THE PROCESS OF ADOPTING THE BUDGET

An annual budget, including all such funds as required
by law, shall be prepared, approved and adopted for
each fiscal year. The budget shall control the levy of
taxes and expenditure of money for all County purposes
during the ensuing fiscal year. The budget process
shall be conducted in accordance with Chapters 125,
129, 200, and 218 of the Florida Statutes, as amended.

SPECIFIC REQUIREMENTS

By July 1, the Property Appraiser must certify the (initial)
taxable value of property within each taxing district.

The County Administrator must present a balanced
budget to the Board of County Commissioners (BOCC)
by July 15.

Within 35 days of either July 1, or the date the Property
Appraiser certifies the taxable value of property, which-
ever is later, the BOCC must set proposed millage
rates. At that time, a date, time and place is set for a
first public hearing on the proposed budget and millage
rates.

Within 65 to 80 days of July 1, or the date the Property
Appraiser certifies the taxable value, the BOCC must
hold a public hearing, after 5:00 p.m., to hear public tes-
timony and to adopt a tentative budget and tentative
millage rates. The first substantive issues discussed
must be the percentage increase in the proposed ag-
gregate millage rate over the rolled-back rate and the
specific purposes for which the ad valorem tax revenues
are being increased. (Information on rolled-back mil-
lages may be found in this document and a definition
may be found in the glossary.) Prior to the conclusion of
the hearing, the BOCC shall amend the tentative budget
as it deems necessary, adopt the amended tentative
budget, recompute its proposed millage rates and pub-
licly announce the percent, if any, by which the recom-
puted proposed aggregate millage exceeds the rolled-
back rate. That percentage shall be characterized as
the percentage increase in property taxes tentatively
adopted by the BOCC (regardless of whether millage
rates have changed). A date, time and place for a sec-
ond public hearing is set at this hearing. As with the first
public hearing, the second public hearing must be held
after 5:00 p.m.

Within fifteen days after the first public hearing, the
County must publish two adjacent budget ads in a

newspaper of general circulation in the County. One
advertisement notifies County residents of the BOCC's
intent to finally adopt millage rates and a budget, identi-
fying any increase in property taxes. The second adver-
tisement summarizes the tentative budget, showing for
each budget and for the total of all budgets, the pro-
posed millage rates, balances, reserves, and major
revenues and expenditures classifications.  Specific
size, placement, and wording requirements apply, as set
forth in Chapter 200.065(3) of the Florida Statutes.

Within two to five days after the advertisements are pub-
lished, a second public hearing is held to hear public
testimony and to adopt a final budget and final millage
rates. If, for any reason, the adoption of the final budget
is delayed beyond the start of the next fiscal year, the
BOCC can expend moneys as outlined in Chapter
200.065(2)(g) of the Florida Statutes, as amended.

Copies of completed resolutions adopting the final mil-
lages are forwarded to the Property Appraiser and the
Tax Collector by the Clerk of the BOCC within approxi-
mately 100 days of certification of preliminary taxable
value by the Property Appraiser.

Not later than 30 days following adoption of an ordi-
nance or resolution establishing a property tax levy, the
BOCC shall certify, to the Florida Department of Reve-
nue, compliance with the provisions of Chapter 200 of
the Florida Statutes, as amended. In addition to a
statement of compliance, the certification package in-
cludes a copy of the adopted millage resolution or ordi-
nance, a copy of the budget advertisements including
proof of publication, and a copy of the Certification of
Taxable Value form.

Copies of the budget shall be filed with the Clerk of the
BOCC as public records.

Upon final adoption of the budget, the budget shall regu-
late the expenditures of the County and the budget shall
not be amended, except as provided for in Chapter
129.06, Florida Statutes. Pursuant to Chapter 129.07,
Florida Statues, it is unlawful for the BOCC to expend or
contract for expenditures in any fiscal year in excess of
the amount budgeted in each fund. Every appropriation
shall lapse at the close of the fiscal year. Unexpended
funds for uncompleted projects and encumbrances for
capital outlay (equipment) at the close of the fiscal year
may be reappropriated in the succeeding fiscal year.
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The process for adopting the FY 06 budget for
Hillsborough County consists of four distinct
phases.

The Planning Phase began October 1, 2004 with in-
house review of the FY 04 and FY 05 two-year budget
process and consideration of comments from the re-
view of prior budget documents by the Government
Finance Officers Association (GFOA). The FY 04 and
FY 05 biennial (two-year) budget received GFOA's
Distinguished Budget Presentation Award, including
both Special Capital Recognition and Special Per-
formance Measures Recognition. The planning phase
continued with preparation of budget instructions, ex-
amples, and training materials.

The Preparation Phase for FY 06 preparation phase
for all BOCC funded organizations began with a
budget “kick-off” with the County Administrator on
January 11, 2004. Concurrent with the budget “kick
off” meeting, instructins and forms were electronically
distributed to all organizations. For the FY 06 and FY
07 budget process departments were to prepare deci-
sion units and related summaries for all programs by
funding source. Decision Units are prepared at vari-
ous levels of service delivery including “minimum ser-
vice level”, “continuation service level”, “new man-
dates” and “desired level of service”. The following
represents the definitions of each service level:
Minimum Service Level — The most important level of
service provided by any organization. Any funding
less than this level would result in no appropriation.
Resources less than those provided at this level is
insufficient to accomplish the basic mission. This very
basic level of service represents the reason the or-
ganization exists and the intended purpose of the or-
ganization.

Continuation Service Level - Funding needed to pro-
vide the same level of services in the next fiscal year
as was provided in the current fiscal year. It does not
necessarily provide funding for growth in demand for
services. While the continuation level provides for the
same number of funded positions, the budgeted cost
of those positions is increased to reflect inflation and
any increase in benefits.

New Mandates — A new mandate represents any re-
guest to meet a new Federal law, State Statute, or
Board of County Commissioners (BOCC) Ordinance; a
request to comply with a BOCC directive supported by
a resolution or approved motion; or a request to meet
the operating impact of a completed capital project.
Desired Service Level — Includes requests for addi-
tions to the continuation level of service to an ex-

panded population or geographical base or additions
either to initiate a new program or activity.

These "decision units" describe distinct services and
levels at which these services may be offered. De-
partment or agency management then ranks each de-
cision unit by funding source against all decision units
in the funding source and in the department. The
ranking of "decision units" gives management a
means of evaluating what services could be offered at
a variety of funding levels by a department. For both
FY 06 and FY 07, departments were also allowed to
submit "desired decision units" reflecting service or
activity levels above the continuation level.

In our continuing effort to deliver the most cost effec-
tive and efficient services to the citizens of Hillsbor-
ough County, each organization were required to
submit a proposal for a 3% efficiency sav-
ings/reduction to their continuation level budget. The
purpose of this initiative was to examine how services
are provided and identify opportunities for cost savings
within existing programs. The expectation is that ser-
vice delivery would not be measurably reduced as a
result of these efficiencies. At a minimum, the effi-
ciency proposal was to reflect a cost savings from both
the FY 06 and FY 07 budget equal to 3% of the con-
tinuation budget for a department, including all funding
sources.

The Strategic Decision Unit is new for this biennial
budget process. This form represents the primary ve-
hicle for tying the Board of County Commissioner's
strategic goals to the budget planning process.

This biennial budget process, specifically this new
Strategic Decision Unit, is being used to identify and
develop all of the strategies for the County’s Strategic
Plan, whether those strategies require more money or
not. It is expected that many of these Strategic Deci-
sions Units will identify creative ways to deliver strate-
gic plan objectives through existing funding levels.
Departments were also encouraged to provide “alter-
native” strategies for delivering the same strategic ob-
jective.

The deadline for BOCC departments and agencies to
submit their budget packages to the Management and
Budget Department was March 4th. Although Florida
Statutes allow most Constitutional Officers to submit
their budgets on June 1%, the County Administrator
asked them to make their submissions earlier to ac-
commodate an accelerated schedule. All were able to
supply preliminary budget information in the requested
time.
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The Review Phase consists of scheduled budget
work sessions between the County Administrator, ap-
propriate Assistant County Administrator, selected
Department Directors and budget staff to review and
discuss the departmental budget submittals. These
sessions began in April and continued through May.

In addition to the departmental budget meetings, there
were four formal budget workshops conducted with the
BOCC. These workshops were scheduled so that the
Board could be more involved in the budget process
and provide input into the prioritization of issues that
lead to the development of the recommended budget.

The Public Adoption Phase begins with the formal
presentation of the County Administrator's Recom-
mended Budget on June 8, 2005. The BOCC review
of the budget and the public process of review,
change, and formal adoption last through late Sep-
tember. This phase includes seven workshops with
the BOCC and four public hearings of which two are
mandatory under State law. Although two of these
public hearings is not required by State law, the BOCC
wants to give county residents opportunities for input
to the budget prior to the Board setting proposed mil-
lage rates.

The second milestone of this phase involves setting
the proposed millage rates for FY 06. This will be

accomplished at a workshop on July 28th. The pro-
posed millage rates approved at the July 28th work-
shop will be used by the Property Appraiser to prepare
Truth-in-Millage (TRIM) notices distributed in mid-
August.

TRIM notices advise County taxpayers of how tax
rates proposed by all local taxing authorities combined
with current information on assessed value of real
property will affect the taxes on each taxed parcel of
land. The TRIM notice also serves as the official noti-
fication of the time and place of the first public hearing
for adoption of both tentative millage rates and a tenta-
tive budget by each taxing authority.

