


BUDGET EXPENDITURES WORKSHEETS APPROVED FY 2016/2017

ROCONT  pccounrorscreTon | COUISLATPROVED | COULCL APPROVED | COUNGIL ACPROVED | COUNCIL APPROVED| GOUNCI APPROUED

512 - EXECUTIVE

Personal Services
512110 Town Manager 137,190 141,172 167,355 172,375 177,547
512111 Retirement 13,719 17,500 17,500 18,000 18,000
512120 Salary - General Employees 80,770 81,914 108,813 110,532 113,068
512140  Overtime 1,000 1,000 1,000 1,000 1,000
512210 FICA 17,917 18,385 21,127 21,642 20,243
512220 Retirement 15,427 16,219 21,545 21,885 17,797
512230 Life, Health & Dental Insurance 23,431 26,043 38,423 38,757 32,927
512240 Workers Compensation 883 906 1,041 1,067 998
512250 Unemployment - - - - -
Total Personal Services 290,337 303,139 376,804 385,258 381,580
Operating Expenses

512400  Travel & Per Diem 15,000 15,000 15,000 17,000 17,000
512410  Communication Services 5,000 4,000 4,000 4,600 4,600
512420 Freight & Postage Services 1,000 1,000 1,000 1,000
512460 Repairs & Maintenance 500 500 500 500 500
512470  Printing & Binding 10,000 10,000 10,000 10,000 10,000
512510  Office Supplies 2,000 2,000 2,000 2,500 2,500
512520 Operating Supplies 4,000 4,000 4,000 4,000 4,000
512528 Meetings Expenses - Food 2,600 2,600 2,600 2,600 2,600
512540 Books,Pub,Subscrip,Memberships 4,600 4,600 4,600 4,600 4,600
512550 Continuing Education 3,500 5,286 5,286 5,286 5,286
512640 Machinery & Equipment 2,000 3,600 3,600 5,000 5,000
Total Operating Expenses 49,200 52,586 52,586 57,086 57,086
TOTAL EXECUTIVE DEPARTMENT - 512 339,537 355,725 429,390 442,344 438,666
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BUDGET SUPPORT INFORMATION APPROVED FY 2016/2017

ACCOUNT APPROVED
NO. ACCOUNT DESCRIPTION DESCRIPTION OF ITEM AND JUSTIFICATION AMOUNT

512 - EXECUTIVE

Personal Services

512110 Town Manager Town Manager Salary (Balance of Salary and Bonus in Capital Budget) 177,547
512111 Retirement 10% of Salary as per contract (Balance in Capital Budget) 18,000
512120 Salary - General Employees Assistant to the Town Manager and Community Development Specialist 113,068
512140 Overtime As needed for Special Projects 1,000
512210 FICA 7.65% of Salary 20,243
512220 Retirement Town Pension Retirement Plan (excluding contract employees). 17,797
512230 Life, Health & Dental Insurance Full cost of employee premium and half of family premium 32,927
512240 Workers Compensation Code 8010 (gross salary multiplied by current rate of .00377) 998

512250 Unemployment -

Total Personal Services 381,580

Operating Expenses

Travel costs, reimbursement for private vehicle ($13,500 no change), per diem, meals,

512400 Travel & Per Diem conferences, and travel expenses 17,000
512410 Communication Services Cell phones, air cards, etc. 4,600
512420 Freight & Postage Services Fed Ex; postage etc. 1,000
512460 Repairs & Maintenance Minor repair to office equipment or furniture 500
512470 Printing & Binding Business stationary and monthly newsletter to residents 10,000
512510 Office Supplies Office supplies, copy paper, file folders, pens, etc. 2,500
512520 Operating Supplies Toner ink for printers, fax, water, coffee, and Zee medical supply 4,000
512528 Metting Expenses -Food Meeting Expenses 2,600
512540 Books,Pub,Subscrip,Memberships ICMA, FCCMA, MDCCMA, and Employee Law Bulletin 4,600
512550 Continuing Education Reimbursement for employee continued education at an accredited school 5,286
512640 Machinery & Equipment As needed for upgrades 5,000
Total Operating Expenses 57,086

TOTAL EXECUTIVE DEPARTMENT - 512 438,666
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Py ASSISTANT T0 TOWN MANAGER /
DEPARTMENT OF HUMAN RESOURCES

UNDER THE OFFICE OF TOWN MANAGER

————— Town Manager Alexander Diaz

Assistant to Town Manager/Dept. of Human Resources Lissette Perez

Function

The Human Resources Department provides timely and effective services

in the personnel, labor relations, insurance, and safety areas to Town
departments, employees, and residents. The Assistant to the Town
Manager manages the Town Manager in his day-to-day functions.
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Objectives

