
OFFICE OF THE VIttAGE CTERK
FISCAL YEAR 2017 BUDGET

Mission Stotement:

To provide o sofe, quolity community environment for oll islonders through responsible
government.

DEPARTMENTAT ORGAN IZATIONAL C HART

Cilizens/Residenls

Villoge Council

Villoge Clerk

Clerk, Typisf,
lmoging

Techniciqn



OFFICE OF THE VITLAGE CLERK
FISCAL YEAR 2017 BUDGET

FUNCTIONAL ORGANIZATIONAL CHART

DEPARTM ENTAL DESCRI PTION

The Office of the Villoge Clerkwos estoblished on June lB, l99l with the odoption of
the Villoge Chorter. The Chorter prescribes thot the Council sholl oppoint o Villoge
Clerk who sholl give notice of Villoge Council meeiings, keep o journol of its
proceedings ond perform such other duties os moy be prescribed by the Villoge
Council from time to time.

The Villoge Clerk olso provides o myriod of other services lhot ore dictoted through
ordinonces, Stote stotutes, ond trodition. These services inciude: preporing Council
Agendos; publishing public notices; serving os Supervisor of Elections; processing ond
mointoining custody of ogreements, controcts, ordinonces, resolutions, ond
proclomotions; odministering publicotion of the Villoge Code ond Chorter; ond
providing informotion ond records reseorch to the Council, stoff, ond public.

The Villoge Clerk octs os
Secretory to the Council
by recording ond
mointoining occurote
minutes of the
proceedings of the
Villoge Council, publishing
public notices, ond
mointoining custody of oll
officiol records not
hondled by someone
else.

Serves os Finonciol Disclosure
Coordinotor with the Stote of
Florido Commission on Ethics
ond serves os the Records
Monogement Lioison with
the Stote of Florído
Deportment of Stote.

Villoge Clerk

o o

o

o

Administers the publicotion
of the Villoge Code, code
supplements ond the Villoge
Chorter.

Provides notory services ond
odministers ooths of office to
Villoge officiols.

The Villoge Clerk serves os
the Supervisor of Elections
for the Villoge.



OFFICE OF THE VILTAGE CLERK
FISCAL YEAR 2017 BUDGET

The Office of the Villoge Clerk hos implemented stote-oÊthe-ort technology to
enhonce the dísseminotion of informotion regording the octívities of the Villoge
Council ond Villoge Government including:

a Opticol-imoging of vitol records ond frequently requested documents (ogendo
pockets, minutes, resolutions, etc.), which provides for quick retrievol time ond
reduced storoge spoce.

Publicotion of the full ogendo pocket on the Villoge's lnternet web poge.a

The Clerk's Offíce is stoffed by the Villoge Clerk ond o full-time Clerk, Typist, lmoging
Technicion.

2017 DEPARTMENTAT OBJECTIVES AND MANAGEMENT
OVERVIEW

To complete ond distribute Council meeting Agendos to the Council, stoff ond
public five doys prior to the scheduled meeting.

To mointoín occurote minutes of the proceedings of the Councíl

o

a

To publish public noiices os required by low.

To serve os the Supervisor of Elections for municipol elections.

To process ond mointoin custody of ogreements, controcts, ordinonces,
resolutions ond proclo motions.

To mointoin custody of Villoge records ond coordinote the opticol-imoging ond
storoge of soid records.

To provide clericol ond reseorch support for members of the Council

To odminister the publicotion of ihe Villoge Chorter, code book ond
supplemenls under controct with Municipol Code Corporotion.

To provide informotion ond records reseorch to the Councí|, the public ond stoff

To províde notory service ond odminister ooths of office to committee members,
police ond fire officers, ond other Villoge Officiols.

a

a

a

a

a

a

o

o To compile ond mointoin the Clerk's Office Procedures ond lnformotion Monuol.



OFFICE OF THE VILTAGE CTERK
FISCAL YEAR 2017 BUDGET

To serve os the Finonciol Disclosure Coordinotor with the Stote of Florido

Commission on Ethics ond the Records Monogement Lioison with the Stote of
Florido Deportment of Stote.

To mointoin custody of the Villoge Seol.

