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Budget Process
->;y 0 0000000000000 OO O
October/November

Ietter From State I.ocal Finance Officer

0 Reminder to begin preparing budget
0 The Oftficial Fee Oftfice Budget Form

0 Fee Office Budget Forms on Website —
www.kydlgweb.kyv.gov

0 Consumer Price Index estimate —

No longer provided


http://www.kydlgweb.ky.gov/

Budget Schedule
2

Budget is due to the Fiscal Court By:
January 15%



Approving Fee Ottice Budgets
2

Approve as a whole

0 Without spending caps

Approve each line item

0 Put a spending cap on each line item

Order must state specifics of approval



Setting Maximum Amount for Fee Offices

Deputies and Assistants
2

0 KRS 64.530

0 'The Fiscal Court shall tix annually the
maximum amount including fringe
benefits which the County Clerk and
Sheriff may expend for deputies and
assistants.



ANNUAL ORDER SETTING MAXIVMIUM AMOUNT
FOR DEPUTIES AND ASSISTANTS

Fursvant to KRS 64.530(3), *...The fiscal court shall fix annually the maximum amount,

including fringe benefits, which the officer may expend four deputies and assistants...”.

The fiscal court of County in compliance with state law hereby

sets the maximum amount which the (specify county clerk or sheriff) of
County may expend from fees during calendar vear at

b for deputies, assistants and other employees. The maximuam

amount as set includes all amounts paid from fees for:

i Full time salaries and wages

] Owvertimme wages

(| Part time salaries and wages

| Vacation and sick leave

] Health insurance

(] Insurance other than health

a Emplover match SS/Retirement

3l Other

= Other

Motion made by » second by
“Wote

Signed Fiscal Court Clerk

Date




Approving Fee Ottice Budgets
2

0 Amount budgeted to recetve from the Fiscal Court
on line 11

O It the Fiscal Court pays for an item out of the Fiscal

Court budget, the same item should not be listed in
line 11



Sheriff’s Budget

Part Two Budget 1/1 thru 4/1 thru 71 thru 10/1 thru Total Accounts Settlement
Receipts Estimate 3/31 6/30 9/30 12/31 YTD beeivable 1,/ Total

1. Federal Grants $0.00 $0.00

2. State Grants $0.00 $0.00

3. State ~-KLEFFP $0.00 $0.00

4. State Fees for S ervices

5. Finance and A dminstration Cab. $0.00 $0.00

6. Cabinet Human R esources $0.00 $0.00

7. Circuit Clerk

8. Sheriff Security Services $0.00 $0.00

9. Fines Fees Collected $0.00 $0.00
10. Court Ordered Pay ments $0.00 $0.00
11. Fiscal Court (includes Election Comm.) $0.00 $0.00
12. County Clerk (peiinquent taxes) $0.00 $0.00
13. Commissions on Taxes Collected $0.00 $0.00
14. Fees Collected for S ervices
15. Auto Inspections $0.00 $0.00
16. A ccident Police Reports $0.00 $0.00
17. Serving Papers $0.00 $0.00
18. CCDW $0.00 $0.00
19. Other (pescrive) $0.00
20. $0.00 $0.00
21. Interest Earned $0.00 $0.00
22. 'Total Revenues $0.00 0.00 0.00 0.00 0.00 0.00 0.00 $0.00
23. Petty Cash $0.00 $0.00
24. Borrowed Money $0.00 $0.00
25. State A dvancement $0.00 $0.00
26. Bank Note $0.00 $0.00
27. Total Receipts (total lines 22 through 26) $0.00 $0.00 $0.00 $0.00 $0.00 $0.00 $0.00 $0.00

Copy the figures shown on line 27 in the Budget Estimate column to the Summary on page 1, column 1, line 1. Copy the figure shown on Line 27 in the Total YTD column to page 1, column 2,
line 1. Copy the figure shown on Line 27 in the Receivable column (




Fee Oftticial Support
-~ 0000000

0 Fiscal Courts may support County Sheritf’s expenses
through the payment of claims presented to the
Fiscal Court and paid from a properly budgeted line
item in the county budget.

0 Lump Sum Payments (1.e. prior year excess fee
reimbursement to the fee office) are prohibited.

0 KRS 64.710



Sherift Fee Accounting
- OO

0 Prescribed by the State Local Finance Officer
0 Cash Basis of Accounting
0 Requires budget approval by the Fiscal Court

0 Quarterly Financial Statement submitted to the State
Local Finance Officer.



Sherift Fee Accounting
- OO

0 Books of Account
O Three part receipt
O Daily Cash Checkout Sheet
O Receipt Journal
O Check Distribution Register
O Expenditure Ledger

O Quarterly Financial Statement



Receipt
2

0 Source document of record

0 Three part

0 Pre-numbered

0 Original given to payor

0 Copy attached to daily checkout

0 Copy filed numerically



SiMicrosoft Excel =SSheriff Fee Books i (2) xis

File Edit WView Insert Format Tools Data Window Help

C44 - b

Cournty Date Receipt Mumber

Received of: Address

Total Amount Received §

Feason for Payment (circle) Amount Received

Auto Inspections 3
e Serving Papers %
10| AccidentPolice Reports %
11 Cther (specify) |

00 [~ (30 [ | = L] [Pk [ —

=
*|w|m|e|e

18 |Received by

32

M4 bl[\Receipt Form / Cash Checkout ¢ Receipts / Expenditures /
Ready

10:03 AM



Daily Cash Checkout Sheet
2

0 Daily Summary of activity
0 Broken down into various categories
0 Receipt form totals are posted here

0 Daily deposits should equal the sum total of all
daily cash checkout sheets.



SiMicrosoft Excel =SSheriff Fee Books i (2) xis

Ready

File Edit Wiew Insert Format Tools Data Window Help Type a guestion for help = - & x
!I 10 0 .00 | §=
J I L il M o] F o] R
1 Marme
2 Beginning Feceipt Humber Ending Receipt Number
E Date
4
5
5 |Receipts
7
o] Grants
=] Fedaral Grants
10 State Grants
11 State - KLEFFP
12 State Fees for Services
13 Finance and Administration Cabinet
Human Fesources Cabinet
15 Circuit Clerk
16 Sheriff Security Services
17 Fines/Fees Collected
18 Court Ordered Payments
19 Fiscal Court {includes election commission)
20 County Clerk {includes delinquent taxes)
21 Tax Commissions
x2 Fees for Services
23 Auto Inspections
24 Accident/FPolice Reports
25 Serving Papers
26 CCOMY |
27 Other (describe)
28 Petty Cash
29 Borrowed Money
30 State Advancement
31 Bank Mote
32 Miscellaneous {specify)
33
34
a5 [
35 Total Daily Receipts
a7 [
35 Amount {Over)/Under
39 [ |
40 Amount of Deposit
41 [ |

PR AL |
4 4 » M\ Receipt Form % Cash Checkout / Receipts / Expendires /

LM

10:05 AM




Receipts Journal
.

