0%
1% MM% 36% 51%
10% 10% 32% 44%
8% 38% 61% 93%
19% 41% 62% 98%
27% 59% T7% 102%
22% 37%  48% 78%
44% 92%

22% 61%



07/01/09

Department

DEKALB COUNTY GOVERNMENT FINANCIAL REPORT

Category.

33 Child Support

34 Probation
Services

35 Document
Storage

36 Tax Sale
Automation

Total Revenues
Personal Services
Capital

Commodities & Services
Total Expenses

Total Revenues
Personal Services
Capital

Commodities & Services
Total Expenses

Total Revenues
Personal Services
Capital

Commodities & Services
Total Expenses

Total Revenues
Personal Services
Capital

Commodities & Services
Total Expenses

37 GIS-Development Total Revenues

38 Court Security

39 Highway

40 Engineering

~

Personal Services
Capital

Commodities & Services
Total Expenses

Total Revenues
Personal Services
Capital

Commodities & Services
Total Expenses

Total Revenues
Personal Services
Capital

Commodities & Services
Total Expenses

Total Revenues
Personal Services
Capital

Commodities & Services
Total Expenses

Second Quarter

Current Year - FY 2009

QOriginal
Budget YTD Actual %
40,500 12,951 32%
90,000 24,741 28%
0 0 0%
7,200 3,182 44%
97,200 27,923 29%
91,000 46,927 52%
0 0 0%
65,000 42,495 65%
153,000 50,353 33%
218,000 92,848 43%
312,000 122,077 39%
140,000 62,253 45%
125,000 17,347 14%
38,000 55,101 145%
303,000 134,701 45%
7,500 0 0%
0 0 0%
2,000 0 0%
0 0 0%
2,000 0 0%
£5,000 35,669 55%
34,000 0 0%
7,000 0 0%
178,300 1,023 1%
219,300 1,023 1%
430,000 185,081 43%
380,000 142,592 37%
2,600 0 0%
43,600 32,571 75%
436,200 175,163 40%
2,934,300 1,522,373 52%
1,223,000 475426 35%
630,000 140,859 20%
1,153,300 359,137 31% -
3,066,300 975,422 32%
302,000 4,756 2%
282,000 100,244 - 36%
43,500 4,183 0%
5,300 3,628 69%
330,800 33%

108,055

SECTION C

Based On Original Budget

Prior Years Quarters-FY 2008

1si 2nd 3rd 4th
4% 3% 3% 83%
22% 46% 67% 53%
0% 0% 0% 0%
12% 25% 37% 50%
21% 44% 84% 52%
10% 45% 69% 107%
0% 0% 0% 0%
0% 5% 8% 79%
3% 41% 48% 57%
2%  33% 39% 52%
7% 37% 59% 89%
14% 33% 53% 2%
0% 43% 43% 3%
10% 25% 40% 187%
8% 36% 48% 58%
0% 0% 0% 302%
0% 0% 0% 0%
0% 0% 0% 0%
0% 0% 0% 0%
0% 0% 0% 0%
3% B86% 89% 133%
0% 0% 0% 0%
0% 0% 1% 1%
0% 2% 2% 27%
0% 1% 1% 14%
9% 44% T70% 108%
21% 45% 66% 82%
0% 93% 128% 193%
73% 82% 83% 131%
26% 51% 70% 91%
3% 61% 106% 115%
21% 41% 58% 86%
12% 16% 37% 34%
21% 38% 55% 82%
19% 35% 53% 74%
1% 34% 53% 130%
18% 39% 58% 78%
0% 0% 0% 0%
6% 36% B5% 78%
17% 38% 58% 78%



07/01/09

-~

Department

DEKALB COUNTY GOVERNMENT FINANCIAL REPORT

Category

41 Aid to Bridges

Total Revenues
Persocnal Services
Capital

Commodities & Services
Total Expenses

42 County Motor Fuel Total Revenues

43 Federal Highway
Match

44 Public Health

45 Community
Mental Health

46 Community
Service

47 Community

Personal Services
Capital

Commodities & Services
Total Expenses

Total Revenues
Personal Services
Capital

Commodities & Services
Total Expenses

Total Revenues
Personal Services
Capital

Commodities & Services
Total Expenses

Total Revenues
Personal Services
Capital

Commodities & Services
Total Expenses

Total Revenues
Personal Services
Capital

Commodities & Services
Total Expenses

Total Revenues

Service Revolving Personal Services

Loan

48 Senior Services

Capital
Commodities & Services
Total Expenses

Total Revenues
Personal Services
Capital

Commodities & Services
Total Expenses

Second Quarter

Current Year - FY 2009

Original

Budget YTD Actual %
1,280,000 504,963 39%
87,000 42,595 49%
1,170,000 531,562 45%
508,000 113,199 22%
1,765,000 687,356 39%
1,590,000 746,376 47%
522,000 281,536 54%
1,193,000 246,500 21%
750,000 517,666 69%
2,465,000 1,045,702 42%
815,000 408,179 50%

0 0 0%
1,380,000 220,306 0%
140,000 0 0%
1,520,000 220,306 15%
6,232,200 2,486,532 40%
4,572,700 2,138,140 47%
81,000 42,566 53%
1,582,800 702,615 44%
6,236,500 2,883,321 46%
2,250,001 1,110,852 49%
156,500 32,121 21%
63,900 505 1%
2,013,900 962,169 48%
2,234,300 994,795 45%
312,000 172,353 55%
218,200 99,109 45%
1,700 0 0%
92,800 43,753 47%
312,700 142,862 46%
200 26 13%
0 0 0%
0 0 0%
200 0 0%
200 0 0%
532,000 261,141 49%
0 0 0%
0 0 0%
557,000 224,176 40%
557,000 224176 40%

SECTION C
Prior Years Quarters-FY 2008
Based On Original Budget

1st 2nd 3rd 4th
1% 35% 67% 90%
21% 51% 78% 101%
0% 2%  31% 37%
27% 76% 82% 157%
3% 28%  38% 50%
15% 39% 60% 104%
29% 60% B7% 106%
0% 0% 7% 26%
0% 69% 100% 100%
7% 26% 41% 57%
1% 48% 92% 98%
0% 0% 0% 0%
0% 0% 0% 0%
0% 58% 72% 93%
0% 3% 1% 32%
12% 43% 64% 99%
21%  46%  68% 93%
34% 85% 88% 8%
15% 41% 66% 125%
21% 48% 69% 93%
0% 50% 95% 100%
20% 43% 62% 76%
0% 0% 2% 2%
20% 40% 63% 92%
19% 39% 61% 89%
9%  40%  55% 80%
21% 43% 65% 87%
0% 0% 0% 0%
- 6% 28% 59% 82%
16% 38% 62% 84%
10% 22% 35% 51%
0% 0% 0% 0%
0% 0% 0% 0%
0% 0% 0% 0%
0% 0% 0% 0%
1% 50% 96%  100%
0% 0% 0% 0%
0% 0% 0% 0%
16% 35% 55% 90%
16% 35% 55% 90%



07/01/09

Department

DEKALB COUNTY GOVERNMENT FINANCIAL REPORT

Category

49 Veteran's
Assistance

50 Solid Waste

51 Forest Preserve

52 FP Land Acquisit

~

53 FP Retirement

Total Revenues
Personal Services
Capital

Commodities & Services
Total Expenses

Total Revenues
Perscnal Services
Capital

Commodities & Services
Total Expenses

Total Revenues
Personal Services
Capital

Commodities & Services
Total Expenses

Total Revenues
Personal Services
Capital

Commaoditites & Services
Total Expenses

Total Revenues
Personal Services
Capital

Commuodities & Services
Total Expenses

54 FP Tort & Liability Total Revenues

55 Special Projects

56 County Farm

Personal Services
Capital

Commodities & Services
Total Expenses

Total Revenues
Personal Services
Capital

Commodities & Services
Total Expenses

Total Revenues

- Personal Services

~

Capital
Commodities & Services
Total Expenses

Second Quarter
Current Year - FY 2009

Criginal
Budget YTD Actual %
640,000 319,923 50%
247,000 101,543 41%
233,000 7,099 3%
90,600 183,716  203%
570,600 282,358 51%
114,200 20,334 18%
36,100 17,201 48%
0 0 0%
89,400 43,049 48%
125,500 60,250 48%
1,552,000 788,155 51%
363,100 189,896 52%
41,400 54,492 132%
1,148,500 99,723 9%
1,553,000 344 111 22%
808,000 0 0%
0 0 0%
0 0 0%
0 0 0%
0 0 0%
100,000 7,623 8%
0 0 0%
0 0 0%
0 0 0%
0 0 0%
15,000 0 0%
0 0 0%
30,000 0 0%
14,000 3,523 25%
44,000 3,523 8%
380,000 350,000 92%
0 0 0%
443,000 412,635 93%
7.000 0 0%
450,000 412,635 92%
20,000 3,714 19%
0 0 0%
450,000 0 0%
50,000 0 0%
500,000 0 0%