To serve os lioison between the public ond Council os directed.

a

o

o

PÊRFORMANCE I N D¡CATORS

The following indicotors ore relevont to the deportment's objectives ond provide the
performonce meosurements thot will be utilized by this office to ossess the

effectiveness ond quolity of the services it provides.

ACTIVITY

Regulor Council Meetings

Zoning Meetings

Speciol Council Meetings

Workshops

Locol Plonning Agency (LPAs)Meetings

TY
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PERSONNET SUMMARY
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Clerk, Typist, lmoging
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Clerk
VARIANCE

General Ledger Code/Description

FY2016

Adopted

YTD

@07l}LlL6

tY20t7

Proposed

Budget

20L6V520t7

20L6

Actual VS Budget

Remaining

NON-DISCRETIONARY EXPENSES:

Personnel Expenses

001.03.512.12100 F/TSALARTES - VTLLAGE CLERK

00t.03.s12.72200 F/T SALAR r ES - CLER K/Ty ptsT/t MAG I NG TEC H

001.03.512.21100 PAYROLL TAXES

OO7.O3.5T2.22TOO RETI REM ENT CONTRIBUTIO NS

001,03.512.23100 LIFE, HEALÏH, DISABILITY INSURANCE

001.03.512.24100 WORKERS COMpENSATTON

001.03.512,45000 INSURANCE PROPERTY & LIABILITY

TOTAT NON-DISCRETIONARY EXPENSES

DISCRET¡ONARY EXPENSES:

001.03.512,34100 CONTRACTSERVICES - FACILITY MGMT

OO1.O3.512.4OOOO TRAVEL & PER DIEM

001.03.512.41100 COMMUNTCATTONS - WEBSTTE

001.03.512.41200 COMMU NtCATtONS

001.03.512.42000 FRETGHT & POSTAGE

001.03.512.43000 UTtLtïES

001.03.512.44000 RENTALS & LEASES

001.03.512.46100 REPAIR & MAINTENANCE.VILLAGE HALL

001.03.512.47100 PRINTING, BINDING & IMAGING

001.03.512.49100 OTHER CURR. CHARGES-ORDINANCE CODIFICATI

OOT.O3.5T2.492OO OTH ER CU RR. CHARG ES-ELECTIO N EXPENSES

001.03.512.49300 OTHER CURR. CHARGES- ELECTION ADVERTISING

001.03.512.49400 OTHER CURR. CHARGES-LEGAL ADVERTISING

001.03.512.49800 VTDEO STREAMT NG

001.03.512.51000 0FFtCE SUPPLTES

001.03.5 12.54100 SU BSCRI PTIO NS & I\4 EM BERSHI PS

001.03.519.64100 CAPTTAT OUTTAY

TOTAL DISCRETIONARY EXPENSES

GRAND TOTAT CTERK'S OFFICE

$2U,286 s189,9X6 5237,6LO $3,324 r.4% s44,37O

s123,648

Ssz,oor

573,442

s21,o8s

s13,2 16

S403

s10,431

s100,820

s42,0s0

se,876

5r7,788

s11,113

s387

s7,883

572s,379

5s2,293

s13,s92

s2r,32L

sr4,7s2

S443

s10,431

L.4%

0.4%

7.r%

7.Lo/o

t0.o%

o.o%

s22,828

S10,o11

s3,s66

53,2e7

s2,103

s16

s2,s48

785%

19.2%

26,5%

L5.6o/o

t5.90/o

4.O%

24.4%

737s1,

s232

s1s0

s236

S936

Sqo

so

18.9%

5L24,L79 570,274 5l29,ss2

s3s8,464 s260,190 $367,462

sL,2O2 79.7% s626 tO.2%

so o.o% 57,687 L7.9%

so o.o% $soo 77.4%

52,423 3s.7% (S3,8s6) -s6s%

s0 o.o% s266 26.6%

ss00 ss% s2,065 24.3%

sg+z 44.2% (s1,991) -s3.3%

(s1s) -0.3% $2,28s 40.7%

so 0.0% 53,432 68.6%

s0 o.o% s386 77.O%

s0 0.o% s10,000 70o.o%

so 0.o% s8,134 8L.3%

so 0.0% s2s,sso 73.0%

So o.o% S4,o4o  z.Lo/o

s0 o.0% s1,106 22.r%

5626 s7.4% (5487) -44.7%

s0 0.0% s163 16.3%

Ss,eA 4.6% Ss3,9o4 4t.4%

s8,998 2.5ô/o 598,274 27.4%

S6,108

59,448

54,4oo

s6,780

S1,ooo

S8,soo

s2,133

ss,61s

Ss,ooo

S3,soo

Slo,ooo

s10,000

s3s,o0o

S9,6oo

Ss,ooo

s1,090

$1,ooo

Ss,482

s7,762

S3,9oo

s10,636

,sq
s6,43s

54,L24

S3,334

S1,s68

53,114

SO

s1,866

se,4s0

ss,s60

S3,894

57,s77

s837

S7,310

S9,448

S¿,¿oo

S9,203

s1,ooo

se,00o

S¡,ozs

ss,600

Ss,ooo

s3,soo

$10,000

s10,0oo

S3s,ooo

se,6oo

Ss,ooo

5L,716

$1,ooo
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BUDGETWORKSHEET

Employees who are or will be members of a

retirement system as a condition of employment.
lncludes all full-time(F/T) and part-t¡me(P/T)

employees who make up the regular work force.
lncludes all salaries and salary supplements for
official court reporters and electronic recorder
operator transcribers.

REGULAR SALARIES

oBJECT CODE 12.000

DESCRIPTION
ADOPTED

FY2016

YTD

@o7l3tlL6

Proposed

çtt20L7

(12.100) Village Clerk s123,648 s1oo,82o SL2s,g79

(12.200) Assistant to Clerk s52,061 $42,050 552,293

REGUTAR SAIÂRIESTOTAT 517s,709 ç142,87CI Stlt,6lz
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BUDGET WORKSHEET

Social Security matching/Medicare matching.

FICA TAXES

oBJECT CODE 21.000

DESCRIPTION
ADOPTED

FY2016

YTD

@o7l3tlt6

Proposed

FY20t7

(21.100) Fica Taxes -7.65% itg,44z s9,876 S13,592

FICA TAXES TOTAL 5t3,442 s9,876 S13,592

Page 3 of l9 Clerk 2016



BUDGET WORKSHEET

Amounts contributed to a retirement fund

RETIREMENT CONTRIBUTIONS

oBJECT CODE 22.000

DESCRIPTION
ADOPTED

FY2016

YTD

@o7l3tlt6

Proposed

FY20t7

(22.tOOl Retirement Contribution - L2% S21,085 SLt,t8,g 52L,gzt

RETIREMENT CONTRIBUTION TOTAL S21,oB5 itt,7gg izl'',1zt
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BUDGETWORKSHEET

lncludes life and health insurance premiums and

benefits paid for employees.

LIFE AND HEALTH INSURANCE

oBJECT CODE 23.000

DESCRIPTION
ADOPTED

FY2016

YTD

@o7l3tl1;6

Proposed

FY20t7

(23.100) lnsurance

Life lnsurance/Long Term Disability 51,,21-6 $i.,i.06 51,552

Health lnsurance $i.2,ooo sL0,0o7 s12,600

LIFE AND HEATTH INSURANCE TOTAT $13,216 su,u3 5t4,ts2
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BUDGETWORKSHEET

Premiums and benefits paid for Workers'
Compensation insura nce.

WORKERS' COMPENSATION

oBJECT CODE 24.000

DESCRIPTION
ADOPTED

FY2016

YTD

@CI7lîtlL6

Proposed

FY20t7

(24.100) Worker's Compensation $¿os Sgez s443

WORKERS' COMPENSATION TOTAL S¿og Sggz $¿¿g
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BUDGET WORKSHEET

Custodial, janitorial, and other services procured

independently by contract or agreement with
persons, firms, corporations, or other governmental

units. Does not include contracts or services which

are defined under sub-objects 3L,32,33, 46, and 47.

OTHER CONTRACTUAL SERVICES

oBJECT CODE 34.000

DESCRIPTION
ADOPTED

FY2016

YTD

@o7l3tlL6

Proposed

FY20t7

(34.100) Maintenance Contract - Coastal s6,108 5s,4gz S7,310

2.3%o Manager,2,3Yo Clerk, 6.6% BZP, I3.3% Police, 6.6To Fire,23% PW,66.6% Comm Ctr

OTHER CONTRACÍUAI SERVICES TOTAT $6,108 $5,¿82 S7,3to
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BUDGET WORKSHEET

This includes the costs of public transportation,
motor pool charges, reimbursements for use of
private vehicles, per diem, meals, and incidental

travel expenses.