0 Records receipts by category

0 Daily recording of cash checkout sheet data is
posted here

O Journal information is transferred to part 2 of
the Quarterly Financial statement
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E
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Expenditure Ledger
- OO

0 Chronological posting from check distribution
register (checkbook register)

0 Breaks down expenditures by category

0 BExpenditure Ledger information 1s transferred
to part 3 ot the Quarterly Financial Statement
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Quarterly Financial Statement
2

0 Cumulative Report
0 Due 30™ of month following quarter

0 Four Parts
O Summary & Reconciliation
O Receipts
O Disbursements
O Liabilities
® [.ong Term Dept
-Example: Vehicle Lease/Purchase

® Short Term Dept

-Example: Fee Advancement.



LF 1142.001 Rev. 10/09

Form For Budget, Cumulative Quarterly Report and Annual Settlement For Calendar Year 2010

County Sheriff

Part One ~ Summary and Reconciliation of All Accounts

Column 1 Column 2 Column 3 Column 4 Column 5
Show & Describe 2010 Fee Account 2010 Fee Account
All Accounts Account Account Account
Budget Estimate Cumulative Actual (NOT FEE ACCOUNT) (NOT FEE ACCOUNT) (NOT FEE ACCOUNT)

1. Receipts YTD
2. Total Disbursements YTD
. Book Balance/Excess Fees

«»

. Bank Statement Balance

. Plus Deposits in Transit

. Less Outstanding Checks

. Other

[ I I [l K& I

. Reconciled Bank Balance

9. Accounts Receivable as of 12/31

10. Unpaid Obligations asof 12/31

11. Excess Fees

Instructions: This form is the required format for the budget and the quarterly report. BUDGET: After completing the budget estimate columns of Parts One, Two and Three, submit to the fiscal court for approval by January 15th and following approval submit to the
state local finance officer. QUARTERLY REPORT: The quarterly report is cumulative. Show the status of all funds in the official's charge during calendar year to date in Part One. Line 1 Show total receipts on a cash basis for the year to date including any beginning
balances for all accounts. Show current year fee account in COLUMN 2 as calculated in Part Two of report. Line 2 Show total disbursements on a cash basis for the year to date for all accounts. _Show current year fee account in COLUMN 2 as calculated in
Part Three of report. Line 3 Show difference between lines 1 and 2 for all accounts. Line 4 Show bank statement balance(s) at close of quarter. Line 5 Show total deposits made prior to close of quarter that are not reflected in bank statement(s). Line 6 Show total
amount of checks issued prior to close of quarter that are not reflected in bank statement(s). Line 7 Show investments. Line 8 Show line 4 adjusted for lines 5, 6, and 7. Line 8 should equal line 3 for all accounts. Line 9 Complete for quarter ending 12/31. Show
calculation in Part Two of report. Line 10 Complete for quarter ending 12/31. Show calculation in Part Three of report. Line 11 Complete for quarter ending 12/31. Show line 8 adjusted for lines 9 and 10. All debt to be shown in Part Four. Report due to: State
Local Finance Officer, 1024 Capital Center Drive, Suite 340, Frankfort, KY 40601-8204 by the 30th day following the close of each quarter. Fax # 502-573-3712 / Ph # 502-573-3710.

Approvedy:the EacdlCourt on tHE dayof 20 To the best of my knowledge the information reported herein for the budget/quarter
ended is accurate and complete.
County Judge/Executive Date Signature of County Sheriff Date

County Sheriff's Budget and Report All Accounts Page 10of 5



LF 1132.001 Rev. 10/09

Part Two Budget 1/1 thru 4/1 thru 7/1 thru 10/1 thru Total Accounts Settlement
Receipts Estimate 3/31 6/30 9/30 12/31 YTD Receivable 12/31 Total
1. Federal Grants
2. State Grants
3. State - KLEFFP
4. Receipts YTD
5. Finance and Adminstration Cab.
6. Cabinet Human Resources
7. _Circuit Clerk
8. Sheriff Security Services
9. Fines/Fees Collected
10. Court Ordered Payments
11. Fiscal Court includes Election Comm.)
12. County Clerk (mclinquent taxes)
13. G issions on Taxes Collected
14. Fees Collected for Services
18, Auto Inspections
16. Accident/Police Reports
17. Serving Papers
18. CCDW
19. Other mescribe)
20.
21. Earned
22. Total Revenues
23. Petty Cash
24. Borrowed Money
25. State Advancement
26. Bank Note
27. Total Receipts (Total lincs 22 through 26)

Sheriff's Budget and Report

Copy the figures shown on linc 27 in the Budget Estimate column to the Summary on page 1, column 1, line 1. Copy the figure shown on Line 27 in the Total YTD column to page 1, column 2, line 1. Copy the figure shown on Line 27 in the Receivable colums 1o page 1. line 9.

Part Two -- Fee Account Receipts

Page 2of 5




LF 1132.001 Rev. 10/09

Part Three Budget 1/1 thru 4/1 thru 7/1 thru 10/1 thru Total Unpaid Settlement
Disbursements Estimate 3/31 6/30 9/30 12/31 YTD Obligations 12/31 Total
Official Expenses

Personal Services

Sheriff's Gross Salary

Deputies' Gross Salaries

Part Time Gross Salaries

Other Gross Salaries

Overtime Gross

Employee Benefits

Employer’s Share Social Security

Employer’s Share Retirement

Employer's Share Haz. Duty Ret.

Employer Paid Health Ins.