SECTIONC
Prior Years Quarters-FY 2008

Based On Original Budget

1st 2nd 3rd 4th
0% 50% 96% 100%
21% 46% 69% 101%
14% 14% 96% 14%
21% M% 65% 256%
17% 30% 81%  96%
24% 44% 45% 95%
23% 48% 75% 100%
0% 0% 0% 0%
0% 12% 2% 65%
7% 23% 42% 76%
1% 53% 97% 129%
22% 49% T75% 110%
0% 5% 7% 12%
31% 67% 86% 1021%
10% 25% 36% 157%
New
Fund
Fourth
Quarter
2008
New
Fund
Fourth
Quarter
2008
New
Fund
Fourth
Quarter
2008
100% 100% 104%  124%
0% 0% 0% 0%
6% 2% 27% 41%
0% 0% 0% 0%
5% 2%  26% 57%
14% 16%  24% 53%
0% 0% 0% 0%
0% 5H54% 54% 0%
0% 0% 0% 518%
0% 48% 48%  52%



07/01/09

Department

DEKALB COUNTY GOVERNMENT FINANCIAL REPORT

Category

57 Land Acqusition
Sycamore

58 Opportunity

59 Asset
Replacement

60 Tollway Access
Loan Repay

61 Building Fund

62 NH - Rehab

63 NH - Social
Services

64 NH - Patient
Activity -

eﬁ*

Total Revenues
Personal Services
Capital

Commodities & Services
Total Expenses

Total Revenues
Personal Services
Capital

Commodities & Services
Total Expenses

Total Revenues
Personal Services
Capital

Commodities & Services
Total Expenses

Total Revenues
Personal Services
Capital

Commeodities & Services
Total Expenses

Total Revenues
Personal Services
Capital

Commoditites & Services
Total Expenses

Total Revenues
Personal Services
Capital

Commodities & Services
Total Expenses

Total Revenues
Personal Services
Capital

Commodities & Services
Total Expenses

Totatl Revenues
Personal Services
Capital

Commodities & Services
Total Expenses

Second Quarter
Current Year - FY 2009

Original
Budget YTD Aclual %
275,000 250,000 91%
0 0 0%
300,000 605,856 0%
0 0 0%
300,000 605,856 0%
1,400,000 603,959 43%
0 0 0%
300,000 5,250 2%
750,000 1,050,000 140%
1,050,000 1,055,250 101%
820,000 389,180 48%
0 0 0%
671,000 392,264 59%
0 0 0%
671,000 392,264 59%
390,000 181,624 47%
0 0 0%
286,000 59,217 21%
0 0 0%
286,000 59,217 21%
1,150,000 500,000 44%
0 0 0%
0 0 0%
0 0 0%
0 0 0%
0 0 0%
198,000 141,678 72%
11,000 0 0%
224100 212,706 95%
433,100 354,384 82%
0 0 0%
155,700 106,382 68%
0 0 0%
22,500 2,389 11%
178,200 108,771 61%
0 141 0%
134,300 82,232 61%
0 0 0%
7,600 1,895 25%
141,900 84,127 59%

|
|
I
|
I
I
|
I
I
I
|
I
I
I
|
I
I
I
I
I
|
I
|
I
|
|
I
I
I
|
I
I
I
I
|
I
I
I
I
I
I
I
I
|
I
I
|
I
I
I
I
I
I
|

SECTIONC
Prior Years Quarters-FY 2008

Based Cn Criginal Budget

1st 2nd 3rd 4th

100% 100% 100%  108%
0% 0% 0% 0%
0% 0% 0% 0%
0% 0% 0% 0%
0% 0% 0% 0%
1% 25% 79% 93%
0% 0% 0% 0%
0% 0% 142% 1%
100% 100% 106%  139%
75% 5% 115%  105%
100% 100% 101% 132%
0% 0% 0% 0%
6% 20% 22% 48%
0% 0% 0% 0%
6% 20% 22% 48%
0% 24% 48% 102%
0% 0% 0% 0%
0% 100% 100% 24%
0% 0% 0% 0%
0% 100% 100% 24%
120% 120% 120% 128%
0% 0% 0% 0%
0% 0% 0% 0%
0% 0% 0% 0%
0% 0% 0% 0%
0% 0% 0% 0%
34% 73% 107% 154%
0% 0% 0% 0%
12% 49% 92% 162%
19% 5S57T% 96% 158%
0% 0% 0% 0%
20% 62% 91% 127%
0% 0% 0% 0%
2% 4% 6% 10%
21% 45% 66% 83%
0% 0% 0% 0%
26% 58% 86% 116%
0% 0% 0% 0%
11% 28% 47% 82%
25% 57% 84% 114%



DEKALB COUNTY GOVERNMENT FINANCIAL REPORT

07/01/09
Department Category
65 NH - Dietary Total Revenues

86 NH-Special Care

67 NH - Nursing

68 NH-Enviromental

o~

Services

Perscnal Services
Capital

Commodities & Services
Total Expenses

Total Revenues
Perscnal Services
Capital

Commocoditites & Services
Total Expenses

Total Revenues
Personal Services
Capital

Commodities & Services
Total Expenses

Total Revenues
Personal Services
Capital

Commodities & Services
Total Expenses

69 NH - Maintenance Total Revenues

70 NH - Admin.

71 NH - Capital

Equipment

72 Total Rehab and

p

Nursing (59-64)

Personal Services
Capital

Commodities & Services
Total Expenses

Total Revenues
Personal Sarvices
Capital

Commodities & Services

Total Expenses

Total Revenues
Personal Services
Capital

Commodities & Services
Total Expenses

Total Revenues
Personal Services
Capital

Commodities & Services
Total Expenses

Second Quarter

Cumrent Year - FY 2009

Qriginal
Budget YTD Actual %
0 o 0%
583,200 382,691 66%
0 0 0%
621,300 263,674 42%
1,204,500 646,365 54%
0 0 0%
794,500 515,295 65%
0 0 0%
4,100 1,580 0%
798,600 516,875 65%
0 0 0%
3,590,000 2,608,315 73%
0 0 0%
786,700 356,591 45%
4,376,700 2,964,906 68%
0 o 0%
288,400 215,193 75%
0 o 0%
257,600 102,506 40%
546,000 317,699 58%
0 o 0%
98,800 71,647 72%
0 0 0%
474,600 161,321 34%
573,500 232,968 41%
15,257,300 6,702,720 44%
2,296,400 153,505 7%
201,000 ' 0 0%
4,107,400 369,265 9%
6,604,800 522,770 8%
0 0 0%
0 0 0%
0 33,381 0%
0 0 0%
0 33,381 0%
15,257,300 6,702,861 44%
8,139,400 4,276,938 53%
212,000 33,381 16%
6,505,900 1,471,927 23%
14,857,300 5,782,246 39%

