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	FROM: Department(s) initiating Form 11. 
SUBMITTAL DATE: The date the Department Head signs the form for submittal to the County Executive Office. 
SUBJECT: Include a few words to identify the subject matter.  This description will be printed in the Board Agenda. The action to be taken must be clear to the public and follow the requirements of the Brown Act.  If the Form 11 impacts a specific geographic area of the County, the area shall be named in the subject line.
RECOMMENDED MOTION: The request or recommendation must be specific.  It should take the form of a legislative motion, which is a statement of formal legislative action; therefore, the clarity and completeness of this section is extremely important.   If the Form 11 includes a budget adjustment, it must include a motion for the Auditor Controller Office to approve and process the budget adjustment. 
BACKGROUND: The information included in this section should be brief and concise, yet consistent with a clear explanation of the request.  The following information is required:
· If the request is for approval of an agreement or contract, basic features of the document such as purpose, cost and term shall be included
· Note any previous Board actions relating to the item. The previous agenda references on the bottom of the Form 11 must be completed. 
· Discuss relevance to current policy; i.e. Is it consistent with past actions, does it require an exception to Board policy, or is it a new issue before the Board?
Other information that is not required but useful when reviewing the form 11 is including detail information of partial payments, partial receivables, partial budgeted amounts, spending requirements of grants and commitments beyond the current fiscal year.
FINANCIAL DATA SECTION: The financial data section must be completed for all Fiscal Matters.   The availability and source of funds must be indicated such as specific revenue sources, grants, state and federal resources, bond issues, retained earnings, contingency, designated fund balance, etc. All ongoing costs should be clearly stated in the background. Financial data must relate to the motion. Amendments to contracts should address only the difference between the originally approved contract and the amended amount. Following is a brief description of each field in this section:
· CURRENT FISCAL YEAR (FY) TOTAL COST – The expense that will be incurred in the current fiscal year as a result of approval of the motion.
· CURRENT FY NET COUNTY COST – The net cost to the county general fund that will be incurred in the current fiscal year as a result of approval of the motion. 
· ANNUAL NET COUNTY COST – The net cost (impact on the general fund) that will be incurred annually in future fiscal years as a result of approval of the motion. 
· IN CURRENT YEAR BUDGET – Indicates whether the costs indicated are already included in current year appropriations. 
· BUDGET ADJUSTMENT – Indicates whether the costs indicated require budget adjustments to amend appropriations. If budget adjustments are required, this should be included in the motion and adjusting entries attached on Schedule A. 
· FOR FISCAL YEAR - Indicate fiscal year for which the adjustments are being made.
· SOURCE OF FUNDS - Describes or names the funding sources with which the cost will be covered. Examples include references to specific revenue sources, grants, state and federal resources, bond issues, retained earnings, contingency, designated fund balance, etc. Where multiple sources are listed, include the percentage of the cost each source covers (the total of the percentages should equal 100%)
· REQUIRES 4/5 VOTE - Must be checked for all Form 11’s that include a budget adjustment.
SIGNATURES – All Form 11’s must include original signature(s) of Department Head(s).  When Form 11 includes more than one department, all Department Heads must sign.  In the event that the Form 11 is signed by other than the department head, the name and title of the signatory must be listed along with the statement “for (name of) department head.”
REQUIRED APPROVALS - Prior to submitting items to the County Executive Office, the agenda item must be complete with all attachments and routed for comment, review, approval as to form, and/or recommendation as may be appropriate by other departments. The reviewing departments’ signature (s) should appear on the left margin in the finalized Form 11. The typed/printed name of the individual signing for each approval must appear beneath the signature.
· COUNTY COUNSEL - All items involving contracts, agreements, resolutions, or any legal matter. In addition to the margin, counsel signature should appear on the signature page of each copy of a finalized contract or agreement. Memos from counsel confirming review are not sufficient, since they may too easily become detached and proof of legal review and sign off lost.
· HUMAN RESOURCES DIRECTOR - All items involving personnel such as positions and classifications.
· AUDITOR-CONTROLLER - Any item adjusting estimated revenues and/or appropriations, revolving funds, establishing revolving funds, or recommending new or revised rates and fees.
· PURCHASING - Items or services for which either Purchasing has conducted a competitive bid process or has approved the process utilized by the requesting department (includes sole source).
· INFORMATION TECHNOLOGY - All computer and communication systems or equipment, etc.

	SCHEDULE A – Schedule A should list the budget adjustments referenced for approval in the motion.  It is recommended that departments prepare Schedule A in a spreadsheet to better ensure the accuracy of the totals and balances.  The following information requires critical review:
· VALIDATE ACCOUNTING STRINGS -  Accounting strings must be(have):
1. Complete - All accounting strings must have three components: FUND, DEPARTMENT ID, and ACCOUNT.  Account numbers should be followed by the account description and the description should match the description of the Chart of Accounts.
2. Budget Level – By accessing the chart of accounts make sure that the complete accounting string is at Budget Level (Level 4).  Keep in mind that equity accounts are an exemption to the budget level rule
3. Active – Complete accounting string must have an active status (A).  Accessing the chart of account will help you verify this information.  
4. Valid FUND-DEPARTMENT ID combo - Combos are validated using the COMBO_DEPTID Tree in the Tree Manager Module of PeopleSoft 8.8 Financials.  

· VERIFY THAT ENTRIES BALANCE AND AMOUNTS ARE ROUNDED TO WHOLE DOLLARS, NO CENTS.
1. Total DEBITS must equal Total CREDITS.  Always verify that total debits and total credits balance.  Remember that Appropriations increase by a CREDIT, Estimated Revenue increase by a DEBIT and Board Designation increase by a CREDIT.  
2. Verify totals within Appropriations, Estimated Revenue and Designations.  If you have more than one accounting string under each section always add the amounts to make sure totals are correct.

· VERIFY THAT FUNDING IS AVAILABLE FOR DECREASES- When one of the accounting entries requests for an appropriation, estimated revenue or fund balance to be decrease you must verify that there is budget available to decrease.  
1. Appropriations- Verify that the Account number to decrease has sufficient funding in both the Appropriation Ledger and the Org Ledger.  Remember to check the AVAILABLE BUDGET amount in the Commitment Control Budget Details screen of PeopleSoft.  
2. Revenue-Use the Revest Ledger under the Commitment Control Module of PeopleSoft to verify funding.  Again, concentrate in the AVAILABLE BUDGET amount.
3. Equity Accounts- run a query to verify equity balances and remember that the account must have a CREDIT balance. 
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