Training Fringe Benefit (HB810)

Contracted Services
Advertising
Vehicle mai e and repairs
pplies and M ials (Tangible items with limited lifespan)

Office Materials and supplies

Uniforms

Gasoline

Other Charges (Non-contracted services, nontangible items)

Convention

Dues

Postage

Mileage on Personal Vehicles

Vehicle Expense

Bond

w

Sheriff's Budget and Report Part Three -~ Fee Account Disbursements Page30f 5




LF 1132.001 Rev. 10/09

Part Three
Disbursements

Budget
Estimate

1/1 thru
3/31

4/1 thru 7/1 thru
6/30 9/30

10/1 thru
12/31

Total

Unpaid
Obligations 12/31

Settlement
Total

34. Auto Expenses on Personal Vehicles

35. Gasoline

36. Mai nce and repairs

37. RecInsurance

38. Depreciation

39.

40. Debt Service Bomowed money, interest, lease/purchases)
41. State Advancement

42. Notes

43. Interest

44.

45. Capital Outlay ©utright purchases of tangible items lasting in nature)
46. Office Equipment

47. Vehicles

48.

49.

50. Total Official Expenses

For offices that fee pool, pay fees to county prior to December 31, or counties over 70,000 in popul;

ation, show payments on appropriate line below.

51. Pay to County Tr

52. Payments to State Treasurer

53, ‘'Total Disbursements (rotal lines 50, 51, and 52)

Sheriff’s Budget and Report

Copy the figures shown on line 53 in the Budget Estimate column to the Summary on page 1, column 1, line 2. Copy the figure shown on Line 53 in the Total YTD coluran to page 1, column 2, line 2. Copy the figure shown on Line 53 in the Unpaid column (use

Part Three -~ Fee Account Disbursements

Page 4 of 5




LF 1132.,001 Rev. 10/09

County Sheriff's Report

Part Four ~ Liabilities Outstanding

Quarter ended

Where Budgeted

Description

Term (# of Years)

Current Interest Rate

Issue Date

Total Principal Amount

Total Interest Amount

Total Issue

Principal Balance Remaining

Interest Balance Remaining

Less Reserve Earnings

Net Outstanding

Next Payment Date

Next Payment Amount

Where Budgeted

Description

Term

Current Interest Rate

Issue Date

Total Principal Amount

Total Interest Amount

Total Issue

Principal Balance Remaining

Interest Balance Remaining

Total Outstanding

Next Payment Date

Next Payment Amount

Final Payment Date

Comments:

Part Four - - Al liabilities outstanding as of report date

Page 5 of 5



Your Budget/Quarterly Report
- @ @ OO@O0O@O0@9@ @ @ 6-— @

What Do We lL.ook For?



CALENDAR YEAR 20 FEE OFFICE BUDGET CHECKLIST

OO NT Y

Clerk

Sheriff

IMNITIAL BREYWIEW
Budgel submitted on correct form?
Budget signed by fee officer?

Budget signed by county jedgelexecurive?

DI AR T TEMS

Fee officer salary fully funded?

Crross deputies and assistants salaries meluded?

Training fringe benefit included?

Emplayer fringe fully funded?

If fringe not included, does fiscal court pay?

ekt Service Budgeted?

NI AT EE CH O
Hecesipts add corroctly?
Drisbursements add correctly?

Excess fee caleculation correct?

COMMERNT S:

ES

M

Budiet reviewed by

Crate:



Quarterly Report Check Sheet

Part One — Summary & Reconciliation
Figures are recorded in Budget Estimate column

Figures are recorded in Summary for all accounts
Receipts YTD equal line 27, Total YTD

Total Disbursements YTD equal Line 53, Total YTD
Figures are recorded in Reconciliation for all accounts

A ccounts are labeled across the top

Book Balance and Reconciled Bank Balance equal

Quarters are combined
Calculations are correct
County Clerk’s signature is present

Part Two — Receipts

Figures are recorded in Budget Estimate column
Figures are recorded in 1/1 thru 3/31 column
Figures are recorded in 4/1 thru 6/30 column
Figures are recorded in 7/1 thru 9/30 column
Figures are recorded in 10/1 thru 12/31 column
Totals entered in Total YTD column

Accounts Receivables listed

Settlement Totals entered

Receipts are broken down into categories
Totals entered in Line 22

Total Receipts entered in Line 27

Calculations are correct

Part Three — Disbursements

Figures are recorded in Budget Estimate column
Figures are recorded in 1/1 thru 3/31 column
Figures are recorded in 4/1 thru 6/30 column
Figures are recorded in 7/1 thru 9/30 column
Figures are recorded in 10/1 thru 12/31 column
Totals entered in Total YTD column

Unpaid Obligations listed

Settlement Totals entered

Disbursements are broken down into categories
Totals entered in Line 50

Total Receipts entered in Line 53

Calculations are correct

Part Four — Liabilities Outstanding
Liabilities page included

Sheriff
Yes No
Yes No
Yes No
Yes No
Yes No
Yes No
Yes No
Yes No N/A
Yes No
Yes No
Yes No
Yes No
Yes No N/A
Yes No N/A
Yes No N/A
Yes No
Yes No N/A
Yes No N/A
Yes No
Yes No
Yes No
Yes No
Yes No
Yes No
Yes No N/A
Yes No N/A
Yes No N/A
Yes No
Yes No N/A
Yes No N/A
Yes No
Yes No
Yes No
Yes No
Yes No

Checked by:

(initials)



Common Errors
.