SECTIONC
Prior Years Quarters-FY 2008
Based On Original Budget

1st 2nd 3rd 4th
0% 0% 0% 0%
30% 66% 96% 133%
0% 0% 0% 0%
19% 48% 78% 123%
25% 58% 88% 128%
0% 0% 0% 0%
30% 65% 97% 135%
0% 0% 0% 0%
0% 0% 0% 0%
30% 65% 96% 134%
0% 0% 0% 0%
34% 65% 95% 129%
0% 0% 0% 0%
18% 44% 69% 103%
31% 61% 90% 125%
0% 0% 0% 0%
30% 67% 98% 140%
0% 0% 0% 0%
18% 43% 73% 112%
25% 57% 87% 127%
0% 0% 0% 0%
32% 68% 100% 150%
0% 0% 0% 0%
14% 48% 70% 121%
17% 52% 75% 126%
20% 41% 60% 3%
4% 10% 16%  21%
0% 0% 0% 14%
20% 33% 46% 246%
5% 9% 14%  57%
0% 0% 0% 0%
0% 0% 0% 0%
30% 43% 44%  41%
2% 0% 0% 0%
30% 43% 44%  41%
20% 41% 60% 3%
24% 50% 73% 101%
3% 5% 5% 17%
17% 41% 64%  160%
18% 37% . 55% 95%



- 07/01/09

-

Department

DEKALB COUNTY GOVERNMENT FINANCIAL REPORT

Category

73 Health Benefits

74 Working Cash

75 History Room

76 Children's Wait
Room

~

77 Drug Court

78 Drug Prosecution
Program

79 Law Enforcement
Projects

Total Revenues
Personal Services
Capital

Commodities & Services
Total Expenses

Total Revenues
Personal Services
Capital

Commodities & Services
Total Expenses

Total Revenues
Personal Services
Capital

Commucodities & Services
Total Expenses

Total Revenues
Personal Services
Capital

Commodities & Services
Total Expenses

Total Revenues
Personal Services
Capital

Commodities & Services
Total Expenses .

Total Revenues
Personal Services
Capital

Commodities & Services
Total Expenses

Total Revenues
Personal Services
Capital

Commodities & Services
Total Expenses

Second Quarter

Current Year - FY 2009

Original
Budget YTD Actual %
4,820,000 2,286,299 47%
0 0 0%
0 0 0%
4,820,000 2,270,847 47%
4,820,000 2,270,847 47%
0 661 - 0%
0 0 0%
0 0 0%
0 0 0%
0 0 0%
22,000 16,403 75%
11,500 5,570 48%
3,500 0 0%
7,000 1,343 19%
22,000 6,913 31%
21,000 9,600 46%
0 0 0%
2,000 0 0%
20,400 10,200 50%
22,400 10,200 46%
160,000 91,182 57%
66,000 51,392 78%
1,500 1,190 79%
92,300 26,623 29%
159,800 79,205 50%
5,000 177 4%
0 0 0%
0 0 0%
5,600 598 11%
5,600 598 11%
45,000 24,030 53%
0 0 0%
18,500 3,060 17%
14,600 4,011 28%
33,100 7,071 21%

C-10

SECTIONC
Prior Years Quarters-FY 2008
Based On Qriginal Budget

1st 2nd 3rd 4th
24%  48% 72% 96%
0% 2% 0% 0%
0% 2% 0% 0%
24%  48%  80% 97%
24%  48%  80% 97%
0% 0% 0% 0%
0% 0% 0% 0%
0% 0% 0% 0%
0% 0% 0% 0% -
0% 0% 0% 0%
94% 93% 95% 105%
23% 49% 72% 98%
0% 0% 140%  140%
7% 19%  26% 38%
14% 32% 68% 86%
128% 36% 66% 106%
0% 0% 0% 0%
0% 0% 0% 0%
25% 50% 75%  100%
23% 45% 6B% 90%
215% 52% 85% 145%
20% 45% 67% 85%
38% 38% 38% 64%
9% 36% 57% 101%
16% 41% 62% 91%
152% 27% 27% 30%
0% 0% 0% 0%
0% 0% 0% 0%
13% 30%  48% 57%
13% 30% 48% 57%
171% 52% T4% 165%
0% 0% 0% 0%
0% 67% 67% 128%
0% 12% 12% 12%
0% 44% 44% 78%



- SALARY
REIMBURSEMENT
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SALES TAX
ALLOCATIONS



M

June 24, 2009 - Updated

ALLOCATION OF COUNTY FARM SALES TAX REVENUE

For Fiscal Year 2009, the sales tax revenue that is shared with the City of DeKalb comes
to the County Quarterly. Both the City of DeKalb and DeKalb County receive the
paperwork from the State of Illinois quarterly for the stores located on the County Farm
Property called DeKalb Market Square. The documentation received in May is for sales
tax received by the state for January, February and March. There are two separate
agreements with the City of DeKalb regarding these stores. The initial agreement was for
the stores located in and around the Wal-Mart complex or site. These stores were
included in the original agreement of a 40 year sharing of the sales taxes. The stores in
the first phase are all added together and presented as one sheet. The second phase of this
shopping plaza includes a Kohls and Petco as well as a Best Buy and other smaller shops.
The second phase agreement is the same as the first phase of 40 years but began on the
day that the stores opened in the second phase. The stores in the second phase of the
County Farm site are each reported on separate sheets from the State of Illinois.

The path of the sales tax information is: January sales tax is collected at the store site
(ex: Walmart), the January sales tax information and money is sent to the State in
February, the State processes the sales tax money in March, and the information is sent
to the City of DeKalb and DeKalb County in April. The sales tax dollars are sent to the
City of DeKalb monthly and when the documentation is sent from the State of Illinois for
three months of data, the City of DeKalb then sends DeKalb County the shared dollars
per the Sales Tax Sharing agreement from the City of DeKalb.

Each quarter balancing is done with the information that the County receives from the
State of Illinois and the allocation of the County Farm site sales tax revenues. This
reconciliation includes a spreadsheet created by the Accounting Supervisor, entering the
tax dollar amounts received and then showing the breakdown of the dollars and the funds
that the monies are deposited into. This spreadsheet is than balanced with the check that
is received from the City of DeKalb. (A copy of that spreadsheet, a copy of a check and
a copy of the State reporting data is attached).

At the beginning of July of 2008 the City of DeKalb increased the Home Rule Tax an
additional .5% to what had been set at 1.25% bringing the total Home Rule Tax rate to
1.75%. As this .5% was not a part of the original sales tax sharing agreement the City of
DeKalb now keeps that .5% and the County does not receive half of that portion of the
Home Rule Tax. The County does create another spreadsheet that calculates the .5% and
deducts it from the total Home Rule Tax and brings the total to share back to the 1.25%
that was originally agreed upon. (Copy of that spreadsheet attached).



When the spreadsheets are balanced with the check from the City of DeKalb, the check is
then deposited into the Opportunity Fund, and the Tollway Loan Fund which receives
half of the County’s Home Rule Portion of the Sales Tax dollars. These dollars are
placed in the Tollway Loan Fund and are used to pay the DeKalb Rehab and Nursing
Home Fund for a loan borrowed by the County to pay the City of DeKalb Tollway Debt.



Market Sguare Sales Tax

Maonth
Collected by Stale

January

February

March

Best Buy  Jan,Feb, March
Kohls Jan,Feb, March
MC Sports  Jan,Feb, March
Sally's Jan Feb, March
Pelco Jan,Feb, March

Doliar Tree Jan,Feb, March
Totals

.5% additional Home Rule not shared by County

Total 2.5% Sales Tax
Minus County's .25 %

Minus City's .25%
Home Rule City Tatal
Minus City's .25

Home Rule 1.75%
Plus City Municipal Tax

City's 2%

Home Rule Portion of County's .5% of City's Total

899,069.43

76.467.21
822,602.22

746,135.01

377,596.80

H. R.
1.75%

154,686.10
108,107.48
89,831.15

83.,008.25
64,835.75
3,485.56
253428
8,835.01
3,154.50
520,668.08
152,071.28
377,596.80

2.50%
0.25%

0.25%
2.00%

M. T,
1%

134,973.12
110,322.38
B8 775.48

4748472
37,048.99
6.066.99
1,453.15
5,620.06
2.260.53
445005.42

Co, Tax
0.25%

22,099.52
15.872.74
14,275.85

1187115
9,262.29
866.69
36327
1,404.98
450.72
7646721

New Total

5/27/2009

Tolals

311,758.74
234,302,860
213,962.48

142,454.12
111,147.03
10.419.24
4,350.70
16,860.05
5.865.75
1,051,140.71

899,069.43

76,467 21 Same as above calculation only based on Home Rule

301,129.58

445,005.42
746,135.01

7465,135.01 divided by 2 =

Mun Tax Portion of County's .5% of City's Tolal

County's Home Rule Portion = 5%
Divided by Two to equal .25%

Total 1% from City to County
Minus .25% of Home Rule
Laft in Opportunity Fund

Total 1% from County
Minus Dellars in Oppaortunity Fund
Minus Dollars in Tollway Loan Fund