TRAVEL AND PER DIEM

oBJECT CODE 40.000

DESCRIPTION
ADOPTED

FY2016

YTD

@o7l3tlt6

Proposed

FY2OL7

(40.000)Travel

Travel & Per Diem s3,4oo 52,71,4 $3, 400

Tra nsponder Renewal (residential) s48 s48 S¿s

Auto Allowance s6,ooo s5,ooo s6,0oo

TRAVET & PER D¡EM TOTAT $9,443 St,762 $9,449
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BUDGETWORKSHEET

lnternet services, communication devices and

communication accessories as well as for service
plans for long distance and local service. Similarly,

this code should include charges to maintain the
phone systems within the facility and any other
electronic signal.

COMMUNICATIONS

oBJECT CODE 41.000

DESCRIPTION
ADOPTED

FY2016

YTD

@o7l3Llt6

Proposed

FY20t7

(41.100) Website consulting S4,4oo s3,9oo s4,400

(41.200) Communications

AT&T 51-,74i

Verizon 5L,524

Mitel s64

Comcast Ssz

Office 365 5r,662

Suncom 54,3i.3

I nternet 5r,274

Subtotal s6,780 s10,636 s9,203

COMMUNICATIONS TOTAT S11,180 S14,536 Stt,sog
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BUDGET WORKSHEET

Use for freight and express charges along with
drayage, postage, and messenger service.

FREIGHT & POSTAGE

oBJECT CODE 42.000

DESCRIPTION
ADOPTED

FY2016

YTD

@o7l3tl';6

Proposed

FY20t7

(42.000) Freight & Postage

Fedex St,ooo 5734 sl,ooo

FREIGHT AND POSTAGE TOTAL $1,ooo figa $1,ooo
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BUDGET WORKSHEET

Electricity, gas, water, waste disposal, and other
public utility services.

UTILITY SERVICES

oBJECT CODE 43.000

DESCRIPTION
ADOPTED

FY2016

YTD

@o7l3Llt6

Proposed

FY20t7

(43.100) Electric Service s6,5oo 55,236 s6,5oo

50% Police, 25% BZP, 8.33% Mgr, 8.33% Clerk, 8.3 3% P. W

(43.200) Water Service S1,9oo S1,199 s2,500

50% Police, 25% BZP, 8.33% Mgr, 8.33% Cle rk, 8.33% P.W

(44.300) Contingency Sroo $o

UTITITY SERV¡CES TOTAL s8,500 s6,435 s9,000

Page 1 1 of 19 Clerk 2016



BUDGET WORKSHEET

Amounts paid for the lease or rent of land, buildings,

or equipment. This would also include the leasing

of vehicles.

RENTAT AND LEASES

oBJECT CODE 44.000

DESCRIPTION
ADOPTED

FY2016

YTD

@o7l3.t lt6
Proposed

FY2OL7

(44.100) Copier Lease Sl,too $3,199 s2,000

(44.4001Plant Care sesT ssso $1,ooo

(44.500) Pitney Bowes s76 s7s s7s

RENTAIS AND LEASES TOTAI. s2,133 s4,L24 s3,075
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BUDGET WORKSHEET

lncludes all insurance carried for the protection of
the local government such as fire, theft, casualty,
general and professional liability, auto coverage,

surety bonds, etc.

INSURANCE

oBJECT CODE 45.000

DESCRIPTION
ADOPTED

FY2016

YTD

@o7131,1':6

Proposed

FY2077

(45.000) Insurance

Property/General Liability I nsurance S10,136 S7,561 S10,136

Flood lnsurance s2es s321 s2es

INSURANCE TOTAT S10,431 s7,883 S10,431
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BUDGET WORKSHEET

The costs incurred for the repair and maintenance of

buildings and equipment, including all maintenance
and service contracts. Does not include custodial or
janitorial services which are recorded under sub-

object 34.