The third milestone in this phase will be the first of two
State required public budget hearings. The first public
budget hearing is scheduled for September 8th. After
hearing public testimony at the hearing, the BOCC will
adopt tentative millage rates and a tentative FY 06
budget.

The fourth and final milestone in this phase is the
adoption of the FY 06 budget and millage rates at the
second public hearing scheduled for September 22st.
The second public hearing will be advertised by a pub-
lished notice with detailed information of the tentative
millage rates and the tentative budget.

BUDGET PROCESS MILESTONES

Planning

e October - December - Staff review of previous
biennial budget process, comments from
GFOA reviewers, and Board policies.

Preparation

e January 11 — Budget “kick-off” meeting; Elec-
tronic Distribution of Budget Instructions and
Forms

e February 7 — Confirmation of Personnel Work-
sheets due from all organizations

e February 18 — Revenue Worksheets due from
all organizations

e March 4 - Budget Submissions Due

e June 1 - Budget Submissions Due From Sher-
iff, Clerk, Property Appraiser, and Supervisor
of Elections

Review

e January 26 - BOCC Workshop; Discussion of
the budget process and a discussion of poten-
tial issues for future budget workshops.

e February 23 — BOCC Workshop; Presentation
of Countywide General Fund and Unincorpo-
rated Area General Fund Five-Year Pro For-
mas, discussion of ad valorem tax rates,
discussion of compensation issues, and a pro-
posed approach for handling temporary and
vacant positions.
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March 9 — BOCC Workshop; Presentation on
pay and classification study and recommenda-
tions on compensation.

April 13 — BOCC Workshop; Discussion of ad
valorem tax rates, non ad valorem revenues,
and Community Investment Tax and related
debt capacity.

April — May - County Administrator review of
proposed budgets and decision units with
Management and Budget Department staff, the
Assistant County Administrators and repre-
sentatives from BOCC departments, agencies
and Constitutional Officers.

June 1 - Preliminary tax roll information from
the Property Appraiser’s Office available.

Public Adoption

June 8 — BOCC Budget Workshop - County
Administrator presents the Budget.

June 9 - BOCC Budget Workshop

June 9 - Public Hearing to Accept Public Input
on the Operating and Capital Improvement
Budgets

June 14 — BOCC Budget Workshop

June 16 — BOCC Budget Workshop

July 1 - Official preliminary taxable values pro-
vided by the Property Appraiser’s Office

July 1 — Statutory deadline for submitting pro-
posed CIP to the Hillsborough County
City/County Planning Commission

July 15 - County Administrator's Recom-
mended FY 06 and FY 07 Budget filed with the
Clerk in accordance with Florida Statutes

July 21 — BOCC Budget Workshop

July 21 - Public Hearing to Accept Public Input
on the Operating and Capital Improvement
Budgets

July 27 — BOCC Budget Workshop

July 28 - BOCC Budget Workshop to Reconcile
Changes to the Budget and Set Proposed TRIM
Millage Rates

September 8 - First State-Required Public
Hearing to Adopt Tentative Millage Rates and
Tentative Budget

September 22 - Second State-Required Public
Hearing to Adopt Final Millage Rates and the
FY 06 Operating and Capital Budgets
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For a full discussion of the County’s budget process,
see The Process for Adopting the Budget section in
this budget document.

After the formal adoption of the budget by the Board of
County Commissioners (BOCC) in September for the
fiscal year beginning October 1, changes may be
made to the adopted budget with a budget
amendment. An amendment is a BOCC agenda item
processed to increase or to decrease an existing
budget. At no time can the budget be amended so
that it is no longer balanced.

ltems requiring action by the BOCC are usually
initiated by the individual department affected by the
item. These items are accompanied by an AGENDA
ITEM COVER SHEET form. This form is also used to
amend the budget. However, the following additional
information is required for budget amendments:

e The subject section of the AGENDA ITEM COVER
SHEET must state Request for Budget
Amendment Resolution and identify the subject of
the amendment and the fiscal year.

e The recommendation section of the cover sheet
must state where funds are coming from and
where funds are going; justification on why the
action is needed; and the amount of the increase
or decrease.

e The financial impact section of the cover sheet
must state the impact on the current year’s budget
as well as the recurring impact on future year’s
budgets. Any increase or decrease in a reserve
account should reflect the balance of the reserve
subsequent to the action requested in the budget
amendment.

e A separate form entitted LINE ITEM DETAIL
showing the specific accounts affected must
accompany the cover sheet.

e Each department director is responsible for
initiating agenda items, via an electronic agenda
workflow system, that affect their department's
activities or budget. The completed AGENDA
ITEM COVER SHEET with the LINE ITEM

DETAIL, including the estimated impact on the
next fiscal year and any other appropriate
information, is electronically signed by the
department director and then forwarded for review
through the organization. Electronic review and
signature is performed in the following sequence:

e Department Director

e Management and Budget Department.

e County Attorney’s Office (concurrent with review
and approval by Management & Budget)

e Assistant County Administrator (required for
departments under the County Administrator).

All budget amendments, approved by the above
referenced organizations/staff, are processed by
Administrative Services Section of the County
Administrator's Office for final coordination and
preparation of the BOCC’s agenda. Copies of all
budget amendments are electronically forwarded to
the Clerk of the Circuit Court’s Finance Department to
facilitate pre-audit of the proposed budget revisions.

The Management and Budget Department reviews the
request for accuracy, availability of funds,
completeness, compliance with BOCC Policies, and
other matters considered appropriate for good
financial management. If changes or corrections to a
budget amendment are required, the item s
electronically rejected back to the originating
department by Management and Budget.

Upon approval by the BOCC, a budget resolution is
prepared by the Clerk to the BOCC, signed by the
Chairman of the BOCC, and forwarded to the Clerk's
Office for incorporation into the County's financial
record keeping system. In accordance with BOCC
Policy 03.02.05.00, any budget amendment that
requires a drawdown on the reserve for contingency in
either the Countywide General Fund or the
Unincorporated Area General Fund must be approved
by a super majority vote of the BOCC.
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The County Administrator has explicit responsibility for all
financial planning for the Board of County Commission-
ers (BOCC) including operating, capital and debt service
budgets; and for the allocation of resources to facilitate
accomplishing BOCC goals. The County Administrator is
also responsible for developing long-range financial
planning strategies, including reserve policies and fore-
casting. These functions are performed by the Deputy
County Administrator, the Management and Budget De-
partment and the Debt Management Department.

To execute these responsibilities and to maintain sound
financial management practices, it is important to have
financial policies and related procedures that comple-
ment the statutory requirements and professional stan-
dards which establish local governments' financial man-
agement framework. To this end, the Management and
Budget Department and the Debt Management Depart-
ment are involved in the on-going effort to research,
document and publish financial policies and guidelines.

In FY 98, the Board of County Commissioners adopted a
series of new financial policies, which are presented in
this section, as a major effort towards documenting a
more comprehensive approach to financial management.
In some cases, written policies replaced informal rules
that had been in place for years, but had not been previ-
ously documented and formally approved. Given the
structure of county government in Florida, with most ac-
counting functions residing with the elected Clerk of Cir-
cuit Court, and the budget function residing with the
County Administrator who reports to the elected Board,
the documentation and approval of policies may have
particular importance.

The new policies were developed over a period of close
to three years, during which draft policies were distrib-
uted to bond rating agencies and during which County
staff reviewed draft recommended budget practices un-
der development by the National Advisory Council on
State and Local Budgeting (NACSLB). Several of the
new policies are intended to directly address NACSLB
recommended budget practices.

It should be noted that the policies listed here reflect
those adopted by the Board of County Commissioners.
Other financial policies that are adopted by the Clerk of
Circuit Court in his or her capacity as Chief Financial Of-
ficer for the Board, but which do not require Board ap-
proval, do not appear here.

There are two key Florida Statutes regulating local gov-
ernment budget development and implementation, Chap-

ters 129 and 200. Chapter 129, entitled "County Annual
Budget,” establishes a system for controlling finances of
county boards of commissioners throughout the state.
Chapter 200, "Determination of Millage," defines the duty
of the county commissioners in setting the rate of taxa-
tion. These statutory provisions set the framework for the
budgetary process. In addition, Generally Accepted Ac-
counting Principles (GAAP) for state and local govern-
ments as set forth by the Governmental Accounting Stan-
dards Board (GASB), provide professional standards that
guide public financial management and reporting.

POLICIES AND GUIDELINES

The following policy statements guide the annual budget
development and monitoring functions of the County.
They correspond closely to explicit provisions found in the
statutes and complement professional standards estab-
lished by GASB.

1. Chapter 129.01(2)(b), Florida Statutes: The budget
will be balanced by subfund, that is, the estimated
revenues including balances brought forward will e-
qual the total of the appropriations and reserves.

2. Chapter 129.01(2)(b), Florida Statutes: Budgeted
reimbursements are considered anticipated receipts
and as such will be budgeted at 95% of the estimated
fiscal year total.

3. Chapter 129.01(2)(c)1, Florida Statutes: Reserves
for contingencies may be established for each fund
during the annual budget development process, and
when established, will be in compliance with Florida
Statutes requiring that reserves for contingencies not
exceed ten percent of the total budget.