150,564.80

373,067.50

150,564.60
222,502 71
373.067.50

Sales Tax Only

75,282.40 This amount to the Tollway Loan Fund

373,067.50

75,282 40
297,785.10

373,067.50
297,785.10

75,282 40
0.00



DR CR
5288-4451 373,067.50
1475-0001 373,067.51

City of DeKalb Check deposited directly to Opportunity Fund $373,067.50
Lheelcwritterr-frorr Opportunity Fund 5288-4451 for $75,282,40 to Tollway Loan Fund

and deposited into 5540-4451. No  we rTe0- A epas rres IDigeer ¥ oF
T to Ao

Total Amount for Market Square $373,067.50
Amount to Tollway Loan Fund 75,282.40
Amount stays in Oppportunity Fund 297.785.10

$0.00



- 52712009
‘Calculation Sheet for additional .5% Home Rule Tax not shared with County by
City of DeKalb Beginning with August 08 collections at the State
January February March 2008

1.75% Home Rule collected in Jan Feb and March 2009

09-Jan 09/Feb S-tdar
154686,10 106107.48 99831.15 5% additional Home Rule
22008.01 4419603 15443,93 30BB7.B5 14275.88 28551.76 10363564 Total Markat Square
4416148 18903.05 20033.72
G308, 78 1261757 270044 540087 2B61.96 572302 2374236 Best Buy
1740.48 599,42 B14.6
24884 49728 8563 171.26 11637 23274 a01.29 Dollar Tres
32505 3588.31 2996.2
46436 92871 51262 102523 428.03 856.06  2810.00 Petco
791.36 BE6OD,71 a8z
113.05 22610 122.96 24582 126.03 252.06 724.08 Sally's
3184 .49 1546,13 133637
454,83 909.85 220,88 441,75 190.91 ag182 173343 MC Sports
38657.13 106855 28 15523.34
552245 1104483 152218 304437 2217.62 443524 18524.50 Kohls
- 152071,29
County not to share In
addt, 5% City Home Rule Tax
Manthly Amount for Stores by Month Rows 8, 11, 14,17, 20, 23, 26
Manthly amount divided by 7 for 7 quarters of 1,75% Home Rula Rows A& C
Manthly amount multiplied by 2 for represent .5% Home Rule not shared RowsB&DAE
Tatal 5% Home Rule to be subtracted from monthly Home Rule total Row G

Each Stores Total amount of .5% to be subtracted from Monthly Totals given to us
by the State of lllinois
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> lllinois Department of Revenue RE o=
MAY 3 9 2008

DERALE SOUNTY, L
FINANCE OFFICE

May I1, 3009
District ID mo.: Q19-0005-1

COUNTY DF DEKALB

ATTENTION: FINANCE DIRECTOR
200 N MAIN 5T

SYCAMORE, IL 60178

Lato Ay saAerls

The-business l-isted on the following pege has author (zed the Deapartment of Revéarue to provide saléf tfax
data to you for jts business Jocation in the city of Dekalbo,

Dear local official or other authorized party,

The figures shown are for the month during which the receipts ware collected by the deapartment.
Retajlers' sales tax receipts for each month arfe collected by the department the following month,
processed by the department the third month, and distributed to the local goverrment the fourth month.
(For example, Retailers’ sales tax receipts for July are collected by the department in August, processed
in Saptember, and distributed in ODctobar.)

We will contirue the sarvice of proaviding financial raporting information to you as staff and time
permits. If you have guestlions or need more Information, please contact me at the number provided baelow,

Sincerely,

fﬂl

. iane Watson

LOCAL TAX ALLOCATION DIVISION 3-500
DIANE WATSON

ILLINOTS DEPARTMENT OF REVENUE

101 WEST JEFFERSON STREET
SPRINGFIELD, IL 62702

(217)785-6520
(217)524-0526 fax

co:
CITY OF DEKALE__ETTENTIDN: FIMNANCE OFFICER

-~

F=Q1=000, 485
LTR=4§0 Front (N=T/O0§)



Financial data for DEKALB MARKET SQUARE SHOPPING CENTER

Countywide

DEKALB MARKET SQUARE SHOPPING CENTER

019-0005-D

01/09
02/09
03/09

3

~

B-01-000,470
LTR-460 back (N-7/0B)

22,099.52
15,872.74
14,275.85

PN et

S2048

Mun. Home Rule

$ 154,686, 10
$ 108, 107.48
$ 99,931.15
I
S62724. 72

Municipal

$  134,973.12
% 110,322.38
$ 99,775.48

-——-__'_'_-__—-_'

3u&p70.98

§>

2,001



Finmnancial data for DEKALB - DOLLAR TREE STORE #768

Countywide Mun. Home Rule - . Municipal

IBT no.:2639-2127-002

DOLLAR TREE #768

01/09 n $ 248.70 $ 1,740.48° 8 ~"1, 205, 668 "

02/09 % 85.64 $ " 599.42 $
- 03/09 3 146.38 % B14.60 $

- Qj’ ,(go
w50 2, st

¢

8-01-000,498 .
LTR-4E0 back (N=-7/05)



Financia) data for DEKALB - BEST BUY

Countywide
iIBT no.:2658-8781-001
BEST BUY STORE #893
ot/08 - - $ 6,308.79
T 02/09 $ 2,700.41
03/08 $ 2,861.95
15
11§11t

(ﬁ“ :

B—01-000,480
LTR-460 back (N-7/0B)

» 0w

Mun. Home Ruie

44,161.48
18,903.05
20,033.72

g5°

Municipal

T 2555516
10,801.73
11,447.83

| a5
MW"UL'

'.lj’,
| '\w—.”ﬂ_



Financial data for DEKALB - PETCDO #1933

DEKALB - PETCO #1933
C19-0005-L

01/09

02/09
03/09

-

B-01=-000,494
LTR-460 back (N-7/05)

B

Countywide

464 .35
512.60
428 .03

L R K]

Mun.

Home- Ruie

3,250.50
3,588.31
2,996.20

B

Municipal

1,887.42
2,050.50
1,712.14



Financial data for DEKALB - SALLY BEAUTY CO, INC

Countywide - Mun. Home Rule Municipail

IBT no.:1864-8703-003
"SALLY BEAUTY SUPPLY LLC

o01/09 $ 113.04 % 791,86 § T 452.20
02/08 3 124 .18 $ 860.71 $ 496.79
03/09 $ 126,05 $ . 882.21 $ 504,16

B-01-000,482
LTR-460 back (N-7/05)



e,

Financijal data for DEKALB - M

IBT no.:1914-6752-001
MC SPORTS .

01/09 N
02/08
03/09

GTR\

B~01-QU0,474
LTR-460 back (N-7/06)

C SPORTING GDODS

Countywide

454 .91
220.88
190.90

) H

Bl 0 T

Mun. Home Rule

LR R

3,184.49
1,546.13
1,936.37

'bab%qq

Yy

Municipal

©'1,B2B8.58
BBB .42

314855 Q’

lo L%IQ‘éLgt-



Firnancial data for DEKALB - KOHLS

Countywide

IBT no.:2774-5767-001

KOHLS #7146

01/09 $ 5,522.44

02/09 $ 1,522.20

03/09 $ 2,217,658
_CY&LLa;l.éLja

s

B-01-000, 486
LTR-460 back {(N-7/0B)

Mun.

Home Rule

$
s

38,657.13
10,655, 28

- 15

L83

$

Municigal

22,089.
6,088.