0 Report not signed by the fee otficial
0 Basic math errors

0 Figures not recorded in the budget estimate
section of receipts and disbursements

0 Report not shown as cumulative amount on
Part One, Column 2



Common Errors
.

v Report not signed by the fee otficial
0 Basic math errors

0 Figures not recorded in the budget estimate
section of receipts and disbursements

0 Report not shown as cumulative amount on
Part One, Column 2



Common Errors
.

v Report not signed by the fee otficial
v Basic math errors

0 Figures not recorded in the budget estimate
section of receipts and disbursements

0 Report not shown as cumulative amount on
Part One, Column 2



Form For Budget, Cumulative Quarterly Report and Annual Settlement For Calendar Year 20___

Example County Shenff

Part One ~ Summary and Reconciliation of All Accounts

Column 1 Column 2 Column 3 Column 4 Column §
Show & Describe 20__ Fee Account | 20___ Fee Account
All Accounts Account Account Account
Budset Estimate | Cumulative Actual| (NOTFEE ACCOUNT) | (NOTFEE ACCOUNT) | (NOT FEE ACCOUNT)

Receipts YID §500,000.00 $250,000.00
Total Disbursements YID $§450,000.00 $225,000.00
Book Balance/Excess Fees §50,000.00 $25,000.00
Bank Statement Balance $35,000.00
Plus Deposits in Transit $5,000.00
Less Qutstanding Checks $15,000.00
Other $0.00
Reconciled Bank Balance $25,000.00
Accounts Receivable as of 12131
Unpaid Obligations as of 12431
Excess Fees

Inztrection:: Thiz form i the required format for the fudget and the quarterty report. EUDGET: After completing the fudget estimate cofurmns of Parts One, Two and Three, submit to the fizcad court for spproval oy Janusry 15th and
foliovsing approval submat to the state local finance cfficer. QUARTERLY REFORT: The quarteriy report i cumulative. Show: the status of aff fund: in the officials charge during calendar yesr to date :n Part One, Lime 1 Show: total
receiption & cach DA for the yesr todate meluding any begmning balinces for &l sccounts. Show crrvent year fee sccomnt in COLUMN 2 ascafcuisted in Pert Two of report.  Lime 2 Show total dubursaments on acash tass for
the year to date for 2l sccounts. Show cmryent yesr fee sccount in COUUMN 2 s cafuisted in Part Thvee of report. Lime 5 Show difference tetween fnes { and 2 for &l accounts. Lime 4 Show bank statement oalince(s) &t close of
quarter. Line 5 Show total deposts made prior to cloe of quarter that are not reflected in bank statement(:). Lime 6 Show total amount of checks Lnued prior tockie of quarter that are not refiected in dank statement(s). Lime 7
Show investments. Line 8 Show fne 4 adjusted for fnes 5, 6,and 7. Line Szhould equal fne §for afl sccounts. Lime 9 Complate for quarter ending 12/81. Show cakulation in Part Two of report. Lime 10 Compiate for quarter
ending 12/81. Show cakulation in Part Three of repert. Line 11 Complate for quarter ending {2/ 51, Show tme S adjusted for fnes 9 and 10. Alf det to e zhown i Part Four. Report due to: State Locsf Rnence Officer, 1024
Capital Center Drive, Suite 540, Frankiort, KY 40601-8204 v the S0th day folloving the cloze of esch quarter. Fax 2 502-575-5712 / PR & 302-575-5710.

To the best of my knowledge the information reported herein for the
Approved by the fiscal court on the day of , 20 budget/ quarter ended .,
complete.

Countv Tudee/Executive _Date __ Signature of Countv Sheriff Date

» M| Qtrly Summary  Receipts ~ Disbursements (2)  Disbursements (3) . Liabiities /%3 /




Part Two Budget 1/1 thru 4/1 thru 7/1 thru 10/1 thru Total Accounts Settlement
Receipts Estimate 3/31 6/30 9/30 12/31 YTD Receivable 1231 Total
1. Federal Grants $100,000.00 §25,000.00 §25,000.00 $50,000.00
2. State Granmts $§25,000.00 §6,250.00 $6,250.00 $12.,500.00
3. State - KLEFFP $30,000.00 $7,500.00 $7,500.00 $15,000.00
4. Receipts YTD
5.  Finance and Adminstration Cab. $10,000.00 $2,500.00 §2.450.00 $4.950.00
6.  Cabinet Human Resources $10,000.00 $2,500.00 $4,000.00 $6,500.00
7. Circuit Clerk
Sheniff Security Services $25,000.00 §6,250.00 $6,250.00 $12,500.00
Fines/Fees Collected 75,000.00 $18,750.00 $20,250.00 $39,000.00
Court Ordered Payments $50,000.00 $12,500.00 $14,000.00 $26,500.00
. Fiscal Court (includes Election Comm.) $10,000.00 $2.500.00 $4,000.00 $6,500.00
. County Clerk (Delinquest tazes) $§25,000.00 $6,250.00 $7,750.00 $14,000.00
. Commissions on Taxes Collected $10,000.00 $2,500.00 $4,000.00 §6,500.00
. Fees Collected for Services
Auto Inspections $25,000.00 §6,250.00 §7,750.00 $14,000.00
Accident/Police Reports $25,000.00 §6,250.00 7,750.00 $14,000.00
Serving Papers $25,000.00 $6,250.00 7,750.00 $14,000.00
CCDW $25,000.00 $6,250.00 7,750.00 $14,000.00
. Other (Describe)
20.
21. Interest Earned $100.00 $25.00 §25.00 $50.00
22. Total Revenues $470,100.00 §117,525.00 $132.475.00 250,000.00
23. Petty Cash $900.00 $225.00 $225.00
24, Borrowed Money
25.  State Advancement $§29,000.00 $29,000.00
26. Bank Note
27. Total Recepts (Total lines 22 through 26) $500,000.00 $146,750.00 §132.700.00 §250,000.00