The following objectives were developed
to provide a description of the anticipated
accomplishments for this department as
they relate to the Town Council’s Goals
and Objectives

e Procure and maintain insurance coverage

at appropriate levels

e Assist Finance Department with payroll
processing )Y

e Ensure staff members are versed
on all matters associated with the
Implementation and Construction of
the Town's Capital Improvement
Program, to meet the needs
of our residents

e Responsible for accident/

incident investigation,

reporting and monitoring of
Worker's Compensation, safety
training and general liability

issues

e Responsible for all-staff trainings
in areas  including  sexual
harassment, workplace violence,
cultural diversity, and ethics.

e Responsible for maintenance and
archiving of all personnel records and
files

¢ In charge of all matters pertaining to
employee relations and employee
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benefits, such as recruitment, tuition
reimbursement, group benefits program,
policy development, and performance
evaluations

Assist Finance Department with issues
pertaining to Risk Management

Maintenance of administrative functions,
such as labor relations, legal regulations,
strategic  planning,  training  and
development.

Organize all of the Town Manager's files
and records.
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“"COORDINATE
ALL MAJOR
TOWN
FUNCTIONS
ALONGSIDE
THE TOWN
MANAGER.”
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New Initiatives for F/Y
2016-2017

The following initiatives were developed
for Fiscal Year 2016/2017 and are relevant
to the office's objectives, providing the
necessary guidelines that will be utilized by
this office to assess the effectiveness and
quality of the services it provides

e Create a new safety policies and
procedures manual for employees of
the Town of Golden Beach must also be

implemented.

o This will be done by redrafting the
current Town Employee Safety Manuel
to reflect the new direction and vision
of management — to include a section
on infectious diseases and hazardous
materials.

e Complete restructuring of job descriptions
and salary criteria.

e Uniformity of all employee documents and
documentation as it relates to personnel
files for the Town employees.

o This will help in the document archiving
process at Town Hall.

o This will also ease the method and

process of records attainment if
employee files are ever called upon.
(THIS IS AN ONGOING PROJECT THAT
IS REVISITED EVERY FISCAL YEAR FOR
ACCURACY THROUGH INTERNAL

AUDITS).

e Revision of the Town's Employee Manual
for Council approval (has not been done
in over eight years)

2016-2017 FISCAL BUDGET

Significant Prior
Accomplishments

The following accomplishments were
attained during Fiscal Year 2015/2016
and are relevant to the office’s objectives,
providing the performance measurements
that will be utilized by this office to assess
the effectiveness and quality of the services
it provides

e Conducted Town-wide all-staff, all
department offsite training (first one of its
kind in Town)

e Began revisions on the Town's employee
manual (anticipated completion at the
beginning of the 2017 calendar year).

e Disseminated pertinent health information

to all employees, during the Town's

insurance open enrollment session.

e Dealt with all matters pertaining to
employee relations and employee
benefits, such as recruitment, tuition

reimbursement, group benefits program,
policy development, and performance
evaluations

e Coordinated all major Town functions

alongside the Town Manager, Support
Clerk, the
Committee, including the Town's New

Service and Recreation

Year's Eve party, the Halloween events,
and several other major Town events.

o All personnel files were updated to meet
audit requirements.

e Processed all of the Town's new hire

documentation, including all  drug
screenings and physicals for police
applicants.
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scheduled all of
Manager's

Coordinated and
the Town meetings and
appointments, and drafted all of his

correspondences.

Coordinated new hire orientation and
enrolled all employee’s in the Town's
health insurance, dental, vision, and life

insurances.
Coordinated alongside the support
service clerk the Town's monthly

employee luncheons.

Recorded Town's Code Red emergency
messages.

Managed all workmen's compensation
claims for the Town.

OFFICE OF THE TOWN MANAGER
PERSONAL SUMMARY TREND ANALYSIS

Served as liaison between the Town
and the Town’s attorney’s in acquisition
of information pertaining to the Town's
outstanding lawsuits, newly filed lawsuits,
and EEO claims.

Manage safety committee, comprised of
representatives from each of the Town'’s
departments, and held two quarterly
meetings to address safety issues within
each department.

“MANAGED ALL
WORKMEN'S
COMPENSATION
CLAIMS FOR
THE TOWN."”
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OFFICE OF THE TOWN CLERK

Community Dev. Specialist Michael Glidden

“The Town Clerk is the official records custodian of the Town. This department is tasked
with keeping accurate archival records of all Town-related matters. In that light, the
department has taken an increased interest in transparency and making most if not all of
the Town's archival records available in digital format, through the Town’s website. | hope
to have all of the Town’s documents, dating back to the Town’s incorporation in 1929,

available digitally to all residents and visitors of the Town’s website by the end of 2017.