28

72

8,870.49

a4
2



Updated 7-1-2009

ALLOCATION OF PREVIOUS NURSING
HOME SITE SALES TAX

For Fiscal Year 2009, the sales tax revenue that is shared with the City of DeKalb comes
to the County Quarterly. Both the City of DeKalb and DeKalb County receive
paperwork from the State of Illinois quarterly for the stores located on the Old Nursing
Home Property called The DeKalb County Shopping Center. - The documentation
received in May is for sales tax received by the State for January, February, and March.
There is one agreement with the City of DeKalb for the stores located in The DeKalb
County Shopping Center. This agreement is the sharing of sales tax dollars 50/50 with
the City of DeKalb for 40 years. The other parts of this agreement include the sharing of
the land lease 50/50 with the City of DeKalb. DeKalb County also pays the City of
DeKalb $15,000 each year for Emergency Services for this shopping center.

The path of the sales tax information is: January sales tax is collected at the store site
{ex: T.J. Maxx), the January sales tax information and money is sent to the State in
February, the State processes the sales tax money in March, and the information is sent to
the City of DeKalb and DeKalb County in April. The sales tax dollars are sent to the

City of DeKalb monthly and when the documentation is sent from the State of Illinois for

three months of data, the City of DeKalb sends DeKalb County the shared dollars per the
Sales Tax Sharing Agreement with the City of DeKalb.

Each quarter balancing is done with the information that the County received from the
State of Illinois and the allocation of the Old Nursing Home Property site sales tax
revenues. This reconciliation includes a spreadsheet created by the Accounting
Supervisor, entering the tax dollar amounts received and then showing the breakdown of
the dollars and the funds that the monies are deposited into. This spreadsheet is then
balanced with the check that is received from the City of DeKalb. (A copy of that
spreadsheet, a copy of the check and a copy of the State reporting data is attached.)

When the spreadsheets are balanced with the check from the City of DeKalb, half of the
County’s Home Rule Portion of the sales tax dollars are deposited into the Tollway Loan
Fund and are used to pay the DeKalb County Rehab and Nursing Home Fund for a loan
borrowed by the County to pay the City of DeKalb Tollway Debt. PBC Lease Fund
receives the remaining portion of the shared County dollars from the DeKalb County
Shopping Center for future debt reduction.



DeKalb County Shopping Center 5/26/2009

Month H.R. M. T. Co Tax Totals
Disbursed 1.25% 1% 0.25%
January 38,973.58 22,805.72 5,574.18 67,353.48
February 18,402.04 10,707.22 2,633.32 31,742.58
March 20,277.33 11,759.54 2,894.75 34,931.62
Totals 77,602.95 45,272.48 11,102.25 133,977.68
Total 2.5% Sales Tax 133,977.68 2.50%
Minus County's .25% 11,102.25 0.25%
122,875.43
Minus City's .25% 11,102.25 D.25%
111,773.18 2%
Home Rule City Total - 77,602.95
Minus City'’s .25% 11,102.25 Same as above calculation only based on Home Rule
Home Rule 1% 66,500.70 . Sales Tax Only
Plus City Municipal Tax : 45272.48
111,773.18
City's 2% 111,773.18 divided by 2 = 55,886.59
(‘\ Home Rule Portion of County’'s .5% of City's Total 33,250.35
Mun Tax Portion of County's .5% of City's Total 22,636.24
- 55,886.58
County’s Home Rule Portion .5% 33,250.35
Divided by Two to equal .25% 16,625.18 This amount to Tollway Loan Fund
Total Check for Shopping Center 55,886.59

Mo/

W for $39,261.41 from 5288-4451 to PBC Lease Fund and Deposited into 5210-4451
v

~Eheckwnitten forl$ 16,626.18 from 5288-4451 to Tollway Loan Fund and Deposited into 5540-4451

Totals $16,625.18
$30,261.41
$55,886.59

Dk Pos r1e D
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Financial data for DEKALB COUNTY SHOPPING CENTER

Countﬂi? Mun. Home Rule MunicI'EaI
IBT no.:1277-3980-002
PIER 1 IMPORTS .
01/09 $ 263.36 - $ 1,843.53 - ¢ ,1.053.47"’,3',‘4_0'3\"
02509 $ 114.70 $ 802.95 $ S as.82 T 3R L,.4 7
03/09 3 _108.27 . & 757.80 . $ 433, " 2Q4 .10
‘___________———" oy . —
IBT no.:1862- 1082-001 vt 8L 32 TBHgod . ¥ 1345 32— A —
BEDDING EXPERTS INC 58 55'?’6
01509 $ 2.90 - $ 20.19 $ 11.58 7 24 by
02/09 3 0.00 $ ©.00 $ 0.00
03/09 $ 0.00 $ 0.00 $ 0. L T
IBT no.: 1873-1211-001 4o 7Y 4 \-%
MICHAELS #1604 :
01/0% $ . 801.89 $ 5,613.10 $ 3,272.387 L L§¥1.2
02/09 $ 342,15 3 2,395.10 $ 1,392.20 - o &A.
<ga/09 $ 383 36— $ 2,683.54 $ 1,562.94 " b’__qlgo
.T no.:2273-2756-001 152159 o6 1. 171 wap1.48 ‘ YA Y ikd
VERIZON WIRELESS #125390 ‘ .
01/09 $ 355 21 $ 2,486.61 $ 1,420.937 dala.nb
oz;gs $ 303.23 % 2,122.60 $ 1.212.91 . Ble 2% 14
03/08 $ 343.92 $ 2,40 $ J_E_L,ﬁﬂ urhy,. apo
. [
é:TLm.:zsge-mz?-oos o0q 3V qeie.Sh qo0q47 1 4.0 ;.Q.BQ..’
ALS #339 . -
01/09 $ 175.11 % 1,225.93 $ 855,60 ° 225 b-bg
02/09 $ 55.88 $ 391.14 $ 285,42 - 713A- 44
0a/o9 $ Bo.i8 - 8 561.20 $ 410.10 ,o051. 48 -
IBT no.:2671-8111-001 317 &1 &N TR 3 ovoSl
CARIBOU COFFEE €O INC &
01/08 $ 88.96 ; $ 622.82 $ 430.57 14 2.3
"ozjgg : gs.ez $ -, B96.48 $ 260.87 v 71%. 4]
03 G.95 $ 298,61 $ 258.29- s
/ i f 6 '1 fa.g
IBT no.:2875-8234-001 m; I'-l'l-'f'c“ —1;" ' ‘ﬁm‘/
SPRINT : :
01/09 $ 131.89 % 923. 31 $ 527.60 [682.89
og;gg : 1c3>2.1a $ 715.23 $ 408,74 / |2l 3
o] 136.19 3 953.39 $ 544 .81 '
4
('\l CB*»\-".‘\*‘X A\hdzara m 3_ i@“‘ﬁ' 1\(’ 02—052’0 I
| , 4;1?83»: 35T fo1o .t
DTRIAG0 bacw (N=7/8) T < - Lg- 92750 o "1;.?“1‘—‘
0 2
0 13 .0k VoV 5.2 8 edean "TCL - 2T



Financial data for DEKALB COUNTY SHOPPING CENTER

Countywide Mun. Home Rule Municipal
T IBT noT2BET-EI2T-00T e - —
T.J MAXX #818 2
01/09 $ 1,550.46 . § 10,853, 36 $ 6,416.117 1%%14.93
02/09 : 874.95 . § €,124.59 g 3,553.86 1055 3% 0

03/09 781,18 3 5,538 . 3.196.0 q4935.32
N 92 i - / .
IBT no.:2899-6232-002 0.5 'ﬁ?ﬁ:‘}; m—‘:ﬁl %3 2% s

OLD NAVY #6592 ‘

01/09 $ 852.88 $ . 5,970. 10 $ 3,411.48~ 023494
02509 $ 290.76 $ 2,035, 33 $ 1.1§3.o4 3yggqaD
03/09 $ A3 46~ § 3,053, 19 $ 1,7 “ s
1579-17% ~oEP e ‘Cﬁﬁ s234.0L _
1BT no. :3187-0864-001 1.6
@ACK TO BED INC . T
© /09 $ 202.55 - $ 1,372.04 $ 810.28v g 8T/
s I Y
03 . . : ,06 :
—TAE S D619 -35‘5‘3?5‘0 3t 8L
IBT no.:3732-7518-001 Z.0©
BATH BODY WORKS #1744 y 7495 4
01/08 $ 527.54 .  § 3,692.77 $ 2,110.18 v336.4
02/09 $ 136.01 3 952.12 3 544.07 T3l 9
03/08 $ 106.51 $ ,.12—5-3-5-?‘- % ' 426.04 l‘l'l%’-‘)g
e 5390 <+ 2~ . 3og6. _,m
' YR, m.
5513 28912, ¥ 28051
2;: A3z, 32 | 3voa 0% 10707‘}
. I 284 75 20221.33 {L75°’1.5"f
. A=
P e—e—. — /
1110265 N U0 X952 TS oo 48
000, 462 ' ] . .