Part Three Budget 11 thru 411 thru T thru 1011 thru Total Unpaid Settlement
Disbursements Estimate 33 6130 9130 12131 YTD Obligations szes Total
Official Expenses
1. Personal Services
2. Sheriff's Gross Salary $14,062.50 $3.515.63 $3.515.63 $7.031.26
3. Ueputies [ross Salaries $14.062.50 $3.515.63 $3.515.63 $7.031.26
4, Part Time Gross Salaries $14,062.50 $3.515.63 $3.515.63 $7.031.26
5. (Dther Gross Salaries $14,062.50 $3.515.63 $3.515.63 $7.031.26
B. Overtime Gross $14,062.50 $3.515.63 $3.515.63 $7.031.26
7.
8. Employee Benefits
3. Employer's Share Social Security $14,062.50 $3.515.63 $3.515.63 $7,031.26
0.  Employer's Share Retirement $14,062.50 $3.515.63 $3.515.63 $7,031.26
1. Employer's Share Haz. Duty Ret. $14,062.50 $3.515.63 $3.515.63 $7,031.26
12.  Employer's Workmans Compensation $14,062.50 $3,515.63 $3.515.63 $7,031.26
13.  Employer's Unemployment Ins. $14,062.50 $3.515.63 $3.515.63 $7,031.26
14.  Employer Paid Health Ins. $14,062.50 $3.515.63 $3.515.63 $7.031.26
15, Training Fringe Benefit (HES10) $14,062.50 $3.515.63 $3.515.63 $7.031.26
16. Contracted Services
17, Advertising $14,062.50 $3.515.63 $3.515.63 $7.031.26
18.  Vehicle maintenance and repairs $14,062.50 $3.515.63 $3.515.63 $7,031.26
13.
20. Supplies and Materials 1. it iteiifraparl
21, Office Materials and supplies $14,082.50 $3.515.63 $3.515.63 $7,031.26
22. Uniforms $14,062.50 $3.515.63 $3.515.63 $7.031.26
23, Gasaline $14,062.50 $3.515.63 $3,515.63 $7.031.26
24,
25,
26. Other Charges el vrsives, suslisgibl el
27, Convention $14,062.50 $3,515.63 $3.515.63 $7.031.26
28, Dues $14,062.50 $3.515.63 $3.515.63 $7.031.26
23 Postage §14,062.50 $3.515.63 $3,515.63 §7,031.26
30.  Mileage onPersonal Vehicles $14,062.50 $3.515.63 $3.515.63 $7,031.26
31 Vehicle Expense $14,062.50 $3.515.63 $3,515.63 §7.031.26
32. Bond $14,062.50 $3,515.63 $3,515.63 $7,031.26
33.
ﬂl Totals for Page $323.437.50 $80.859.49 $80.859.49 $161.718.98




Part Three Budget 1/1 thru 4/1 thru 7/1 thru 10/1 thru Total Unpaid Settlement
Disbursements Estimate 3/31 6/30 /30 12/31 YID Obligations 12131 Total

34. Auto Expenses on Personal Vehicles

3. Gasoline $14,062.50 §3515.63 $3,515.63

36.  Mamnfenance and repairs §14,062.50 $3,515.63 $3,515.63

37. Relnsurance §14,062.50 $3,515.63 $3,515.63

38.  Deprecuation §14,062.50 §3,515.63 $3515.63

3.

40. Debt Service (Borrowed money, interezt lsselpurchazes)

41, State Advancement §14,062.50 $3.515.63 $3.515.63

42, Notes §14,062.50 $3515.63 $3515.63

43, Inferest §14,062.50 §3515.63 $3515.63

44,

43. Caputal Qutlay (Outright purchazes of tngibletem hting i nature)

46, Office Equipment §14,062.50 $3515.63 $3.515.63

47, Vehicles §14.062.50 $3515.63 $3515.63

48,

43,

30. Total Official Expenses $450,000.00 $112,500.16 §112,500.16 $161,718.93
For offices that fee paal, pay fees to caunty prior to December 31, or counties aver 70,000in population, show payments on appropriate ine below.

31. Payments to County Treasurer

5. Payments to State Treasurer

33, Total Disbursements (Tot lin: 50,51 d 52) $450,000.00 $112,500.16 $112,500.16 225,000.00

Copy the fiqures shown on ine 53 in the Budget Eztimate column to the Summary on page 1, column 1, line 2, Copy the fiqure shown on Line 53 in the Total YTO column to page 1, column 2, ine &, Copy the figure shown on Line 53 n the

Henstd ealimn fes




Common Errors
.

v Report not signed by the fee otficial
v Basic math errors

v Figures not recorded in the budget estimate
section of receipts and disbursements

0 Report not shown as cumulative amount on
Part One, Column 2



Form For Budget, Cumulative Quarterly Report and Annual Settlement For Calendar Year 20___

Example County Shenff
Part One ~ Summary and Reconcilhiation of All Accounts
Column 1 Column 2 Column 3 Column 4 Column §
Show & Describe 20__ Fee Account | 20__ Fee Account
All Accounts Account Account Account
Budget Estimate | Cumulative Actual| (NOT FEE ACCOUNT) | (NOT FEE ACCOUNT) | (NOT FEE ACCOUNT)
1. Receipts YID §500,000.00 $250,000.00
2. Total Disbursements Y] §450,000.00 $225,000.00
3. Book Balance/Excess Fé §50,000.00 §25,000.00
4. Bank Statement Balance $35,000.00
5. Plus Deposits in Transit $5,000.00
6. Less Qutstanding Checks §15,000.00
7. Other $0.00
8. Reconciled Bank Balance $§25,000.00
3. Accounts Receivable as of 12131
10. Unpaid Obligations as of 12131
11. Excess Fees |

Instrections: Thiz form & the required format for the tudget and the quarterfy report. EUDGET: After completing the tudget estimate cofumns of Parts One, Two and Three, sutmat to the fisd court for spproval oy Janusry
15th and following approval submit tothe tate ocal finance cfficer. QUARTERLY REFORT: The quarterfy report & cumulstive. Show the status of sl funds in the officials charge during calendar vear to date in Part Ore.
Lime 1 Shov total recaiptson 2 cash basis for the yesr todate mchuding any begnning tabinces for & sccounts.  Show curyent yesr fee sccount in COUUMN 2 & cakuisted in Port Two of report.  Lime 2 Shows total
diburiamants on 2 cash DA for the vesr todate for &l accounts. Show curyent year fee sccount in COLUMN 2 15 cafculsted in Part Three of repart. Line § Shov- difference tetveen fnes { and 2 for 2 sccounts. Line 4
Show ank statement 2alance(s) &t close of quarter. Lime 5 Show total depozts made prior tock:e of quarter that are not reflacted in tank statement(s). Lime 6 Show total amount of checks Ziued prior to cloze of quarter that
sxe not reflected in Dank tatement(s). Lime 7 Show nvestment:. Lime 8 Show fine 4 adjusted for tnes 5, €,and 7. Line 3:hould equal fne 3 for aff accounts. Lime 9 Complete for quarter ending 12/81. Show calculstion &
Part Twoof report. Lime 10 Compiate for quarter ending 12/ 51, Show caloulation i Part Three of report. Lime 11 Complete for quarter ending 12/ 51, Shovr fne 8 adjusted for tnez 9 and 10. Al deft toe zhovn in Part
Four. Repert due to: State Locsf Finence Officer, 1024 Capitsl Center Drive, Suite 540, Franiciort XY 40601-8204 ©y the 50th day following the clos of each quarter. Fax % 502-575-5712 / PR & 502-575-5710.