4. Chapter 129.01(2)(d), Florida Statutes: A reserve
for reappropriation will be provided in each fund as
necessary to provide for the payment of vouchers
which have been incurred in the year(s) prior to the
fiscal year for which the budget is being prepared.

5. Chapter 129.06(2)(a), Florida Statutes: Budget
changes may be made through the budget amend-
ment process.

6. Chapter 129.06(2)(d & e), Florida Statutes: Fund
revenue and expenditure totals may be increased or
decreased by formal action of the BOCC: a) following
appropriate public notice and public hearing, b) in the
event new revenue is received from an unanticipated
source, or c¢) in the County's enterprise funds.
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10.

Chapter 129.06(3)(b), Florida Statutes: Interfund
transfers are fixed when the budget is adopted.

Hillsborough County Ordinances 92-8 and 95-18:
Safety of Investment Principal. The highest priority
in the handling of investments for the County is
safety of principal. Each investment transaction shall
seek to first ensure that capital losses are avoided,
whether they be from securities, defaults, or erosion
of market value. Investments shall be diversified to
the extent practicable to control risk of loss resulting
from over concentration of assets in a specific matur-
ity, issuer, instrument, dealer, or bank through which
financial instruments are bought and sold. From time
to time, securities may be traded for other similar se-
curities to improve yield, maturity, or credit risk. For
these type transactions, a loss may be incurred for
accounting purposes, provided any of the following
occurs with respect to the replacement security:

Yield has been increased

Maturity has been reduced

Quality of investment has been improved

A positive blend for arbitrage purposes has been
accomplished

Hillsborough County Ordinances 92-8 and 95-18:
Reverse repurchase agreements are specifically
prohibited.

Grant Application Tracking - BOCC Policy
03.01.03.00: It is the policy of the BOCC that all or-
ganizations directly funded by the Board participate
in the tracking system by sharing information on all
applications for new, or expansions of existing state
and federal grants for which the Board would be re-
sponsible for appropriations, regardless of whether
or not the Board would be responsible for providing
matching funds. Information should be provided to
the Management and Budget Department within five
business days of application in a form established by
the County Administrator.

Purpose: The purpose of this policy is to establish
and maintain a method of tracking applications for all
federal and state grant funds that the BOCC would
be responsible for appropriating.

Responsibility: It is the responsibility of the Man-
agement and Budget Department, under the direc-
tion of the County Administrator, to implement this

11.

policy and to provide monthly reports to the BOCC on
the status of outstanding grant applications.

Acceptance of Credit Cards, Charge Cards, and
Debit Cards for Payment of County Fees and
Charges for Service - BOCC Policy 03.01.04.00:
Departments under the authority of the Board of
County Commissioners have the option of allowing
the public to pay fees and charges for services with
credit cards, charge cards, and debit cards. A de-
partment opting to allow the public to use credit cards
will meet all the following conditions:

e Use the County's approved credit card service
vendors to process the charges.

e Adhere to agreements with the approved credit
card service vendors.

e Not charge a person using a credit card, charge
card, and debit card a surcharge or fee for using
the card.

e Explicitly budget in its operating budget the cost
of paying credit card service vendor’s fees. This
budgeting will begin in the fiscal year the depart-
ment starts to accept credit cards.

e Budget the cost of equipment, software, and pro-
fessional services needed to implement the ac-
ceptance of credit cards, charge cards, and debit
cards. This budgeting will also begin in the fiscal
year the department starts to accept credit cards,
charge cards, and debit cards.

e Because these cards can be considered a substi-
tute for cash, the department will develop policies
and procedures in concert with the Clerk of the
Circuit Court to insure prudent management and
accountability of card charges, chargebacks, and
card account number security.

e Pursuant to Chapter 215.322(5) of the Florida
Statutes, individual credit card, charge card, or
debit card account numbers are confidential and
are exempt from the provisions of Chapter
119.07(1) of the Florida Statutes.

Purpose: To allow departments under the Board of
County Commissioners to have the option of accept-
ing credit cards, charge cards, and debit cards from
the public for payment of fees and charges for ser-
vices. The acceptance of credit cards is authorized
by Chapter 215.322 of the Florida Statutes.

Responsibility: 1t is the responsibility of each de-
partment opting to allow the public to use credit cards,
charge cards, and debit cards to implement the above

policy.
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12.

13.

Bids for Capital Improvement Projects 10% or
More in Excess of Estimated Construction Costs
- BOCC Policy 03.02.01.00: It is the policy of the
Board of County Commissioners that in instances
where the low bid on a Capital Improvement Project
amounting to $50,000 or more exceeds the esti-
mated construction costs by ten percent (10%) or
more, the County Administrator shall appoint a com-
mittee to review the low bid.

Purpose: The purpose of this policy is to establish a
uniform system for review of capital improvement
project bids exceeding the estimated construction
costs by 10% or more.

Responsibility: It is the responsibility of the County
Administrator to instruct the Chairman of the Review
Committee to set a time for review of the project bid.
The review shall consist of, but not be limited to, the
plan quality, unit quantities, current unit cost, escala-
tion clauses, if any, and other items pertinent to the
project. The Committee shall present recommenda-
tions to the County Administrator on whether to ac-
cept or reject the low bid.

Capital Budget And Capital Improvement Pro-
gram - BOCC Policy 03.02.02.00: During the first
year of the County’s biennial budget Hillsborough
County will develop and implement a comprehensive
Capital Budget and a six-year Capital Improvement
Program. The first two years of the Capital Program
will represent the Capital Budget with the remaining
four years representing the Capital Plan. During the
second year of the County’s biennial budget there
will be a one-year Capital Budget and a four-year
Capital Plan.

The Planning Commission, Constitutional Officers,
Environmental Protection Commission, County Ad-
ministrator and their departments, other agencies
which provide services to Hillsborough County resi-
dents, and organized citizen groups, will have the
opportunity to provide input to the Capital Improve-
ment Program process. Capital project financing will
be derived from various funding sources including,
but not limited to, bonds, short term loans and notes,
fuel taxes, federal and State grants, community in-
vestment tax (Local Government Infrastructure Sur-
tax), enterprise revenue, impact fees and the levy of
ad valorem taxes and non-ad valorem assessments
as determined by the Board of County Commission-
ers.

The Capital Improvement Program will comply with
the Laws of Florida, (specifically Florida Statute
125.85(2) Florida Statutes), the Florida Administrative
Code, Generally Accepted Accounting Principles
(GAAP), necessary to assure proper accounting and
fiscal management techniques and any County Ordi-
nance, Policy and Procedure which relates to Capital
Improvements and does not prohibit or restrict com-
pliance with Section 218.33, Florida Statutes.

A list of priority categories for the Capital Improve-
ment Program will be established by the Board of
County Commissioners. This list will determine initial
consideration of proposed projects for the Capital Im-
provement Program and provide a basis for evalua-
tion and subsequent funding. Conformance with
Board priority categories will aid in assuring the wor-
thiness of a capital improvement project in relation to
factors such as public health, safety, welfare, impact
on the operational cost for government services and
the implications for concept of growth management.

Additions or deletions of projects in the adopted Capi-
tal Improvements Program shall be by a Resolution of
the Board of County Commissioners amending the
Capital Improvements Program Resolution. Such ad-
ditions or deletions shall be submitted to the Planning
Commission for review of the change’s impact upon
the adopted level of service at least ten calendar days
prior to the Board of County Commissioners’ meeting
at which the amendment is to be considered.

Changes in the cost of a current year project, advanc-
ing projects into the current year or delaying them
from the current year to a future year in the adopted
Capital Improvements Program shall be handled pur-
suant to the budget amendment procedure contained
in Section 129.06, Florida Statutes.

Changes in the cost of a current year project that are
less than 10% or less than $100,000, whichever is
least, of the project’s all years budget (including all
funding sources), can be adjusted with the approval
of the County Administrator under the Administrative
Budget Amendment process. The Board of County
Commissioners will be provided with a quarterly re-
port of all such administrative adjustments.

Emergency additions to the Capital Improvements
Program shall be made pursuant to the County Ad-
ministrator's emergency purchasing authorization in
the Hillsborough County Purchasing Manual with ap-
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propriate amendments to the Capital Improvements
Program to be made as soon as reasonably possible
thereafter.

In addition to the Capital Budget and the Capital Im-
provement Program, an annual update will be pre-
pared, as identified in the Comprehensive Plan for
Unincorporated Hillsborough County. Specifically,
an annual update will be provided for:

a. public facilities requirements related to standards
set for potable water, sanitary sewer, solid
waste, stormwater management, parks and rec-
reation facilities, and arterial and collector roads;
and

b. revenue forecasts and analysis of financial ca-
pacity, as related to the above-listed public facili-
ties.

Purpose: The purpose of this policy is to establish
Board of County Commissioners guidelines and re-
qguirements for the submission of an annual Capital
Budget and the biennial development of a Six-Year
Capital Improvement Program (CIP) that will be
county-wide in scope and administer the implemen-
tation framework for an adequate capital projects
foundation to serve the needs of the residents of
Hillsborough County. The CIP is designed to bal-
ance the need for public facilities and infrastructure
as expressed by the County’s Comprehensive Plan
with the fiscal capability of the County to meet those
needs. The CIP serves as a general planning guide
for the construction of general purpose and utility fa-
cilities in the County. The CIP process provides a
framework for careful development of reliable capital
expenditure and revenue estimates and the timely
scheduling of short- and long-term debt issues.