As we move forward in this age of advanced technology, the department will continue
to provide the highest level of service by using technology to make information readily
available to all.”




Function

The Town Clerk is one of three Charter Officials. The
Town Clerk position is appointed by the Town Council and

provides secretariat services for the Town Council. The

Town Clerk is responsible for giving notice of all Council

meetings to its members and the public, as well as keeping

accurate recordings of the proceedings in the form of written

minutes and/or audio recording.

In addition, the Town Clerk serves as the
Financial Disclosure Coordinator with the
Florida Commission on Ethics; serves as the
Records Management Liaison with the Florida
Department of State; Municipal Supervisor
of Elections; and maintains custody of Town
records including agreements, contracts,
ordinances, resolutions, and proclamations.
The Town Clerk is responsible for attending
bid openings, all vehicle title and registrations,
codification and recording of all ordinances,
resolutions and legal documents that are
adopted by the Town Council, collecting
various fees and payments, administering
oaths, and provide notary services.

Objectives

The following objectives were developed
to provide a description of the anticipated
accomplishments for this department as
they relate to the Town Council's Goals
and Objectives
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Complete and distribute Town Council
meeting agenda packets electronically
to the Council and Administrative staff.

Ensure adequate preservation of records
associated with the Implementation
and Construction of the Town's Capital
Improvement Program

Create and maintain accurate minutes of
Town Council meetings.

Administer the publication of the Town
Charter and Code.

Publish public notices as required by law.

Implement and maintain a records
management system.

Act as the records custodian for the
Town and disseminate information to the
public as necessary

2016-2017 FISCAL BUDGET
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New Initiatives for F/Y
2016-2017

The following initiatives were developed
for Fiscal Year 2016/2017 and are relevant
to the office’s objectives, providing the
necessary guidelines that will be utilized
by this office to assess the effectiveness
and quality of the services it provides.

e Explore the option of online streaming of
council meetings on the Town's website.

o Explore the option of automating the
agenda preparation process even further.
Although the Town has already gone
green by printing only a limited amount
of hard copies of the agenda, this takes it
a step further by making the approval and
creation of items completely paperless.

e Explore the option of automatic the
public records request process, making it
possible for public records request to be
made via the Town's website

e A record management plan in order to
be in compliance with the State of Florida
law, Florida Administrative Code, and the
Town's Code of Ordinances The plan will
encompass the life cycle of documents
from creation to final disposition. (this is
an ongoing project)

e Attend continuing education classes
to obtain Certified Municipal Clerk
(CMQ) certification by the end of the
2017 calendar year. Once the CMC
designation has been received, work
will begin towards obtaining the Master
Municipal Clerk (MMC) designation.

2016-2017 FISCAL BUDGET

e Resident Information Liaison — Foster
relationships with various government
agencies to provide informational

brochures, pamphlets and educational

meetings to the Town's residents in

reference to the services they provide.

Significant Prior
Accomplishments

The following accomplishments were
attained during Fiscal Year 2015/2016
and are relevant to the office’s objectives,
providing the performance measurements
that will be utilized by this office to
assess the effectiveness and quality of the
services it provides.

o Continued records disposition program
— whereby a number of records that had
surpassed their retention period were
discarded of according to the State of
Florida Law and Florida Administrative
Code

e Halfway through completion of courses
required to obtain CMC designation
through the International Institute of
Municipal Clerks

e Prepared 12 months of minutes for the
Regular Town Council Meetings and
Special Town Council Meetings.

e Uploaded all Resolutions, Minutes
and Agendas to the Town's website for
transparency of information to visitors of

the Town's website.



Processed approximately 50 public
record requests, with the assistance of

individual departments.

Prepared the Regular and Special Town
Council Meeting Agendas, as well as
agenda'’s related to workshops held by
the Town Council.

Processing Mayor and Council Members
Correspondence

Preparing all Legal Notices and public
notices

Support Service Clerk maintained the
Town’s local Channel 89 updated with
current  information  for
residents, with Town Clerk'’s

approval.

Assisted with the preparation
of approximately 40
Resolutions and 5 Ordinances

Ensuring that all the Town's
Council actions have been

executed.

Codification of the Town's

adopted Ordinances

Coordinating the scanning of
vital records such as Ordinances,
Resolutions, Minutes and Agendas

into the LaserFiche Program

Assisting  with the articles and
advertising for the Town's monthly

newsletter

Maintenance and updating of

information on the Town's website

Certification of Town's documents, such
as Resolutions
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Miami-Dade
Department  to

Coordinating with the
Elections process
financial disclosures for the Town's
elected officials, employees and board

members for 2015.