To the best of my knowledge the information reported herein for the

» M| Qtrly Summary . Receipts ~ Disbursements (2) . Disbursements (3) . Liabiiities /%2

Approved by the fiscal court on the day of 205 budget/quarter ended T
complete.
Countv Tudge/Executive Date Date

Il




Common Errors
.

v Report not signed by the fee otficial
v Basic math errors

v Figures not recorded in the budget estimate
section of receipts and disbursements

v Report not shown as cumulative amount on
Part One, Column 2



Common Errors
.

0 Fee account 1s “force balanced” to incorrect data

0 Account bank reconciliation not shown

0 Book balance and Reconciled Bank Balance do not agree
0 Year-to-Date Column not completed and totaled

0 Part Four, Liabilities Outstanding sheet 1s missing or
incomplete



Form For Budget, Cumulative Quarterly Report and Annual Settlement For Calendar Year 20___

Example County Shenff

Part One ~ Summary and Reconciliation of All Accounts

Column 1 Column 2 Column 3 Column 4 Column 5
Show & Describe 20__ Fee Account | 20___ Fee Account
All Accounts Account Account Account
Budget Estimate | Cumulative Actual| (NOTFEE ACCOUNT) | (NOTFEE ACCOUNT) | (NOT FEE ACCOUNT)

Raceipts YTD §500,000.00 $250,000.00
Total Disbursements YTD $450,000.00 225,000.00
Book Balance/Excess Fees $50,000.00 $25,000.00
Bank Statement Balance $35,000.00
Plus Deposits in Transit $5,000.00
Less Cutstanding Checks $15,000.00
COther $0.00
Reconciled Bank Balance $25,000.00 ‘
Accounts Receivable as of 12131
Unpaid Obligations as of 12131
Excess Fees

Inztractionz: Thi form & the required format for the Sudget and the quarterty report. BUDGET: After completing the budget estimate columms of Parts One, Two and Three, submit to the fical court for approval oy Januzry 15th and
following spproval submst to the state bocal finance officer. QUARTERLY REFORT: The quarterty repart i cumulstive. Show: the status of & fund: i the officials charge during calendsar year to date n Part One. Lime 1 Show- totad
receipts on & cash LA for the vesr todate mcluding sny feginning alinces for Al sccounts. Show curvent year i scccomt in COLUMN 2 a:cafcuisted in Part Two of report.  Lime 2 Showe total diburaaments on acash bads for
the yesr to date for sl sccounts. Show curyent yesr fer sccount in COLUMN 2 g:cafcuisted in Part Three of report. Line § Show difference fetveen tnes { and £ for sfl accounts. Line 4 Show bank statemant balance(s) st choe of
quarter. Lime 5 Show totaldepoats made prior to cloze of quarter that are not reflacted i, oank statement(s). Lime 6 Shov: total amount of checks Lnued prior tochie of quarter that sre not refiected in ank statement(s). Line 7
Show mvestments. Lime 8 Show tme 4 adjusted for fnes 5, 6,and 7. Line 3 zhould equal fne & for all sccounts. Lime 9 Compiate for quarter ending 12/ 51, Show caloulation in Part Two of report. Line 10 Complate for quarter
ending 12/51. Show calculstion i Part Three of report. Lime 11 Compiate for quarter ending 12/ 31, Show fne 3 adjusted for tnes 9 and 10. Al de®t to e hown @ Part Four. Report due to: State Locsi Finence Officer, 1024
Capital Center Drive, Smite 540, Frankiort, XY 40601-8204 oy the S0th day following the close of each quarter. Fax % 502-575-5712 / PR 502-575-5710.

To the best of my knowledge the information reported herein for the
Approved by the fiscal court on the day of , 20 .. budget/quarter ended SO

complete.

County Tudee/Executive Date Signature of County Sheriff Date



Part Three Budget 1/1 thru 4/1 thru 7/1 thru 10/1 thru Total Unpaid Settlement
Disbursements Estimate 3/31 6/30 9/30 12/31 YTD Cbligations 12131 Total

34. Auto Expenses on Personal Vehicles

35, Gasoline §14,062.50 §3515.63 $3515.63

36.  Maintenance and repairs §14,062.50 §3515.63 §3515.63

37. Relnsurance $14,062.50 $3,515.63 $3.515.63

38.  Depreciation §14,062.50 §3.515.63 $3515.63

39.

40. Debt Service (Borrowed money, interest, kazelpurchazes)

41, State Advancement §14,062.50 §3.515.63 §3.515.63

42, Notes $14,062.50 §3,515.63 $3.515.63

43, Inferest $14,062.50 §3,515.63 $3,515.63

44,

43, Capital Qutlay (Quright purchases of tangible items lazting i nature)

46, Offics Equipment §14,062.50 $3,515.63 $3.515.63

47, Vehicles §14,062.50 $3,515.63 $3,515.63

48,

49,

30. Total Official Expenses $450,000.00 §112,500.16 §112,500.16 $161,718.98
For offices that fee poal, pay fees to county prior to December 31, or counties over 70,000in papulation, show payments an apprapriate fine belaw.

51. Payments to County Treasurer

52. Payments to State Treasurer

53. Total Disbursements (Totallines 50, 5, 10d 52) $430,000.00 §112,500.16 $112,500.16 $225,000.00

Copy the fiqures hown on line 53 in the Budget Eztimate column to the Summary on page 1, column 1, line 2. Copy the fiqure shown on Line 53 in the Total YTD column to page 1, column 2, line &, Copy the figure shown on Line 53 in the

Unpaid column (uz¢




Form For Budget, Cumulative Quarterly Report and Annual Settlement For Calendar Year 20___

Example County Shenff

Part One ~ Summary and Reconciliation of All Accounts

Column 1 Column 2 Column 3 Column 4 Column 5
Show & Describe 20__ Fee Account | 20___ Fee Account
All Accounts Account Account Account
Budget Estimate | Cumulative Actual| (NOTFEE ACCOUNT) | (NOTFEE ACCOUNT) | (NOT FEE ACCOUNT)