Definition: For the purpose of the Hillsborough
County Capital Improvement Program:

1. A Capital Project is a set of activities, with re-
lated expenditures and schedule which includes
one or more of the following:

a. delivery of a distinct asset or improvements
to an existing asset, which will become an
asset owned by Hillsborough County and be
recorded on the financial records of the
County as a capital asset under generally
accepted accounting principles,

b. any contribution by Hillsborough County to
other governmental or not-for-profit entities

for the purpose of delivering a capital im-
provement. In situations where the improve-
ment is not nor will it become an asset of the
County, it will be included in the Capital Im-
provement Program as a contribution,

c. any project, including equipment, which is
funded from the Community Investment Tax
(CI),

d. any engineering study or master plan neces-
sary for the delivery of a capital project, and

€. major repair, renovation or replacement of ex-
isting facilities.

The cost and timing of these Capital Improvements
are to be identified in the Capital Improvement Pro-
gram. The project scope, schedule, and costs ap-
proved by the Board of County Commissioners. A
Project Manager is identified for managing each capi-
tal project.

2. A Major Repair, Renovation or Replacement
Capital Project is a project which is primarily in-
tended to preserve or enhance the operational
condition of the existing facility and may increase
the capacity of the facility. Facilities undergoing
major repair and replacement may include exist-
ing buildings, roads for resurfacing purposes,
wastewater treatment facilities, etc. A project will
be considered for the Major Repair, Renovation
or Replacement Capital Project category if it has
an estimated cost of $100,000 or greater, or ex-
tends its useful life by at least five years, or adds
capacity or square footage to an existing facility,
or will require more than a twelve-month period to
deliver. A project which does not extend the use-
ful life of the asset by at least five years, or does
not add capacity or square footage to an existing
facility and will be delivered within a twelve-month
period will be included in the County's routine re-
pair and replacement program.

3. The Capital Improvement Program is the
Board’'s approved financial plan of Capital Pro-
jects. The Capital Improvement Program will in-
clude “new” Capital Projects and Major Repair,
Renovation or Replacement Capital Projects.
“New” Capital Projects include the acquisition of
new capital facilities through either purchase or
construction, or assets acquired through pub-
lic/private partnerships. The Capital Improvement
Program should include any new facility or any
existing facility which is being changed to either
extend the useful life by at least five years, in-
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crease capacity, increase square footage, in-
crease the level of service to the community, or
change the function of the facility.

4. Project Costs represent the purchase price or
construction costs of a project, including other
capitalizable costs incurred such as feasibility
studies, cost-benefit analysis, site acquisition,
legal and title costs, appraisal and surveying
fees, architect and accounting fees, design and
engineering services, initial fixtures and equip-
ment, and transportation charges necessary to
place the completed asset in its intended loca-
tion and condition for use.

Responsibility: It is the responsibility of the Man-
agement and Budget Department under the direction
of the County Administrator to prepare and submit to
the Board of County Commissioners for its approval
and adoption:

a. a Capital Improvement Budget; and
b. a Capital Improvement Program for Hillsborough
County.

The Management and Budget Department is also re-
sponsible for preparing and submitting the annual
update for the unincorporated area.

BOARD OF COUNTY COMMISSIONERS PRIOR-
ITY CATEGORIES FOR THE CAPITAL IMPROVE-
MENT PROGRAM - The following criteria, which is
not presented in any sequence, will be used to es-
tablish priority for making decisions related to capital
projects to be funded in the Capital Improvement
Program:

e Projects which are necessary to conform to state
or federal laws or court rulings.

e Projects eligible for restricted revenues such as
state and federal grants.

e Projects necessary in carrying out Hillsborough
County’s Comprehensive Plan for unincorpo-
rated Hillsborough County.

e Major repair and replacement capital projects.

e Projects which reduce future operating costs or
improve effectiveness of operation of county ser-
vices.

e Projects which are essential to the health, safety
and welfare of the community.

e Projects which stimulate private investment or
otherwise effect measurable neighborhood and
economic improvement.
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e Projects which involve inter-agency cooperation.

e Projects which will improve the cultural and rec-
reational activities of the community.

e Projects which provide measurable environmental
benefit.

e Projects which improve accessibility to County fa-
cilities to all citizens.

Budget Submissions - BOCC Policy 03.02.02.01:
It is the policy of the Board of County Commissioners
(BOCC) submit budget request for the upcoming year
(or in the case of a two year budget process, for two
years) in accordance with the budget instructions dis-
tributed annually by the County Administrator, as des-
ignated Budget Officer.

(Exception: This policy does not apply to organiza-
tions receiving funds through a contract or interlocal
agreement.)

Purpose: The purpose of this policy is to provide
consistent disclosure of the budgets requested by or-
ganizations funded by the Board of County Commis-
sioners (BOCC).

Responsibility: It is the responsibility of each or-
ganization requesting funds to comply with this policy.
The County Administrator, as designated Budget Offi-
cer, will advise the BOCC if any organization fails to
provide the necessary detail.

Use of Excess Fund Balance- BOCC Policy
03.02.02.02: 1t is the policy of the BOCC that upon
completion of the annual financial audit, any excess
fund balance in the General Fund and General Pur-
pose MSTU Fund will be appropriated by budget
amendment pursuant to Section 129.06, Florida Stat-
utes, as follows:

e 25 percent will be transferred to a fleet replace-
ment account in the Fleet Services Fund for the
replacement of vehicles including annual rental
costs until the County's fleet replacement account
for each fund has attained industry replacement
standards, as identified by the Fleet Maintenance
Department; and

e 25 percent will be transferred to a designated re-
serve in the Self Insurance Fund for unbudgeted
litigation or judgement expenses until the reserve
in that account equals one percent of the com-
bined General Fund and General Purpose MSTU
Fund; and
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e 50 percent will be appropriated to the catastro-
phic emergency reserve in the Self Insurance
Fund until reserves in that account match eight
percent of expenditures in the General Fund and
General Purpose MSTU Fund; and

e any additional funds remaining as a result of
meeting the required thresholds identified in (1),
(2) or (3) will be split in the same ratio to meet
the remaining threshold(s).

Once the standards are met for fleet replacement,
unbudgeted litigation and judgments, and catastro-
phic reserves, excess fund balance in either fund
may be appropriated in the next adopted budget for
any legal purpose.

Excess fund balance is defined as both, (1) underex-
penditures which may be realigned in the budget in
which it was appropriated pursuant to Section
129.06(2)(a), Florida Statutes and, (2) unanticipated
revenue which may be appropriated pursuant to Sec-
tion 129.06(2)(f), Florida Statutes, that combined ex-
ceed the budgeted beginning fund balance for the
next fiscal year.

Purpose: The purpose of this policy is to provide for
prudent use of any excess fund balance to improve
the County's financial security.

Responsibility: It is the responsibility of the Man-
agement and Budget Department, under the direc-
tion of the County Administrator as Budget Officer, to
implement this policy.

Earmarking of Funds - BOCC Policy 03.02.02.03:
It is the policy of the BOCC that the budget avoid
"earmarking" of available revenues that would un-
necessarily restrict the full range of potential uses of
such revenues. The use of various funds, however,
will be consistent with generally accepted accounting
principles and Florida Statutes, Section 129.02.

Purpose: The purpose of this policy is to provide the
BOCC maximum discretion in the use of its funds.

Responsibility: It is the responsibility of the Man-
agement and Budget Department, under the direc-
tion of the County Administrator, to implement this

policy.

Self Insurance Fund - BOCC Policy 03.02.02.04: It
is the policy of the BOCC that the County's self-
insured programs are fully funded, including reserves
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for incurred-but-not-reported (IBNR) claims, through
annual assessments to covered departments and
agencies. Unrecovered costs in one year may be re-
covered in a subsequent year through adjustments to
charges.

Purpose: The purpose of this policy is to ensure that
all programs managed through the Self Insurance
Fund are fully funded through the fees recovered
through covered departments and agencies, including
administrative costs and reserves. Covered programs
include: health insurance, worker's compensation,
auto liability, and general liability.

Responsibility: It is the responsibility of the Man-
agement and Budget Department, the Purchasing
Department, and the Human Resources Department,
under the direction of the County Administrator, to
implement this policy.

Pay-As-You-Go Funding of Capital Improvement
Projects - BOCC Policy 03.02.02.05: It is the long-
term policy of the BOCC to use at least one percent
of the County's unrestricted General Fund revenues
and one percent of the County's unrestricted General
Purpose MSTU Fund revenues to provide pay-as-
you-go funding for the general government capital
improvement program (CIP) for renewal, replacement
and/or improvement of County facilities. For the pur-
pose of this calculation, fund balance, transfers and
other non-revenue sources will not be considered.

Purpose: The purpose of this policy is to establish a
long-term target for financing a portion of the County's
general government capital improvement program
through pay-as-you-go funding, in order to provide
adequate funding for minor projects, rehabilitation and
renovation of existing assets, and front-end funding of
other projects for which total project cost has not
been calculated.

Responsibility: It is the responsibility of the Man-
agement and Budget Department, under the direction
of the County Administrator, to implement this policy.

Prioritization of Capital Projects - BOCC Policy
03.02.02.06: 1t is the policy of the BOCC that capital
projects be prioritized based on standards established
for each program. Within the prioritization process,
capital maintenance of existing infrastructure will be
given a higher priority than new construction. New
construction projects will be prioritized based on
standards established for each program, including
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comprehensive plan standards and impact fee stan-
dards.