Serve as liaison between the Town's
attorneys and the Town in the information
gathering phase of preparation for
claims/lawsuits.

Ensured that all elected

Councilmembers received annual ethics

newly

training requirements per the state.

2016-2017 FISCAL BUDGET

“2016 / 2017:
EXPLORE

THE OPTION
OF ONLINE
STREAMING
OF COUNCIL
MEETINGS ON
THE TOWN'S
WEBSITE."”
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OFFICE OF THE TOWN CLERK
PERSONNEL SUMMARY TREND ANALYSIS

Town Clerk
200,000
150,000
100,000
50,000
Hm e
- Personal Services Operating

B COUNCIL APPROVED BUDGET FY 14-15 m COUNCIL APPROVED BUDGET FY 15-16
B COUNCIL APPROVED BUDGET FY 16-17
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BUDGET EXPENDITURES WORKSHEETS APPROVED FY 2016/2017

ACCOUNT ACCOUNT DESCRIPTION COUNCIL APPROVED | COUNCIL APPROVED | COUNCIL APPROVED | COUNCIL APPROVED | COUNCIL APPROVED
NO. BUDGET FY 12-13 BUDGET FY 13-14 BUDGET FY 14-15 BUDGET FY 15-16 BUDGET FY 16-17

512 -TOWN CLERK

Personal Services

512-113100 Town Clerk Salary 59,292 60,775 67,419 69,442 73,790
512-125100 Support Service Clerk 36,393 37,289 38,221 39,368 40,556
512-210100 FICA 7,141 7,319 8,081 8,324 8,747
512-220100 Retirement 18,276 19,417 20,917 21,544 23,372
512-230100 Life, Health & Dental Insurance 14,976 16,717 25,767 23,290 25,446
512-240100 Workers Compensation 352 361 398 410 431

Total Personal Services 136,430 141,878 160,803 162,378 172,342

Operating Expenses

512-360100 Election Expenses 10,000 5,000 10,000 5,000 10,000
512-400100 Travel & Per Diem 1,500 1,500 1,500 1,500 1,500
512-410100 Communication Services 2,500 1,000 1,000 1,500 1,500
512-420100 Freight & Postage Services 1,500 1,500 1,000 1,000
512-440100 Off Site Storage 3,100 3,100 3,100 5,500 5,500

512-460100 Repairs & Maintenance - - - - 7

512-470100 Printing & Binding 4,500 4,500 4,500 3,500 3,500
512-492100 Legal Advertising 16,000 16,000 16,000 10,000 10,000
512-510100 Office Supplies 2,000 2,000 2,000 2,000 2,000
512-520100 Operating Supplies 2,000 2,000 2,000 2,000 2,000
512-540100 Books,Pub,Subscrip,Memberships 800 800 800 800 800
512-640100 Machinery & Equipment 1,000 1,000 1,000 2,200 2,200

Total Operating Expenses 43,400 38,400 43,400 35,000 40,000
[OTAL TOWN CLERK - 512 179.830 180.278 204,203 197,378 212,342
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BUDGET SUPPORT INFORMATION APPROVED FY 2016/2017

ACCOUNT APPROVED
NO. ACCOUNT DESCRIPTION DESCRIPTION OF ITEM AND JUSTIFICATION AMOUNT
512 - TOWN CLERK
Personal Services
512113100 Town Clerk Salary Town Clerk salary 73,790
512-125100 Support Service Clerk Full-Time assistant 40,556
512210100 FICA 7.65% of Salary 8,747
512220100 Retirement Town Pension Retirement Plan 23,372
512230100 Life, Health & Dental Insurance Full cost of employee premium and half of family premium 25,446
512240100 Workers Compensation Code 8010 (gross salary multiplied by current rate of .00377) 431
Total Personal Services 172,342
Operating Expenses

512360100 Election Expenses Election this year 10,000
512400100 Travel & Per Diem FACC Conf. & Institute ; IMC 1,500
512-410100 Communication Services Cell Phone, air cards 1,500
512-420100 Freight & Postage Services Courier Servcies Fed Ex etc. 1,000
512440100 Off Site Storage Iron Mountain 5,500
512460100 Repairs & Maintenance e
512470100 Printing & Binding Codification 3,500
512492100 Legal Advertising RFP; Legal Notices 10,000
512510100 Office Supplies Council Binders, index sheets, copy paper etc. 2,000
512520100 Operating Supplies Videos and tapes, water, coffee, Zee medical supplies, code books, Sunshine manuals 2,000
512540100 Books,Pub,Subscrip,Memberships FACC; IIMC; MDCCA and class registration fees 800
512640100 Machinery & Equipment As needed for upgrades 2,200
Total Operating Expenses 40,000
TOTAL TOWN CLERK - 512 212,342
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