Raceipts YTD §500,000.00 $250,000.00
Total Disbursements YTD $450,000.00 225,000.00
Book Balance/Excess Fees $50,000.00 $25,000.00
Bank Statement Balance $35,000.00
Plus Deposits in Transit $5,000.00
Less Cutstanding Checks $15,000.00
COther $0.00
Reconciled Bank Balance $25,000.00 ‘
Accounts Receivable as of 12131
Unpaid Obligations as of 12131
Excess Fees

Inztractionz: Thi form & the required format for the Sudget and the quarterty report. BUDGET: After completing the budget estimate columms of Parts One, Two and Three, submit to the fical court for approval oy Januzry 15th and
following spproval submst to the state bocal finance officer. QUARTERLY REFORT: The quarterty repart i cumulstive. Show: the status of & fund: i the officials charge during calendsar year to date n Part One. Lime 1 Show- totad
receipts on & cash LA for the vesr todate mcluding sny feginning alinces for Al sccounts. Show curvent year i scccomt in COLUMN 2 a:cafcuisted in Part Two of report.  Lime 2 Showe total diburaaments on acash bads for
the yesr to date for sl sccounts. Show curyent yesr fer sccount in COLUMN 2 g:cafcuisted in Part Three of report. Line § Show difference fetveen tnes { and £ for sfl accounts. Line 4 Show bank statemant balance(s) st choe of
quarter. Lime 5 Show totaldepoats made prior to cloze of quarter that are not reflacted i, oank statement(s). Lime 6 Shov: total amount of checks Lnued prior tochie of quarter that sre not refiected in ank statement(s). Line 7
Show mvestments. Lime 8 Show tme 4 adjusted for fnes 5, 6,and 7. Line 3 zhould equal fne & for all sccounts. Lime 9 Compiate for quarter ending 12/ 51, Show caloulation in Part Two of report. Line 10 Complate for quarter
ending 12/51. Show calculstion i Part Three of report. Lime 11 Compiate for quarter ending 12/ 31, Show fne 3 adjusted for tnes 9 and 10. Al de®t to e hown @ Part Four. Report due to: State Locsi Finence Officer, 1024
Capital Center Drive, Smite 540, Frankiort, XY 40601-8204 oy the S0th day following the close of each quarter. Fax % 502-575-5712 / PR 502-575-5710.

To the best of my knowledge the information reported herein for the
Approved by the fiscal court on the day of , 20 .. budget/quarter ended SO

complete.

County Tudee/Executive Date Signature of County Sheriff Date



Common Errors
.

= Fee account i1s “force balanced” to incorrect data

0 Account bank reconciliation not shown

0 Book balance and Reconciled Bank Balance do not agree
0 Year-to-Date Column not completed and totaled

0 Part Four, Liabilities Outstanding sheet 1s missing or
incomplete



Form For Budget, Cumulative Quarterly Report and Annual Settlement For Calendar Year 20___

Example County Shenff

Part One ~ Summary and Reconcihation of All Accounts

Column 1 Column 2 Column 3 Column 4 Column §
Show & Describe 20__ Fee Account | 20___ Fee Account
All Accounts Account Account Account
Budget Estimate | Cumulative Actual| (NOT FEE ACCOUNT) | (NOT FEE ACCOUNT) | (NOT FEE ACCOUNT)

Receipts YTD §500,000.00 $250,000.00
Total Disbursements YTD $450,000.00 $225,000.00
Book Balance/Excess Fees $50,000.00 $25,000.00
Bank Statement Balance
Plus Deposits in Transit
Less Qutstanding Checks
Cther
Reconciled Bank Balance
Accounts Receivable as of 12131
Unpaid Obligations as of 12131
Excess Fees

Inztractions: Thiz form i the required format for the fudget and the quarterfy repart. BUDGET: After complating the budget estimate cofumns of Parts One, Two and Three, submat to the fizral court for approval oy Janusry 15th and
focllowing spproval submit to the state bocal finance officer. QUARTERLY REFORT: The quarterfy report & cumulstive. Show the status of all fund: in the officials charge during calendsr vesr to date in Part One. Lime 1 Show total
receiption i cash b for the vesr todate nchudmg any tegmning balinces for afl sccounts. Show current yesr fee sccommt in COLUMN 2 sscabcuisted in Port Two of report.  Lime 2 Show total dioursaments on acash it for
the year to date for 28 sccounts. Show curvent year foe sccomnt in COLUMN 2 a: cakuisted in Part Three of report. Line 5 Show difference tetween fnes { and 2 for ll sccounts. Lime 4 Show bank statement balince(s) 2t clo of
quarter. Lime 5 Show: total depoats made prior to cloze of quarter that are not reflected in fank statement(s). Lime € Shovw totad smount of checks zued prior toclze of quarter that are not reflacted in ank statement(s). Lime 7
Show: mvestments. Lime 8 Show tne 4 adjusted for fnes 5, €,and 7. Line S:zhould equal fne 5for aff sccounts. Lime 9 Complete for quarter ending 12751, Show calculation . Part Two of repart. Lime 10 Compiate for quarter
ending 12/51. Show calkulation in Part Three of report. Lime 11 Complete for quarter ending 12/351. Show fne S adjusted for fnes 2 and 10. All det to Ze zhown in Part Four. Report due to State Locel Fnence Officer, 1024
Capital Center Drive, Suite 540, Frankiort, XY 40601-8204 oy the S0th day following the cloze of esch quarter. Fax % 502-575-5712 / PR & 302-575-5710.

; To the best of my knowledge the information reported herein for the
Approved by the fiscal court on the day of 20 budget/quarter ended S rerate and
complete.




Common Errors
.