Purpose: The purpose of this policy is to ensure
that prioritization of capital projects reflect estab-
lished community standards, and that the County
maintains its existing infrastructure investments.

Responsibility: It is the responsibility of the Man-
agement and Budget Department, using input from
the Planning and Growth Management Department,
under the direction of the County Administrator, to
implement this policy.

Minimizing the Expense of Financing Capital Pro-
jects - BOCC Policy 03.02.02.07: 1t is the policy of
the BOCC that short-term or long-term financing for
capital projects be based on anticipated cash re-
quirement so as to borrow only when funds are
needed, and to fully comply with federal tax code in
regard to arbitrage rebates. That is, funds shall not
be borrowed for future phases of a project, if those
funds will not be needed within the next twelve
months and the County will incur additional interest
expense or operating impacts as a result of such ac-
tion.

As necessary, the County will employ the use of
bond anticipation notes (BAN’s), pay-as-you-go fi-
nancing until an accurate project cost can be deter-
mined, and/or breaking a bond issue into phases.

Purpose: The purpose of this policy is to minimize
the financing (interest) expense and operational im-
pacts that may result from borrowing funds for future
capital project requirements.

Responsibility: It is the responsibility of the Man-
agement and Budget Department, and the Debt
Management Department, under the direction of the
County Administrator, to implement this policy.

Operating Impact of Capital Projects - BOCC Pol-
icy 03.02.02.08: It is the policy of the BOCC that all
capital projects considered for funding by the County
include information on the potential impacts on main-
tenance, as well as any cost of operating the project.
Such information will include any savings resulting
from the project, as well as any new costs. The op-
erating impact information shall be provided for the
period covered in the County's current six year Capi-
tal Improvement Program. No capital project shall be
funded unless operating impacts have been as-

22.

23.

sessed and the necessary funds can be reasonably
assumed to be available, when needed.

Purpose: The purpose of this policy is assess the
impact of capital projects on the need for operational
funding. Such assessment should prevent the County
from building or acquiring a project that the County
cannot afford to operate and/or maintain.

Responsibility: It is the responsibility of the Man-
agement and Budget Department, under the direction
of the County Administrator, to implement this policy.

User Fees and Cost Recovery - BOCC Policy
03.02.02.09: 1t is the policy of the BOCC that the
County may from time to time establish or update
fees for services provided by the County (user fees).
The County will identify the full cost of providing a
service for which fees are charged. Wherever practi-
cal, the County shall identify cost recovery goals for
each fee and authorize automatic adjustment so that
the fee can be updated to recover the same portion of
the County’s cost over time. The calculation of cost
will include all reasonable and justifiable direct and
indirect cost components.

Purpose: The purpose of this policy is to identify the
full cost of services for which user fees are charged
and to establish, over time, specific cost recovery
goals for these services that can be maintained as
costs change.

The calculation of the full cost of providing a service
does not suggest that user fees should fully recover
the cost, only that the public should know what por-
tion of the cost is being recovered through user fees,
and such recovery rate should be maintained unless
the Board acts to increase or reduce a cost recovery
goal.

Recovery of Indirect Costs - BOCC Policy
03.02.02.10: 1t is the policy of the BOCC that for the
calculation of the value of indirect services provided
to a department (exclusive of any grant-funded pro-
grams), the County use the most current, "full-cost"
cost allocation plan.

e Enterprise operations - Each County enterprise
operating shall reimburse the General Fund for
the Calculated Value of indirect services provided
to the enterprise. These costs should be incorpo-
rated into service charges levied by the enter-
prise. The amount actually charged should be
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based on the amount derived during the budget
process.

e Internal service operations - Each County inter-
nal service operation shall reimburse the Gen-
eral Fund for the calculated value of indirect ser-
vices provided to the internal service depart-
ment. These costs should be incorporated into
service charges levied by the internal service
fund.

e Building Division - The Building Division of the
Planning and Growth Management Department
shall reimburse the General Fund for the calcu-
lated value of indirect services provided to the
Building Division. These costs should be incor-
porated into permit and licensing fees levied by
the Division.

e Special Library District - The Library Services
Department, which is funded through the Special
Library District, shall reimburse the General
Fund for the calculated value of indirect services
provided to the Library Services Department.
These costs should be incorporated into the an-
nual budget, and should be covered by the mil-
lage levied for the Special Library District Fund.

e Other Funds - As appropriate, other operating
funds such as the General Purpose MSTU Fund
and the Transportation Trust Fund will reimburse
the General Fund for the calculated value of indi-
rect services provided to departments funded
from those funds. The Management and Budget
Department should determine where such
charges are appropriate. These costs should be
incorporated into the annual budget, and should
be covered by the revenues available to those
funds.

Purpose: The purpose of this policy is to establish
how indirect cost charges are assessed to recover a
portion of the General Fund costs for central service
departments from other funding sources.

Responsibility: It is the responsibility of the Man-
agement and Budget Department, under the direc-
tion of the County Administrator, to implement this

policy.

Anticipated Revenue Shortfalls - BOCC Policy
03.02.02.11: 1t is the policy of the BOCC that in the
event a significant revenue shortfall is within an op-
erating fund, the County will develop a plan to reduce
expenditures, use reserves, or take other appropriate
actions to maintain the financial integrity of the
County.
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Purpose: The purpose of this policy is to ensure that
a measurable reduction in revenues results in actions
to reduce expenditures. Budget control is based on
budgeted revenues. In the event actual revenues are
anticipated to fall short of budget, expenditures
should be reduced to ensure that a shortage of funds
or a drawdown of fund balance does not occur.

Responsibility: It is the responsibility of the Man-
agement and Budget Department, under the direction
of the County Administrator, to implement this policy.

Fleet Maintenance -BOCC Policy 03.02.02.12: ltis
the policy of the BOCC that the Fleet Maintenance
Department operate within an internal service fund.
The internal service fund shall recover, over time, the
full cost of providing fleet maintenance services to
customers, as well as the projected replacement cost
(net of salvage value) for vehicles owned by Fleet
Maintenance and rented to departments and agen-
cies. The Department will develop a fleet replacement
schedule and update that schedule annually.

Within this internal service fund, there will be main-
tained a fleet replacement reserve, the purpose of
which is to accumulate the funds necessary to re-
place County vehicles when they meet County stan-
dards for replacement. Fleet replacement standards
shall be reviewed annually to ensure rental rates are
set to recover sufficient funds to replace vehicles.

Purpose: The purpose of this policy is to operate the
Fleet Maintenance Department in a self-sufficient
manner, reflecting both maintenance of County vehi-
cles and replacement of vehicles.

Responsibility: It is the responsibility of the Fleet
Maintenance Department, under the direction of the
County Administrator and with the assistance of the
Management and Budget Department and the Debt
Management Department, to implement this policy.

Pay Comparability with Public And Private Em-
ployers- BOCC Policy 03.02.02.13: It is the policy
of the BOCC that pay ranges for all employees be ad-
justed so that the County can maintain the 50th per-
centile in a comparison of pay with public and private
employers. For the purposes of that comparison, the
midpoint of each County pay range is the imputed
market value of a job and should be set so that one-
half of comparable employers pay lower (the basis for
a 50th percentile) and the other one-half pay higher.
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Purpose: The purpose of this policy is for the
County to be a competitive employer.

Responsibility: It is the responsibility of the Man-
agement and Budget Department and the Human
Resources Department, under the direction of the
County Administrator, to implement this policy.

Performance Pay - BOCC Policy 03.02.02.14: Itis
the policy of the BOCC that the budget include an
annual pay adjustment for employees, with each
employee's actual pay adjustment based on an as-
sessment of job performance.

Purpose: The purpose of this policy is for the
County to maintain a pay system for employees un-
der the County Administrator that ties pay increases
to performance as an incentive for employee per-
formance.

Responsibility: It is the responsibility of the Man-
agement and Budget Department and the Human
Resources Department, under the direction of the
County Administrator, to implement this policy.

Performance Measurement - BOCC Policy
03.02.02.15: 1t is the policy of the BOCC that per-
formance measures be developed for all organiza-
tions to provide information on workload, efficiency
and effectiveness. Comparative information should
be provided in budget documents for a minimum of
three or four years--the previous year, the current
year, and the upcoming budget year or years. Selec-
tion of measures shall reflect quantifiable key objec-
tives for each organization, industry standards, and
the availability of data.

Purpose: The purpose of this policy is to provide the
public with quantifiable objectives for each organiza-
tion and statistics on performance that can be com-
pared over time, and against similar organizations in
other jurisdictions. Objectives and measures provide
the public with information on outcomes resulting
from the investment of public funds in an organiza-
tion's operations.

Responsibility: It is the responsibility of the Man-
agement and Budget Department, under the direc-
tion of the County Administrator, to implement this

policy.
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Multi-Year Projection of Operating Funds - BOCC
Policy 03.02.02.16: It is the policy of the BOCC that
the County annually prepare a Pro Forma projection
of revenues and expenditures for the General Fund
and Unincorporated General Fund that builds on the
adopted current year budget and extends that budget
five years - consistent with the period covered by the
County's capital improvement program. The projec-
tions should include the anticipated operating impacts
of the adopted capital improvement program. Major
assumptions should be outlined and sensitivity analy-
sis should be provided for alternate assumptions. In
addition to the financial projections, the County will
prepare a financial plan outlining how the County can
address any shortfalls identified in the projections.