LTR-460 (N-7/08)

133411 LD



Financial data for DEKALB - QDDBA OF DEKALB
Countywide ‘Mun. Home Rule Municipal

IBT no.:3551-9797-001 . .

QDOBA MEXICAN GRILL : ‘ ./’
To1709 $ 159.44 $ " 1,116.06 ~ ¥ "637.75 = Q13 A5 -

02/09 $ 0.00 $ 0.00 $ - . :

03/09 3 0.00 % 0.00 5 0.00 L

r&"i}w.‘/ (o2 L2795 (91329
-
1

€

‘B~-Q1-000,478 ‘
LTR-4E0 bock (N-7/05)



Financial data for DEKALB - GAMESTOP D/B/A E B GAMES #4964

Countywide Mun. Home Rule Municipal

IBT no.:2378-9778-002 . //
EB GAMES #4964
01/09 - $ 462 .01 $ 3,233.76 $ 1;84?.36 o~ e
© 02/09 3 150.21° $ 1,051,389 3 600.78 _ ?‘?ﬁ%%i
03/09 3$ 185.59 $ 1,299.01 $ 742.23 :
T HAarL.gD
- s —.
& 40-§75 25792.
797 S5 F14v I8

-

B=-01-000, 502
LTR-460 back (N-7/087Y



SHARED LEASE
AND LAND RENT
PROCEDURES



Updated August 28, 2009

SHARED LEASE PAYMENTS AND LAND RENT
PAYMENTS WITH CITY OF DEKALB

Twice a year, June and December, payments are issued to the City of
DeKalb to cover the shared land rental payments from the developer for the
DeKalb County Shopping Center. The County of DeKalb also pays the City
of DeKalb $30,000 per year for Emergency Services on this property.

There are two spreadsheets for each of these payments. The first Land
Rental spreadsheet shows the amount of the rent that is received each month
that is shared with the City and the other spreadsheet shows the date the
shared rent is paid to the City of DeKalb. The Emergency Services first
spreadsheet shows the amount that the County owes the City each month
and the second spreadsheet shows the date that the payments were made.

Copies of all four of the spreadsheets are attached to this procedure. Claims
should be entered in June and December for one half of the Rent and and on
half of the Emergency Services to the City of DeKalb.
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EMERGENCY SERVICES DATE OF PAYMENTS _ 10/6/2005

January February |March April May June July August September |October November |December
2001 {N/A N/A N/A N/A N/A N/A N/A N/A N/A N/A 1110/2003| 1/10/2003
2002] 1/10/2003| 1/10/2003| 1/10/2003| 1/10/2003| 1/10/2003| 1/10/2003] 4/11/2003| 4/11/2003| 4/11/2003] 4/11/2003| 4/11/2003| 4/11/2003
2003| 4/11/2003| 4/11/2003| 4/11/2003| 4/11/2003| 4/11/2003| 4/11/2003 10/24/2003| 10/24/2003| 10/24/3203| 10/24/2003| 10/24/2003| 10/24/2003
2004 | 10/24/2003| 10/24/2004| 10/24/2003 | 10/24/2003| 10/24/2003 | 10/24/2003| 7/23/2004| 7/23/2004| 7/23/2004| 7/23/2004| 7/23/2004| 7/23/2004
2005| 7/23/2004| 7/23/2004| 7/23/2004| 7/23/2004| 7/23/2004| 7/23/2004| 8/12/2005| 8/12/2005| 8/12/2005| 11/16/2005) 11/16/2005| 2/15/2006
2006| 2/15/2006| 2/15/2006| 4/19/2006| 4/19/2006| 4/19/2006| 7/19/2006| 7/19/2006{ 7/19/2006| 10/18/2006| 10/18/2006| 10/18/2006| 2/21/2007
2007| 2/21/2007| 2/21/2007| 8/15/2007| 8/15/2007| 8/15/2007| 8/15/2007| 8/15/2007| 8/15/2007) 12/19/2007| 12/19/2007| 12/19/2007| 12/19/2007
2008| 7/16/2008| 7/16/2008| 7/16/2008| 7/16/2008| 7/16/2008| 7/16/2008| 2/18/2009| 2/18/2009 2/18/2009| 2/18/2009| 2/18/2009| 2/18/2009
2009
2010
2011
2012
2013
2014
2015
2016
2017
2018
2018
2020
2021 _

Notes™

ﬁ

—

First Payment was for November, 2001

Last Payment will be for Cctober, 2021
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SURPLUS
SUPPLIES &
EQUIPMENT

ENTRIES



DEKALB COUNTY GOVERNMENT
SURPLUS EQUIPMENT & SUPPLIES

Reviewed For Updates March I, 2009



DeKalb County Government Surplus Equipment & Supplies

SURPLUS COUNTY EQUIPMENT AND SUPPLIES

On the first Friday of June of each year, department heads submit lists of supplies and equipment
no longer needed by their department to the Central Plant Director (Compliance of Elected

Officials is, of course, voluntary).
- (Revised 04/15/1987)

It shall be the responsibility of the Central Plant Director to consolidate said lists and distribute

them to all County department heads and to the Superintendent of the County Forest Preserve.
= {Revised 04/15/1987)

The list should include; books, folders, forms, ring binders, paper ledgers, typewriters, printers,

computers, desks, chairs, furniture, fans and lamps, but should not be restricted to these items.
= (Revised 04/15/1987)

Upon receipt of said list, department heads may notify the Central Plant Director, in writing, if

they need an item or items on the list and the transfer will take place at that time.
L] (Revised 04/15/1987)

From time to time, as sufficient excess, obsclete or damaged property accumulates that is not
claimed by departments of County government, the Central Plant Director shall autherize public

auctions to be held to dispose of the unwanted items.
L (Revised 04/15/1987)




WORKER’S
COMPENSATION



DeKalb County Government
Workers Compensation Instructions
September 23, 2009

A. First Report of Injury Form (Form 45)
1. The employee (or employer) completes the form and submits it to the Finance Office
a. The form is in the front of the Worker’s Comp drawer in the First Report
Of Injury - Form file folder or on-line in the InfoCenter in the Finance
Office section, Internal Forms
b. The form must be filed within 45 days of the injury
2. Scan and send via e-mail to cstenstrom@sedgwickems.com (current Pear]
representative) or FAX to 1-309-681-0777
a. Include employee’s home phone on the form
b. Confirm social security number, department name, hire date by using the
Pentamation software to access the employee’s file. While there, post the
Work Comp flag on the employee file
1. Applications
Human Resources
Employee Information (enter last name, use * if you’re not sure
about the spelling), [Enter] or click OK
Click on employee, [Enter] or click OK
Qualifications
Other Interests/Preferences column, click in the third field down
drop-down arrow, choose the year when the injury happened,
[Enter] or click OK

B. Injury & Illness Log
1. The Log will be used to complete an annual report for the U.S. Department of Labor
2. Assign a number to the injury based on the next one available (on the left of the form)
a. Usually recorded as YY-XXX (where Y = Year and XXX = next available
number)
3. Record the employee’s name, job title, department, description of illness
4. The annual report needs to be posted by January 31 each year

C. Individual Folders
1. Use the First Report AND the Injury & Illness Log to create a file label
a. Labels include:
Name: Last name, First name, Middle initial (if given)
File number (from left side of Injury & Illness Log)
Department name
Social Security Number
Date of injury
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Note ‘EXPOSURE’ if applicable
2. Attach the label to a letter file folder
3. File the folder in alphabetic order in the Current Workers Comp drawer
4. The file can be sent to storage (archived) after the case is closed and all bills have
been
paid (use a “tabby” to secure the label), usually kept in the Closed Work Comp
file drawer for a year after the case closes