= Fee account i1s “force balanced” to incorrect data

= Account bank reconciliation not shown

0 Book balance and Reconciled Bank Balance do not agree
0 Year-to-Date Column not completed and totaled

0 Part Four, Liabilities Outstanding sheet 1s missing or
incomplete



Form For Budget, Cumulative Quarterly Report and Annual Settlement For Calendar Year 20____

Example County Shenff
Part One ~ Summary and Reconciliation of All Accounts
Column 1 Column 2 Column 3 Column 4 Column §
Show & Describe 20__ Fee Account | 20___ Fee Account -
All Accounts Account Account Account
Budget Estimate | Cumulative Actual| (NOTFEE ACCOUNT) | (NOT FEE ACCOUNT) | (NOT FEE ACCOUNT)
Receipts YTD $500,000.00 $250,000.00
Total Disbursements YTD $450,000.00 $225,000.00
Book Balance/Excess Fees $50,000.00 $25,000.00
Bank Statement Balance $35,000.00
Plus Deposits in Transit $5,000.00
Less Cutstanding Checks §25,000.00
Other §5,000.00
Reconciled Bank Balance
Accounts Receivable as of 12131
Unpaid Obhgzhans as of 12131
Excess Fees

Instractions: This form & the required format for the fudget and the quarterfy report. BUDGET: After complating the budget estimate cofummns of Parts One, Two and Three, submit to the fizcal court for spproval oy January {5th and
following spproval submat to the state local finance officer. QUARTERLY REFORT: The quarteriy report & cumulstive. Showr the status of s fund: in the officiafs charge during calendar year to date in Part One. Lime § Show totad
receipts on & cash DAz for the vear todste mehuding any eginning valances for all sccounts. Show curvent yesr fee sccomnt in COLUMN 2 s:cafcuisted in Port Two of report.  Lime 2 Show totaldioursements on acash o for
the year to date for &l sccounts. Show curyent yesr fee sccount in COUUMN 2 25 cakuisted in Part Thee of repart. Line 5 Show difference tetween tmes { and 2 for a8l accounts. Lime 4 Show tank statement talanca(s) at clos of
quarter. Line 5 Show totaldeposit: made prior to cloze of quarter that are not reflected in tank statement(s). Lime 6 Show total amount of checks Snued prior tockie of quarter that sre not reflacted in fank statement(s). Lime 7
Shov: mvestments. Lime 8 Show- fme 4 adjusted for fnes 5, €,and 7. Line S zhould equal fne §for 2l sccounts. Lime 9 Complete for quarter ending 12/51. Show cakulation i Part Two of repart. Lime 10 Complete for quarter
ending 12/51. Show calculation i Part Three of repcrt. Lime 11 Complate for quarter ending {2/ 51, Show fne 3 adjusted for fnes 9and 0. Alf det to %e shown in Part Four. Report due to: State Locsl Rnence Officer, 1024
Capitai Center Drive, Sxite 540, Frankiort, XY 40601-8204 2y the S0th day following the clozs of esch quarter. Fax % 502-575-5712 / PA & 502-575-5710.

To the best of my knowledge the information reported herein for the

Approved by the fiscal court on the day of 20 budget/quarter ended {saocarate and
complete.
Countv Tudge/Executive Date - ___Signature of Countv Sheriff Date

)| Qtrly Summary  Receipts ~ Disbursements (2) . Disbursements (3) | “Liabilities /%3 £ [! j




Common Errors
.

= Fee account i1s “force balanced” to incorrect data

= Account bank reconciliation not shown

v Book balance and Reconciled Bank Balance do not agree
0 Year-to-Date Column not completed and totaled

0 Part Four, Liabilities Outstanding sheet 1s missing or
incomplete



Fart Two Budget 1/1 thra 4/1 thra 7/1 thra 10/1 thra Total Accounts Settlement
Receipts Estimate 3/31 6/30 9/30 12/31 YID Receivable 1231 Total
1. Federal Grants $100,000.00 $25,000.00 $25,000.00
2. State Grants $25.000.00 $6.250.00 $6.,250.00
3. State - KLEFFP $30,000.00 $7,500.00 $7,500.00
4. Receipts YTD
5.  Finance and Adminstration Cab. $10,000.00 $2,500.00 $2,450.00
6.  Cabinet Human Resources $10,000.00 $2,500.00 $4,000.00
7. Circmt Clerk
8. Shenff Security Services $25,000.00 $6,250.00 $6,250.00
9.  Fines/Fees Collected $75,000.00 $18,750.00 $20,250.00
10.  Court Ordered Payments $50,000.00 $12,500.00 §14,000.00
11. Fiscal Court (includorEloction Comm.) $10,000.00 $2,500.00 $4,000.00
12. County Clerk (Dslingwest taxer) $25,000.00 $6,250.00 $7,750.00
13. Commissions on Taxes Collected $10,000.00 $2,500.00 $§4,000.00
14, Fees Collected for Services
15.  Auto Inspections $25,000.00 $6,250.00 $7,750.00
16.  Accident/Police Reports $25,000.00 $6,250.00 $7,750.00
17.  Serving Papers $25,000.00 $6,250.00 $7,750.00
18. CCDW $25,000.00 $6,250.00 $7,750.00
19. Other (Dercribe)
20.
21. Interest Earned $100.00 §25.00 $25.00
22. Total Revenues $470,100.00 $117,525.00 $132,475.00
23. Petty Cash $300.00 $225.00 $225.00
24. Borrowed Money
25.  State Advancement $29,000.00 $29,000.00
26.  BankNote
27. Total Receipts (Tatal liner 22 thrauqh 26 $500,000.00 $146,750.00 $132,700.00

Copy the fiqurershounonline 27 inthe Budqet Ertimate column tothe Summary onpaqe, columnd, line 1. Copy the FiqureshounonLine 27inthe Taral YTD columntopaqe 1, column g, line 1. Copy the FiqurerhounonLine 27inthe

Recoivable columntopaqed, line 9.




Common Errors
.

= Fee account i1s “force balanced” to incorrect data

= Account bank reconciliation not shown

v Book balance and Reconciled Bank Balance do not agree
¥ Year-to-Date Column not completed and totaled

0 Part Four, Liabilities Outstanding sheet 1s missing or
incomplete



Common Errors
.

= Fee account i1s “force balanced” to incorrect data

= Account bank reconciliation not shown

v Book balance and Reconciled Bank Balance do not agree
¥ Year-to-Date Column not completed and totaled

v Part Four, Liabilities Outstanding sheet 1s missing or
incomplete



Questions
.

Department for Local Government

Office of Financial Management & Administration

1024 Capital Center Drive
Frankfort, KY 40601
www. Kydlogweb.ky.gov
1-800-346-56006
502-573-2382
Fax: 502-573-3712



http://www.kydlgweb.ky.gov/