REPAI RS AND MAINTENANCE

oBJECT CODE 46.000

DESCRIPTION
ADOPTED

FY2016

YTD

@o7131.116

Proposed

FY2CIL7

(46.100) Building Maintenance - Village Hall S5,619 S5,6oo

Qtly Fire Alarm Service sLe2

Lights/filters S160

Fire Extinguisher inspection Sroz

Semi Annual Sprinkler Alarm(All Fire) s343

Turtle fountain maint (ozone water) se3

Quarterly elevator maint 5327

AC maintenance Srso

Consumable supplies Sqts

Roof Repairs s176

Pest Control 522s

Electrical Services 5432

Plumber s12e

Other 5470

Split

5O%o Police,25% 82P,8.33%o Mgr,8.33% Clerk, 8.33% P.W

REPAIRS AND MAINTENANCE TOTAL S5,619 S3,334 S5,600
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BUDGET WORKSHEET

Costs of printing, binding, and other reproduction

services which are contracted for or purchased

from outside vendors. Also, include charges for
printing, etc., which is performed by an in-house
print shop.

PRINTING AND BINDING

oBJECT CODE 47.000

DESCRIPTION
ADOPTED

FY2016

YTD

@o7131,1t6

Proposed

FY2OL7

(47.100) Printing & Binding

lmaging Equipment/Supplies s5,ooo S1,569 s5,ooo

PRINTING AND BINDING TOTAL Ss,ooo St,s68 s5,ooo
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BUDGET WORKSHEET

lncludes current charges and obligations not
otherwise classified.

OTHER CURRENT CHARGES AND OBLIGATIONS

oBJECT CODE 49.000

DESCRIPTION
ADOPTED

FY2016

YTD

@o7l?tlL6

Proposed

FY2OL7

(49.100) Ordinance Codification S3,soo s3,114 s3,5oo

(49.200) Election Expense Sto,ooo so slo,ooo

(49.300) Election Advertising $1o,ooo s1,866 $1o,ooo

(49.400) Legal Advertising s35,ooo s9,450 s35,000

(49.800) Video Streaming s9,6oo S5,560 s9,6oo

OTHER CURRENT CHARGES AND OETIGATIONS TOTAL $68,100 s19,990 s68,1oo

Page lô of 19 Clerk 2016



BUDGETWORKSHEET

This object includes materials and supplies such as

stationery, preprinted forms, paper, charts, and

maps.

OFFICE SUPPLIES

oBJECT CODE 51.000

DESCRIPTION
ADOPTED

FY2016

YTD

@o7l3tlt6

Proposed

FY20t7

(51.000) Office Supplies S5,ooo $3,894 s5,0oo

OFFICE SUPPT¡ES TOTAL Ss,ooo s3,894 S5,ooo
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EUDGETWORKSHEET

lncludes books, or sets of books if purchased by set,

and not purchases for use by libraries, educational
institutions, and other institutions where books and

publications constitute capital outlay. This object
also includes subscriptions, memberships,

professional data costs, and training and
adr r¡rtinnrl ¡ncfc

BOOKS, PUBTICATIONS, SUBSCRIPTIONS AND MEMBERSHIPS

oBJECT CODE 54.000

DESCRIPTION
ADOPTED

FY2016

YTD

@o7l3tlL6

Proposed

FY20t7

(54.100) Memberships & Dues

ilMC s 160 s180 Sreo

MDC MC Szs Szs Szs

llMC Conference Sooo $ooo $600

Miscellaneous Szso s166 s230

FACC Szs s7s

WENS (VrNS) s606 Sooo

BLICATIONS, SUBSCRIPTIONS AND MEMBERSH IPS TOTAT $1,090 SL,s77 St,7t6
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BUDGET WORKSHEET

lncludes motor vehicles, heavy equipment
transportation, other heavy equipment, office
furniture and equipment, and other machinery and

equipment. Also includes court recording,
duplicating, and transcribing equipment.

MACHINERY AND EqUIPMENT

oBJECT CODE 64.000

DESCR!PNON
ADOPTED

FY2016

YTD

@07l3tlt6

Proposed

FY2AL7

(64.100) Capital Outlav s1,000 Segz s1,000

Scanner

MACHINERY AND EQUIPMENT TOTAL S1,ooo $agz St,ooo
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