Purpose: The purpose of this policy is to establish
multi-year financial planning as a strategic planning
tool for major operating funds that receive ad valorem
tax revenue. A model can be used with trend analysis
to project future revenues and expenditures using al-
ternative economic, planning and policy assumptions.
The model can be used, in turn, to develop a financial
plan of action to address any identified needs.

The financial planning process helps shape decisions
and permits necessary and corrective action to be
taken before problems become more severe. A finan-
cial forecast and the associated financial plan is not a
forecast of what is certain to happen, but rather a de-
vice to highlight significant issues or problems that
must be addressed if goals are to be achieved, and a
plan to address those issues or problems.

Responsibility: It is the responsibility of the Man-
agement and Budget Department, under the direction
of the County Administrator, to implement this policy
by preparing an annual report by February 1.

Budgetary Position Control- BOCC Policy
03.02.02.17: 1t is the policy of the BOCC that the to-
tal number of permanent full-time positions and part-
time positions working 30 hours or more per week
approved in the adopted budget for each department,
agency or office may not be exceeded without prior
approval of a change in the authorized staffing level.
The County Administrator as designated Budget Offi-
cer, may authorize position realignments between
departments, agencies and offices with the consent of
any affected appointing authorities, so long as the re-
alignment is not inconsistent with the work program in
the approved budget.
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Additions to the approved number of total positions
(i.e., permanent full-time and part-time positions
working 30 hours or more per week in all organiza-
tions funded by the BOCC) will require BOCC ap-
proval.

Purpose: The purpose of this policy is to control ex-
penditures on positions through control of the num-
ber of positions each organization is authorized to fill.

Responsibility: It is the responsibility of the Man-
agement and Budget Department, under the direc-
tion of the County Administrator, to implement this

policy.

Budget Override Authority - BOCC Policy
03.02.02.18: 1t is the policy of the BOCC that a pro-
cedure exist to permit the County Administrator, as
designated Budget Officer, to provide authorization
to the Clerk of Circuit Court, as Chief Financial Offi-
cer, to bypass or override established budgetary con-
trols when there are no appropriations or insufficient
appropriations with a designated department or
agency funding source. To address the immediate
operational requirement, such override will be re-
guested only in situations when it is absolutely nec-
essary and when a budget amendment has been
prepared for approval by the BOCC at any of their
next scheduled meetings, and when the County Ad-
ministrator is not aware of any reason why the BOCC
would reject approval of the budget amendment. At
no time shall the fund be overexpended. The author-
ity to prepare the budget amendment and coordinate
the override with the Clerk of the Circuit Court may
be delegated to the Budget Director.

In addition, this policy also authorizes the Clerk of
Circuit Court to automatically process overrides on
statutory payments (i.e., payroll, payroll benefits, and
workers compensation payments), accounting sys-
tem interfaces, and accounting corrective action
when such processing is in the best interest of the
County.

Budget amendments to correct such overrides be-
come the responsibility of the department or agency
through their routine budget monitoring process.

Purpose: The purpose of this policy is to provide for
temporary bypass of normal budgetary controls
when, in the conduct of normal business, a depart-
ment or agency has expended its approved budget
or has incurred unanticipated expenditures and it be-
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comes necessary to issue warrants or process pur-
chase orders or requisitions prior to having the Board
of County Commissioners (BOCC) approve additional
appropriations through a budget amendment.

Responsibility: It is the responsibility of the Man-
agement and Budget Department, under the direction
of the County Administrator, to implement this policy.

Balanced Budget - BOCC Policy 03.02.02.19: 1t is
the policy of the BOCC that the County adopt a bal-
anced budget for all funds and any component sub-
funds of those funds. The County will avoid budget
and accounting practices that balance the budget at
the expense of future budgets. The budget will not
use one-time (non-recurring) sources to fund continu-
ing (recurring) uses, postpone expenditures, inten-
tionally underestimate expenditures or overstate
revenues, or use external borrowing for operational
requirements.

Purpose: The purpose of this policy is to establish
professional standards for the balancing of the annual
budget that are consistent with a goal of long term fi-
nancial health for the County.

Responsibility: It is the responsibility of the Man-
agement and Budget Department, under the direction
of the County Administrator, to implement this policy.

Budgetary Control - BOCC Policy 03.02.02.20: ltis
the policy of the BOCC that the budget be controlled
at the level of character of expense within a subfund,
by department or agency. In accordance with Florida
Statutes, Section 129.06, the County Administrator,
as designated Budget Officer, may authorize budget
amendments within a subfund and within a depart-
ment or agency or within a County Administrator de-
partment. Budget amendments will only be authorized
with the consent of any affected agency.

Reserves and new revenues may not be appropriated
through this process, intrafund and interfund transfers
may not be changed, and total appropriations of the
department or agency shall not be changed.

Purpose: The purpose of this policy is to formalize
the County's level of budgetary control, and to provide
for the administrative realignments of funds by the
Budget Officer in accordance with Florida Statutes,
Section 129.06, to deal with unexpected needs as
long as service to the public is not negatively im-
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pacted, and as long as there is timely reporting to the
BOCC.

Responsibility: It is the responsibility of the Man-
agement and Budget Department, under the direc-
tion of the County Administrator, to implement this

policy.

Fiscal Year - BOCC Policy 03.02.02.21: It is the
policy of the BOCC that County programs be oper-
ated on a fiscal year period beginning each October
1, and ending the following September 30, except
where such timing is inconsistent with federal or
state programs. Operating contracts will include lan-
guage that funding in future fiscal years will be sub-
ject to the availability of funds.

Purpose: The purpose of this policy is to conform
the timing and reporting of County-operated pro-
grams to the fiscal year established for counties un-
der Florida Statutes, Section 129.04, except where
such timing would be inconsistent with federal or
state programs. Consistent timing of program years
with the fiscal year will allow reconciliation between
program reporting and existing requirements for fi-
nancial reporting. In general, this impacts non-grant
programs where program reporting will be inconsis-
tent with financial reporting unless both follow the
same reporting period.

Responsibility: It is the responsibility of the Man-
agement and Budget Department, under the direc-
tion of the County Administrator, to implement this

policy.

Reserve for Cash Balance (Stabilization Funds) -
BOCC Policy 03.02.02.22: 1t is the policy of the
BOCC that the County budget an ending fund bal-
ance for an upcoming fiscal year equal to a minimum
of 5 percent of expenditures. The calculation will be
based on expenditures in the most recent year for
which audited actuals are available. For example, in
preparing the budget for FY 08, an ending fund bal-
ance will be budgeted equal to 5 percent of FY 06
audited expenditures, since the budget for FY 08 will
be prepared during FY 07. If a budget for FY 09 is
also budgeted as a part of a biennial budget process,
it will also be based on FY 06 expenditures, since
that will still be the most recent year for which au-
dited expenditures are available.
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For the purpose of this calculation, expenditures will
include transfers to Constitutional Officers but exclude
interfund transfers.

This policy applies to the following operating funds:
General Fund, Unincorporated General Fund (MSTU
Fund), and Special Library District Fund.

Recognizing that the minimum 5 percent target may
not be accomplished immediately, the County will
move toward that level through the following interim
objectives:

FY 00 a minimum of 0.625 percent
FY 01 a minimum of 1.250 percent
FY 02 a minimum of 1.875 percent
FY 03 a minimum of 2.500 percent
FY 04 a minimum of 3.125 percent
FY 05 a minimum of 3.750 percent
FY 06 a minimum of 4.375 percent
FY 07 a minimum of 5.000 percent

Purpose: In order to be fiscally prudent, current
revenues should pay for current expenditures. One-
time sources such as beginning fund balance should
be allocated only to one-time uses or carried forward.
A reserve for cash balance to be carried forward as
authorized by Section 129.01(2)(C)2. Florida Statutes
should be budgeted each year at an adequate level to
insulate the County against unanticipated revenue
shortfalls and/or unanticipated expenses in the up-
coming year and to ensure that sufficient cash is
available in the following year to meet the County’s
obligations until revenues are anticipated to be avail-
able.

Responsibility: It is the responsibility of the Man-
agement and Budget Department, under the direction
of the County Administrator, to implement this policy.

Fact Based Decision Making - BOCC Policy
03.02.02.23: 1t is the policy of the Board of County
Commissioners that departments and organizations
engage in the collection and use of data in making
decisions. Such a process will ensure the financial
stability of the County is maintained, and County resi-
dents and businesses are well-served through effec-
tive decision-making.

Purpose: The purpose of this policy is to establish
that Hillsborough County government should incorpo-
rate the review of facts underlying an issue prior to
making decisions. This pertains to decisions made
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both by staff and by the Board of County Commis-
sioners. The facts used may include financial data,
legal precedents, engineering statistics and other
forms of data.

Responsibility: It is the responsibility of each de-
partment and organization to comply with this policy.

Service and Program Delivery - BOCC Policy
03.02.02.24: 1t is the policy of the Board of County
Commissioners (BOCC) that each department and
organization funded by the BOCC continually meas-
ure the efficiency and effectiveness of services and
programs and benchmarks.

Purpose: The purpose of this policy is to establish
that services and programs provided by the County
are evaluated to ensure that the best approach for
delivery is selected which is both efficient and effec-
tive. Programs and services are the methods by
which a government addresses priorities created
through its policies and plans.

Responsibility: It is the responsibility of the Man-
agement and Budget Department, under the direc-
tion of the County Administrator, to implement this

policy.