D. Additional information
1. As new information arrives concerning an existing case, scan it and e-mail to Cheryl
Stenstrom at Pearl or mail the originals and keep a copy for our files
2. Preprinted envelopes are in boxes in the left-most 5-drawer file cabinet, in the top bin
on the right. The address is incorrect, ,however. The address is:
Worker’s Compensation
Pearl & Associates, Ltd.
1200 E Glen Ave
Peoria Heights IL 61616
3. File the bills in the W/C Claims folder until receiving the Allocation Report
corresponding to the bill. Staple the Allocation Report to the bill and file the
packet in the employee’s individual file folder in the Worker’s Comp drawer
4. File the other information in the employee’s individual file folder in the Worker’s
Comp drawer

E. Wage Statements
1. Only forward wage statements on request from Pearl
2. There is a form on the H-drive in the Forms\Excel\WageStatement file
3. Wage information can be found by doing the following;:
Access the Pentamation software
Applications
Human Resources
Employee Information
Enter the employee’s ID or name, [OK]
You will then be able to see the employee’s name, department, hire date,
birth date, and social security number
Address/Contact will have the employee’s phone number
Payroll
Pay Rate Data
Use [Enter] on the first pay rate line to get the employee’s
rate & normal hours
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History will give the employee’s rate increase history
Check History will give the employee’s pay history
The screen will be the most current check: log the
information manually from each pay stub; remember to add
all regularly paid earnings together, and to add all overtime
earnings together; shift differentials are considered regular
pay; PHQ’s paid in excess of regular hours are considered
OT; see Paymaster for questions about OT and Regular
4. Record the information on the Excel form
a. E-mail the information to Cheryl Stenstrom OR FAX to at 1-309-681-0777
b. Print a copy of the completed form and sign it and put it in the individual file
5. Second jobs
a. Obtain a wage statement from the other employer and send it in to Pear]

F. Prepayment Check Listing (Check Register)
1. Will be e-mailed each week (on Friday) from Pearl; the original will probably arrive
on Monday
(’\ 2. Photocopy (but block the employees’ names) and take the copy over to Ann
Hutcheson in the Treasurer’s office; or modify the file by removing the employee
names and e-mail it to Ann.
3. Post the following data in the Worker’s Comp - Cash Log (found in Excel as
WorkersComp/Cash Log)
a. Date of check run
b. Check numbers (can use the series of numbers)
c. Batch total (will be listed on the report)
d. Description: Claims
4. The Cash Log balance will calculate automatically
a. When the balance gets near $10,000 transfer money into the account in
increments of $20,000
1. The transfer is made by using a DEKALB COUNTY DEPOSIT ticket
a. Sign the form, use “5235" for the Department Number, and
write in the amount of the deposit. No account number is
needed. Total the entry, date it and take the original up to
Ann Hutcheson, Treasury. Make a photocopy and put it in
the Work Comp - Cash File folder.
5. Do a Journal for the amount
a. Total the amounts paid according to codes Medical (300), Salaries (100),
Settlements (100, but noted on cover sheet), Services (600)
b. Access the County Finance software
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(1) Applications
(2) Fund Accounting
(3) General Ledger
(4) Post Journal Entries
Use [Tab] to move from field to field
(5) Type a Control Number (e.g. 5230 or 0001)
(6) Type a description (e.g. Pearl Claims MM/DD/YY)
(7) Credit the total cash to 1212-0001 (use tab to move between fields)
(8) Debit the checks to the following, using the codes to determine the

account

5230-8121  Medical expenses (Med) 300
5230-8122  Salaries (Ind/Loss) 100
5230-8123  Settlements (Ind Loss) 100
5230-8051  Services (Exp) 600

Be sure the debits and credits balance
[Enter] or click [OK] when the journal is balanced and correct
[Ctrl-P] or click [Back] to main menu

(9) Reports

(10) Fund Accounting

(11) Daily Transactions

(12) Journai Entry Activity
At report description click [OK] or [Enter]

Print [Enter] or [OK], click [Print]

Go to the printer and be sure the entry has actually printed (VERY
IMPORTANT)

Y(es) will clear the entry (and it can no longer be printed)

c. Be sure the pages are 3-hole punched, staple the back-up to the printout (use

the original copy when it arrives in the mail)

d. Make a copy of the journal to attach to the original check register (or use the

original that arrives in the mail)

e. Put the packet for Leanne in Karen’s in-box - she’ll give it to Leanne
f. Record the journal number in the column in the Cash Log Worksheet found in

Excel in WorkersComp/Cash Log

Void Checks

a. Make 3 copies of the void check

b. Reverse the amount of the void check in all of the spreadsheets

c. Tell the Treasurer’s office that the check is void and return it to Ann if you

have the actual check. Let her know which account in Tort it should go
against. If no original check, then do a journal for the amount. As of
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3/23/09 I had to do a journal even though I had a real check to give to
Ann.

d. Checks that are voided from a prior fiscal year must be entered by the
Treasurer’s office as revenue (5230-5625) with no corresponding journal
entry necessary on our part

e. Put a copy of the check in the person’s file

f. Put a copy of the check with the Pearl register

g. Mail a copy of the check to Pearl if they didn’t have the void already

Refund Checks

a. Deposit the check to the line item where it originated from ... not the revenue

account ... and forward to the Treasurer

b. Make three photocopies of the check/deposit ticket: one for the file, one to go
with the register and one to send to Pearl

¢. Do not do any JV. The deposit will serve as the journal entry!

d. Post the information in the appropriate spreadshects

Insurance Checks

a. Deposit the check to 5230-5625 (Work Comp-Medical)

b. Make three photocopies of the check/deposit ticket: one for the file, one to
go with the register and one to send to Pearl

c. Do not do any JV. The deposit serves as the journal entry

d. Post the information in the appropriate spreadsheets

G. Illinois Workers Compensation Semi-Annual report

1

2

3

. Post individual checks on the Illinois Workers Compensation Semi-Annual

spreadsheet using the Check Register

. The spreadsheet 1s found in HA\Workers Comp\Semi-Annual Assessment Log

a. Some instructions can be found on the upper right comer of the spreadsheet

. Post only those checks with a “Code” beginning with a 1 (salaries or settlement), or a

6 (services)

4. Locate the bills from the claims folder that correspond to the checks paid on the

5

register

. Post the following information:

. Check number (from check listing)
. Bill date (taken from bills attached)
. Date paid (taken from check listing)
. Description (use the code from the check listing to determine)
. Check issued to: (taken from check listing)
Claimant: (taken from check listing)
. Amount paid: (taken from check listing)

e o QA0 o
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Save the spreadsheet
The Commission will send a request for the report due about 2 %2 months after the
close of the 6" month
a. A check will need to be written to accompany the report
b. One report will be due by September 13 (probably varies slightly) for the
payments received from January 1 through June 30
c¢. The next report will be due by March 16 (probably varies slightly) for the
payments received from July 1 through December 31
d. Check is Vendor #5035, State Treasurer charged to 5230-8101
e. File a copy of the claim in the W/C Illinois Industrial Commission folder

H. Post information from the Check Register on the monthly Worker’s Comp spreadsheet

1.
2.
3.
4,
5. Cross-check the Total Payments amount against the amount in the Annual W/C cell in

6.

The spreadsheet is found in H:\Workers Comp\Annual WC Payments

Determine the employee’s department name/mumber (from individual folder)

Locate the appropriate cell in the spreadsheet (where payment month intersects
with department) and add the check amounts to the cell

Save the spreadsheet

the h:\WorkersComp\Cash Log spreadsheet; if they don’t match figure out why
Print monthly and give to Deputy County Administrator (Gary Hanson) after posting
number of injuries and future reserve information from Sedgwick reports

I. Post check register information in Nursing Home Monthly spreadsheet

1.
2.

3.

4.

The spreadsheet is found in H:\Workers Comp\NursingHomeMonthly

Having determined the employees’ departments, record the payments made to Nursing
Home employees, but split them into Salaries, Settlements, Medical, and Services
categories on the Monthly tab

On the “Ind” tab in the same spreadsheet, record each check and the detailed
information that goes with it, for each Nursing Home employee

At the end of each month e-mail the spreadsheet to De Jensen. Please note that if a
claim exceeds $100,000 for any individual, then the County pays the balance over
the $100,000.