Budget Adjustment For Turnover Savings -
BOCC Policy 03.02.02.25: 1t is the policy of the
Board of County Commissioners that in preparing the
budget, the County Budget Officer may budget less
than the calculated annual cost of personnel based
on an analysis of historical expenditure trends which
reflect the savings that result from resignations, re-
tirements, transfers, etc. In the event an amount is
budgeted that is less than that which would be nec-
essary to pay all employees for a full year, the
amount that is subtracted from the budget to reflect
such turnover savings or attrition will be placed in a
reserve within the respective fund and be available
only for appropriation to meet personnel costs for
budgeted positions. This reserve shall not be used to
hire new employees or to meet other operational re-
quirements. The funds placed in reserve may be
used to meet unanticipated personnel requirements
of any organization in which a reduced level of per-
sonnel funding was budgeted as a result of the appli-
cation of this policy. Any balance remaining at year-
end will be available for appropriation in the subse-
guent year.
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In implementing this policy, provisions should be
made to exempt organizations with fewer that 50 po-
sitions and this policy does not apply to the budgets
of Constitutional Officers.

Purpose: The purpose of this policy is to allow the
budget to reflect anticipated year-end personnel ex-
penditures while ensuring that adequate funds are
available to fund all positions throughout a fiscal year.

Budgeting the cost of positions based on historic
knowledge of savings that result from turnover result-
ing from resignations, terminations, retirements, and
promotions (also known as budgeting for attrition) bet-
ter reflects what will actually be spent on personnel
costs. At the same time, provision must be made in
case turnover is less than anticipated, and to recog-
nize the potential problems for organizations with few
employees and for Constitutional Officers who main-
tain their own accounting systems and return unspent
funds at year-end.

Responsibility: It is the responsibility of the Man-
agement and Budget Department, under the direction
of the County Administrator as County Budget Officer,
to implement this policy.

Use of Capital Project Appropriations - BOCC Pol-
icy 03.02.02.26: Appropriations for a capital project
deemed not needed to complete that project should
be appropriated in the following order.

In accordance with bond covenants, grant contracts,
statutory provisions, or other legal requirements,
maintain a contingency balance within each subfund
sufficient to allow completion of currently approved
capital projects. This contingency balance (the sum
of Allocated Funds for Future Capital Projects, Allo-
cated Funds for Future Land Acquisition and Reserve
for Future Capital outlay) shall be computed as fol-
lows:

1) On an all years basis, the contingency balance for
capital projects within any subfund shall equal at
least 10% of the subfund’s total all years appro-
priation less the sum of actual all years expendi-
tures, all reserves, and all years appropriations
for allocated funds for future land acquisition and
future capital projects.

2) Once contingency balance requirements have
been met, remaining capital project appropria-
tions may be used to reduce outstanding debt
within the applicable program if permitted by bond
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covenants and if doing so does not create an
economic or financial loss.

If the requirements in 1) and 2) above have been
met, remaining funds may be used to initiate new
projects.

Depending on the original funding source, if no un-
funded needs currently exist, if no other require-
ments are specified under bond covenants, grant
contracts, statutory provisions or other legal require-
ments, excess funds shall be added to Reserve for
Future Capital Outlay. If the funds were originally
transferred from a tax fund then remaining appropria-
tions may be returned to that tax fund.

Note that any time a budget amendment (either ad-
ministrative or Board agenda item) is submitted to
reduce the total funding for a given project, the
amount of the proposed reduction will be deemed to
be “remaining” appropriations subject to this policy.

Appropriations associated with projects from general
allocations for a type of project (i.e., the annual ap-
propriation for road resurfacing, sidewalks, intersec-
tion improvements, median barriers, school flashers,
etc.) will be returned to the allocated funds account
established for that purpose and will not be subject to
these requirements.

Responsibility: It is the responsibility of the Man-
agement and Budget Department, under the direc-
tion of the County Administrator as County Budget
Officer, to implement this policy.

Environmental Land Acquisition Program (ELAP)
Fund - BOCC Policy 03.02.03.00: It is the policy of
the Board of County Commissioners that general ob-
ligation bonds for ELAP not be issued this fiscal year
in order to save issuance and interest costs. Further,
it is the policy of the Board that .25 mills be levied in
September 1991 to continue the ELAP program and
to further adopt an ordinance or to amend the exist-
ing ordinance to declare the levy in September 1991,
the first year of the 20-year period.

Purpose: The purpose of this policy is to clarify the
financing of the Environmental Land Acquisition Pro-
gram (ELAP) for 1991-1992 as it pertains to a refer-
endum approved by voters on March 3, 1987, and a
referendum approved by voters on October 2, 1990.
The 1987 referendum authorized a tax levy of up to
.25 mills for a period not to exceed four years. The
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1990 referendum authorized general obligation bonds
payable from ad valorem taxes at a rate not exceed-
ing .25 mills in any one year for a period not to ex-
ceed 20 years from the first levy.

Responsibility: It is the responsibility of the Munici-
pal Services Team under the County Administrator to
be the coordinating agency for this policy.

Reserve for Catastrophic Emergencies - BOCC
Policy 03.02.04.00: 1t is the policy of the (BOCC) to
maintain a Catastrophic Emergency (“Rainy Day”) re-
serve within the County’s Self Insurance Fund for
events of such magnitude that they could not other-
wise be covered by available, budgeted funds. This
reserve shall be used only for one or more of the fol-
lowing events:

e Local disaster recover requiring County expendi-
tures;

e Unanticipated County liability;

e Major County revenue shortfall.

Expenditures or revenue of the County’'s enterprise
operations are excluded. Use of this reserve requires
approval by a super majority vote of the BOCC, and
the prior drawdown of all available, and appropriate,
contingency reserves.

Reserve for Contingency - BOCC Policy
03.02.05.00: It is the policy of the Board of County
Commissioners (BOCC) to reduce the draw downs on
the Reserve for Contingencies to only those requests
that meet one or more of the following criteria:

1. could not be reasonably anticipated during the
budget process for the current year and without
funding would result in material financial penalty
or detriment to the County;

2. are the result of new unfunded/federal mandates
that require immediate funding;

3. would not be part of any County competitive fund-
ing program in the following year, and/or;

4. are offset by unbudgeted revenues that cannot be
appropriated in the current year.

All requests will require detailed justification including
a statement as to why these requests could not wait
until the next budget cycle, and will require a super-
majority vote of the BOCC for passage.

Purpose: The purpose of this policy is to provide a
clear guideline restricting the use of the Reserve for
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Contingency within the unrestricted general Fund
and within the unrestricted General Purpose MSTU
Fund.

Responsibility: It is the responsibility of the County
Administrator and the Budget Department to advise
the BOCC when it may be appropriate to draw down
this reserve, identifying the criterion which has been
met. Proposed budget amendments that appropriate
contingency reserves in the General Fund or General
Purpose MSTU Fund will be placed on the regular
section of the BOCC agenda of a regularly sched-
uled meeting for BOCC discussion.

Any deviation to this policy shall require a super-
majority vote of the BOCC prior to consideration of
the budget amendment.

Debt Management - BOCC Policy 03.02.06.00: It
is the policy of the Board of County Commissioners:
(a) to periodically approve the issuance of Debt Obli-
gations on behalf of the County to finance the con-
struction, acquisition and/or equipping infrastructure
and other capital assets to meet its governmental ob-
ligations to its residents; (b) to approve the issuance
of Debt Obligations to refund outstanding debt when
indicated by market conditions or management con-
siderations; (c) that such Debt Obligations are issued
and administered in such a manner as to ensure and
sustain the long-term financial integrity of the County,
to achieve the highest possible credit ratings and to
preserve and enhance the quality of life, safety and
welfare of its residents; (d) that such Debt Obliga-
tions shall not be issued or debt proceeds used to fi-
nance current operating expenditures of County gov-
ernment except as provided for herein; and, (e) to is-
sue or guarantee, if necessary, Debt Obligations on
behalf of independent authorities and agencies of the
County to finance the construction, acquisition and/or
equipping of infrastructure and capital assets which
serve a public purpose and further the goals of
County government.

[The term "Debt Obligations" shall mean bonds,
notes, letters and lines of credit, or other securities
issued by the County to fund a capital project provid-
ing a public benefit and secured by a pledge on a
specific revenue source or a covenant to budget and
appropriate specific revenues.]

Purpose: To establish parameters and guidance for
the issuance, management, monitoring, assessment
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and evaluation of all Debt Obligations (defined below)
issued by Hillsborough County.

Responsibility: It is the responsibility of the Debt
Management Department, under the direction of the
County Administrator and with the advice of the Fi-
nance Committee, to implement this policy.

Water and Wastewater Financial Policy - BOCC
Policy 03.03.01.00: Hillsborough County intends to
operate its water and wastewater system in a busi-
nesslike manner using financial procedures which are
consistent with those used in standard utilities opera-
tions. The Water Department shall be an enterprise
fund department existing solely on its own revenues
(i.e. monthly service revenues and fees, grants, inter-
est income, bond sale proceeds, etc.) and such reve-
nues are expended only for use of the Water Depart-
ment. Further, monthly water and wastewater service
revenues shall be used, to the greatest extent possi-
ble, to provide for the operation and maintenance of
the utilities system, renewal and replacement, debt
service (except for the portion eligible to be paid by
capacity fees), and any capital rehabilitation related to
service of existing customers.

In addition, the funds to expand the utilities system to
service new customers shall be obtained through ca-
pacity fees, past earnings of the system, grants (in-
cluding Community Investment Tax), proceeds from
bonded Capacity Assessments Units (CAU’s), and
un-bonded CAU's. Provided, however, that any Water
Department funds may be used to meet cash flow re-
quirements to expand the utilities system with a return
of those funds used in lieu of capacity fees. Capacity
fees and CAUSs shall be accounted for as set forth in
appropriate county ordinances and bond covenants.
Also, these fees and all other Water Department fees,
rates and charges shall be reviewed on an annual
basis to determine their sufficient for providing service
in compliance with the bond resolution.

Oversight Responsibility: The Water Department
under the direction of the County Administrator will
establish and execute procedures necessary and
comply with existing ordinances and bond covenants
to accomplish the appropriate financial planning, ac-
counting and review for the operation, maintenance
and expansion of the utilities system.

Community Investment Tax Financial Policies -
BOCC Policy 03.03.05.00: The Board of County
Commissioners is committed to the efficient delivery
of projects to be funded by the Community Invest-
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ment Tax. The Board recognizes that during the de-
livery period, the costs of the projects may change
and opportunities to expedite projects may arise.
The policy is summarized below and is described in
more detail in the attachment.

A reserve is established to cover unanticipated costs
of projects funded by the Community Investment
Tax. The County Administrator may use the reserve
to cover contingencies and cost increases which are
within 10% or $100,000 (whichever is less). If cost
increases are over 10% or $100,000, then the
County Administrator may recommend a funding al-
ternative which may include the reserve. If a project
cost is lower, its scope is reduced, or it is not feasible
to implement, then funds originally allocated to the
project will be allocated to the reserve. If the reserve
is sufficient to cover contingencies in a given year,
the County Administrator may recommend expediting
a project programmed for funding in future years. In
the event a project programmed for future years be-
comes needed sooner than anticipated, the County
Administrator may recommend using the reserve, de-
taining a current project, or consider financing. Fi-
nancing may be recommended if the following condi-
tions are met: the reserve is insufficient; there is a
cost-savings or other economic reason, and there
are sufficient staff resources to implement the pro-
ject.

Purpose: To establish financial parameters and
guidance for the implementation of projects funded
by the Community Investment Tax.

Responsibility: It is the responsibility of the Man-
agement and Budget Department and the Office of
the Capital Program Administrator, under the direc-
tion of the County Administrator, to implement this

policy.

The Writing Off of Uncollectible Accounts Re-
ceivables for the Fire Rescue Department - BOCC
Policy 03.04.20.01:

1. Fire Rescue will make every effort to insure that
each account is processed in accordance with its
operating procedures before designating the ac-
count as uncollectible.

2. Accounts that are outstanding for three years or
more from date of service will be deemed uncol-
lectible. Write offs will be done four times a Year
(as of Dec. 31, Mar. 31, Jun. 30, and Sept. 30).
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3. Accounts with a balance of $5.00 or less, and are
outstanding for three months or more will be
deemed uncollectible and written off.

4. A detailed listing of these uncollectible accounts
will be approved by the Director of Fire rescue.

5. The listing will be submitted to BOCC Accounting
Department after each write off.

6. The BOCC Accounting Department will, upon re-
ceipt of the listing, reduce accounts receivable in
the general ledger and charge the amount to the
allowance for Bad Debt Account. Fire Rescue will
reduce the balance on the Daily Collection Report
with the write off, and account details of the write
off will be removed from the subsystem.

7. The listing of the write offs will be maintained as a
permanent record. Collection against write offs
will be recorded as a separate revenue (Revenue
on prior years write off).

Purpose: County Fire Rescue shall use all reason-
able means to pursue and collect any and all monies
due the County for services provided.

Responsibility: It is the responsibility of Fire Res-
cue, under the direction of the County Administrator,
to implement this policy.

Guidelines for Use of Phosphate Severance Taxes

- BOCC Policy 03.04.24.00:

e ltis the intent that phosphate severance tax reve-
nue be separately accounted for in the County's
accounting structure so that a clear record of re-
ceipts, balances, interest earnings, and uses may
be maintained. Under the County's accounting
structure, this requires maintaining revenues and
recording expenditures within a separate subfund.

e While several uses have previously been identi-
fied as eligible uses of this tax, it is the policy of
this Board that the funds be used for phosphate-
related purposes. Pursuant to this policy, phos-
phate-related purposes shall consist of or be simi-
lar to such uses as restoration of phosphate lands
for appropriate and lawful public reuse, mitigation
or remediation of environmental damage or harm
caused or likely to be caused by phosphate min-
ing or its related and intended activity, or repair or
improvement of public infrastructure directly dam-
aged or likely to be damaged from such phos-
phate activities. Any expenditure of phosphate
severance tax revenue not covered by the above
definition will require a super-majority vote of the
Board of County Commissioners.
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e To prevent any abuse of these funds and interest
thereof, any new use of phosphate revenue, will
be reviewed by the County Attorney's Office and
then presented to the Board of County Commis-
sioners as a County Administrator recommenda-
tion in a staff report on the regular agenda for
Board concurrence. No new use will be included
in any recommended budget or budget amend-
ment presented to the Board without prior ap-
proval.

Purpose: Hillsborough County receives from the
State of Florida a portion of the taxes paid by phos-
phate mining companies for mining activities within
Hillsborough County. Florida Statutes provide certain
constraints on the use of phosphate taxes by Hills-
borough County, limiting their use to phosphate-
related expenditures. The purpose of this policy is to
establish parameters for the use of those taxes.

Responsibility: It is the responsibility of the Man-
agement and Budget Department, under the direc-
tion of the County Administrator, to implement this

policy.

Capital Funding for Outside Agencies - BOCC
Policy 04.05.00.00: It is the policy of the Board of
County Commissioners that any agreement to fund
capital projects for private, non-profit agencies must
include a specified time limit for construction to
commence and a reasonable projection for construc-
tion to be completed.

Further, it is the policy of the Board of County Com-
missioners that any agreement with a private, non-
profit agency to fund all or a portion of that agency’s
capital project also carry with it the stipulation that
the County be repaid its funding portion if the prop-
erty or facility is later sold, unless the funds are to be
used for a specifically approved purpose of the
Board of County Commissioners.

Purpose: The purpose of this policy is to establish
guidelines if and when the Board of County Commis-
sioners funds capital projects for private, non-profit
agencies.

Responsibility: It is the responsibility of the County
Administrator, through the appropriate County de-
partments, to monitor agreements with outside agen-
cies to see that this policy is maintained.

49. Funding Reclaimed Water Improvement Unit

(RWIU) Projects - BOCC Policy 09.07.07.00: For

Hillsborough County to provide Reclaimed Water Im-

provement Unit (RWIU) Projects to residential subdi-

visions, two-fold funding will be required:

1) Reclaimed Water Facilities — Transmission.
These will be funded from existing Utility Enter-
prise Fund Bond proceeds through specific Capi-
tal Improvement Program (CIP) projects. If bond
proceeds are not sufficient, other Utilities Enter-
prise funds may be used upon BOCC approval.

2) Reclaimed water Facilities — Distribution. The ini-
tial funds to design and construct these may
come from either:

e Utility System Rate Stabilization Fund;

e Short-term bond anticipation notes (BAN)
and/or,

e Other Utility Enterprise funds approved by the
BOCC.

A budget amendment will be presented to the BOCC
to appropriate the initial amounts from the above-
referenced funds (#2) and thereafter if necessary.

The Utility System funds and BAN may be refinanced
with long-term, fixed rate assessment district bonds.
Funding, regardless of its source, will be repaid from
assessments on property within the RWIU. The
choice of financing alternatives will be determined on
a case-by-case basis depending upon the economic
feasibility to the homeowners and the economic and
credit impact on the Utility Enterprise System.

Purpose: The purpose of this policy is to establish
guidelines for the funding of the Reclaimed Water Im-
provement Unit (RWIU) Projects.

Definitions:

a. Reclaimed Water Improvement Unit (RWIU). A
legal mechanism for establishing a special as-
sessment district to finance the design and con-
struction of a reclaimed water distribution system
within a subdivision.

b. Reclaimed Water Faciliies — Transmission.
Those pipes, valves, fittings, and appurtenances
used to convey reclaimed water from a wastewa-
ter treatment plant or pump station to reclaimed
water distribution facilities.

c. Reclaimed Water Facilities — Distribution. Those
pipes, valves, fittings, service connections, and
appurtenances used to convey reclaimed water
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transmission facilities to customers within a sub- e Standard and Poor's “Qualified Investments for
division. ‘AAA’ Financing,” subject to collateralization re-
quirements of Chapter 280, Florida Statutes;

Responsibility: It is the responsibility of the Public e shares of the Florida Counties Investment Trust

Utilities Department, under the direction of the (FCIT) Government Fund or any other FCIT in-

County Administrator, to be the coordinating agency vestment fund, the assets of which are restricted

for this policy to ensure compliance. to investment instruments authorized by Section

125.31, Florida Statutes or by ordinance of the

50. The Clerk is hereby authorized to invest public funds County, subject to execution of necessary docu-
on hand at prevailing market rates in: ments; and

e those investments outlined in Chapters 125.31 e other investment vehicles authorized by BOCC
and 218.415, Florida Statutes; resolution.
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