J. Match the check numbers on the Register with the allocation reports when they arrive in the
mail. Highlight the check number, claimant, and amount then attach the allocation report
to any payment requests in the W/C Claims-Payments folder. Check the explanation that
comes with to see if there are more invoices that aren’t being paid. File in the
individual’s folder. Confirm that all checks/people on the register have an allocation
report or ask Cheryl for a copy. Staple the Register and the journal photocopy together
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and file in the Work Comp Register folder

K. TTD Checks (made out to DeKalb County Government)
1. Determine the employee the check is for

a. Find out what main department the employee’s wages are charged to from the
County’s Finance software (on the employee’s main personnel
information screen as “Organization™)

b. Use a DEKALB COUNTY DEPOSIT ticket
1) Sign the form
2) Enter the department number as listed on the personnel screen EXCEPT

the County Nursing Home will ALWAYS be 3980, no matter what
the screen has
3) The account number will be 5626
4) Enter the amount of the check (or checks)
5) Total the checks and enter the amount in “Total $” AND in “Checks”
6) Date the form

c. Photocopy the original check & deposit ticket

d. Send an e-mail to the Paymaster and to the Nursing Home payroll person if the
employee is a Nursing Home employee so the Paymaster and NH payroll
will have the amount to be added to the employee’s weekly pay (see Step
2 below - Alerting Payroll)

e. Staple the stub from the original check, the photocopy of the deposit ticket, the
note to the paymaster, the timecard, and the allocation report together and
file in the employee’s work comp file

f. Paperclip the original check and the original deposit ticket and take them
over to Ann Hutcheson in the Treasurer’s office

2. Alerting Payroll

a. Draft a memo to the Pay Master (Kathy) and let her know which employee is
receiving the TTD check and what the amount of the check is so she can
reimburse the employee’s wages for the time missed; notify the Payroll
person from the Nursing Home about any of their personnel receiving
TTD also. Use code 100 on the time card. PHO hours are not reinstated.

b. FOP rules are different. They do not use PHO’s for 3 waiting days. The TTD
pays using code 101 - SLEP TTD AND the balance of their salary owed,
including the waiting days, is calculated and paid out using code 105 -
Taxable Work Comp. ONLY use 101 in combination with 105!! Also,
they receive PHO’s for the TTD hours missed - calculated manually and
added to the file. Only full-time officers get this benefit and the benefit
ends at the one-year anniversary of the original injury. At that time the
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code to use is 100.
¢. TTD rates are locked in as of the date of injury and they will not increase
during the time the employee is off work
3. Reversing a TTD payment
a. The employee occasionally chooses to use PHO’s rather than accept the TTD
payments
b. A payment can be reversed by the department receiving the payment.
1) The department completes a Claim form noting the Tort and Liability
Fund as the Vendor
2) When the check is deposited, make the Treasurer’s deposit ticket out to
department 5230, account 8122 (which will reverse the original
action made when the check was journaled from the check
register)

L Sedgwick Reports (received via e-mail as Adobe files)

1. Print the Transaction Report and the Claims & Expense Report. Page through the
Transaction Report to be sure that all employees listed are County employees and
that they’re being reported in the correct department

2. Go through the Claim & Expense Report to find files that have been closed. Pull the
Individual file from the Current File drawer, note the number of days off work or
on restricted duty in the OSHA 300 Log. Also note on the Log that the file is
closed. Move the file to the Closed File drawer.

3. Open the Annual WC Payments spreadsheet. Record the Future Reserve, open files
and new files information in the columns on the right. Also record the total new,
closed, and open files at the bottom of the spreadsheet. Check the math to be sure
that last month’s open files, plus new, minus closed files = current open files both
at the bottom and on the right of the spreadsheet. Also confirm the totals using
the final page of the Sedgwick Report.

4. Open the Annual Tracking spreadsheet and record the information about each newly
closed file. Also go through the entire Expense Report and confirm that the
numbers for each closed file are still correct on the Annual Tracking spreadsheet
(frequently, additional payments are made after a file has been closed). Prior year
information is only shown when activity happens after a file is closed.

5. Print three copies of the Annual WC Payments and the Annual Tracking spreadsheets.
One set is given to Gary, one set goes in the Monthly Departmental folder in the
drawer, and one set is put at the front of the monthly Sedgwick Report (which is
ready to be filed in the drawer)

6. Prepare the Nursing Home reports for Mike Scavotto. Save the Nursing Home portion
of the Annual WC Payments report as an Adobe file. Save the Transaction
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Report and the Expense Report as sent to a separate Nursing Home File. Delete
the information in the Transaction and Expense Reports that do not pertain to the
Nursing Home and re-save those as Adobe files. Attach these three files to an e-
mail to Mike Scavotto and send.

7. Prior month Sedgwick files may be deleted, except for the December and January files
which will be required by the Auditors in an electronic format.

N. Staffing and Salary Costs Report

1. Received from the Payroll Master after each pay run

2. Write the total number of employees on the report, obtained from the Payroll Review,
kept by the Payroll Master

3. Record the Hours Worked and the total number of employees in the OSHA Hours
Data spreadsheet, found in H: Workers Comp/OSHA Hours Data.

4. At year-end, use the data collected in this spreadsheet to complete the OSHA 300A
posting for the US Department of Labor.

O. Critical Dates
(ﬁ 1. January 31: annual posting with U.S. Department of Labor (OSHA), must be posted

by February 1* and remain up till April 30th

2. September 13: compensation payment due to Illinois Industrial Commission for
January 1 through June 30

3. March 16: compensation payment due to Illinois Industrial Commission for July 1
through December 31.

4. First Report of Injury must be filed within ....

P. Resources

1. Legal assistance:
John Shepherd
Williams & McCarthy
321 W. State Street
PO Box 219
Rockford IL. 61105-0219
Phone: 815-987-9800
FAX: 815-568-0019
e-mail: mail@wilmac.com

2. Claims Administration
Pear] & Associates
1200 E Glen Ave
Peoria Heights IL 61616
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Phone: 1-800-438-6173

Primary Contact: @ ext 1

Supervisor: Cheryl Stenstrom

Boss: Mike O’Brien

FAX number: 1-309-688-5444

e-mail: Cheryl. Stenstrom@sedgwickcms.com

Q.. Fiscal Year End
1. Pearl claims are included in the fiscal year in which they’re actually paid
R. Calendar Year-End

1. Use the OSHA 300 logsheets to compile departmental logsheets
a. Use the original log where initial injuries are listed
1. Use the year’s log to record departments that had no injuries reported
2. The Nursing Home tracks this information for their employees and will
provide it when requested
b. Be sure that the results of the injuries are recorded
1. TTD days off are recorded in the monthly reports
2. Restricted days off must be calculated manually
3. Record the number of hours worked each pay period (Paymaster will
provide the report) in the Excel spreadsheet (OSHA Hours Data)
and use the number of checks written for each pay period from the
Payroll Review. Use this information to complete the Employment
information section of the 300A
c. The Departmental logs (300A’s) must be completed and posted before
February 1
d. The OSHA sheets need to be posted at work locations from February 1 thru
April 30
1. Record the information on an OSHA 300A form for each department
2. Post the 300A for each department on bulletin boards or somewhere
that the majority of employees will be able to see them in each
department or location
e. File the departmental log sheets in the “Injuries and Illnesses™ folder in the
Worker’s Comp drawer. Information must be kept for at least ten years.
2. Save a copy of the Sedgwick Reports for use by the auditors. They will need the
December and January reports in an electronic format.
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R. Additional Information
1. Should an employee ask about being paid for going to doctor appointments, per
Gary Hanson in May, 2008, we should probably allow them to go to appointments
on “company” time, but we would request that they try to have those
appointments either at the beginning or end of the day or to coincide with lunch
hours so that the flow of work is minimally impacted in the department. This is
not offered, but when asked, this is the current pattern being adopted.

J\AdminAsst\WorkComplInstr.wpd
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