Administrative Services Department
Finance Division
Professional Preparation Plan

1. National Government Finance Officers Association (GFOA) Annual Conference

Receive certification credit to maintain CPA license

Receive dated information regarding Generally Accepted Accounting Principles (GAAP) requirements
Receive professional and personal renewal and networking opportunities

Atlanta, GA

June 6-9, 2010

Estimated cost per person -~ $1,800

7. Utah Government Finance Officers Association Annual Conference

Receive certification credit to maintain CPA license and CGFM certification

Receive dated information regarding Generally Accepted Accounting Principles (GAAP) requirements
Receive professional and personal renewal and networking opportunities

St. George, Utah

April 2010

Estimated cost per person — $800

3. GFOA Satellite GAAP update

Receive updated information regarding GAAP and receive certification credit to maintain CPA license
and CGFM certification

Salt Lake City, Utah

November 2010

Estimated cost per person — $150

4, Association of Governmental Accountants Professional Development

Receive updated information regarding GAAP and receive certification credit to maintain CPA license
and CGFM certification

Salt Lake City, Utah

May 2010

Estimated cost per person — $300

5. Utah Association of Certified Public Accountants State & Local Government

Receive updated information regarding GAAP and receive certification credit to maintain CPA license
and CGFM certification

Salt Lake City, Utah

November 2009

Estimated cost per person — 3350

6. Utah Association of Public Treasurer’s Spring Conference

Required skill training, and receive updated information regarding current State Laws as required for the
City Treasurer

Receive professional and personal renewal and networking opportunities

St. George, Utah

April 2010

Estimated cost per person — $800

7. Regional Utah business License Association Conference — Fall

Required skill training, and receive updated information regarding current State Laws as required for the
Business License Coordinator
Receive professional and personal renewal and networking opportunities
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Moab, Utah
October 2009
Estimated cost per person — $580

8. Regional Utah business License Association Conference — Spring

Required skill training, and receive updated information regarding current State Laws as required for the
Business License Coordinator

Receive professional and personal renewal and networking opportunities

Salt Lake City, Utah

April 2010

Estimated cost per person— $150

9, Pentamation Users Conference — Spring

Required skill training and update of upcoming release features

Receive professional and personal renewal and networking opportunities with other Pentamation users
California

April 2010

Estimated cost per person — $1,200

10. Office/Technology Skills Training

Receive in-house training on computer programs such as Microsoft Publisher, Microsoft Word, Microsoft
Excel, Microsoft Access and others such as Pentamation and Crystal Report Writing, etc.

Finance Conference Room and/or City Hall IT Training Room

Various

Estimated at $500 per training session
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TRAINING PLAN SUMMARY  DEPT: Finance
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Certification & .
Larsen, ]anice Networking ] 3 4 10 $2,250
Certification & _
Zobell, David Networking 3 0 10 $050
Certification & _
Okerlund, Eric Training 2 3 4 10 $1,600
Certification &
Standiford, ]eff Networking 3 4 5 10 $500
Skill
Hall, Joe Development 10 $300
Certification &
Hall, Michael Networking 9 10 $1,250
Skill
Lancaster, Marsha Development 7 8 10 $730
Skill
Thompson, Michelle  |Development 10 $150
Skill
Berg, Georgia Development 10 $150
Skill
Naylor, Betty Development 10
Skill
Burt, Cilldy Development 10
Skill
Mecham, Diane Development 10
Skill
Lepore, Kathi Development 10
Skall
Stoddard, Vivian Development 10
Skill
Andrews, Amy Development 10
Skill
LlOYd, Alaina Development 10
Skill
Swenson, Sonia Development 10
Skill
Bl‘ight, Mike Development 10
Skill
Reiter, Steve Development 10
Skill
Hall, Elizabeth Development 10
Skill
Glad, Virginia Development 10

120




1io|

[7or8 [ 98L°sE } 8LE jory | s8t } 096 [ovzs | s¥s'T TOPTr B STIVIOL

i/Alag | o

0/AIQE | O

wo/alaE [0

iovaIag |0

walag | o

WwALaE 10

W/AIGE [0

/AL |0

o/Alae | o

WALQE 0

/AIdE [0

iwAalaE |0

0AIQE | O
%001 9E0° T ¥ 0 0 0 opo°r [ JUEISISSY WWPY 3d VINIDOHIA ‘d¥T1D
%08 TL9F ¥S 91 0s 8 Tl 871 080°C IRV Fuiseyaing HJ4ASOr “11vH

0/AIQE | 0 0 0 [} 0 Ii(] SIINAIIS UNUPY LNVIVA
%8L 7€9°1 ¥S 0s 08 11 441 01 080T J1(q 2uzuy Sndag ADINFI ‘NASHY1
%78 869°1 ¥s or 8¥ ZIl 871 0806°C @D suddry ssamsng | VHSHUVIN HILSYVINV
% 6L 8¢90°1 ¥s 0s 0s 8y 41! 871 080°C 101)0 03png 214d ‘AN THINO
%% L8 8081 ] 8y A3 $01 980°C 1 JUB)SISSY UIpy VINOS ‘NASNAMS
2498 T6L°1 ¥ 8y [4§! ¥01 080°7 ool supunony| ATTIHIIW ‘NOSdWOHL
498 T6L°1 54 8F Tl ¥01 080°C Y23 SURUNOIIY YNNYIDHOTD “Ouad
Yobl 780°1 ¥S 0s 9¢ 8F 431 871 080°C JUBIUNDOIFY AJAr " THOAANYLS

ivalas o 0 0 [ i 0 [BUGSEIS INVIVA
%S8 09L°1 8 8y 7Y 81 0807 23], AL AN TAVHDIIA ‘LHO™d
%78 60L°1 8 8r 41 €07 080°T 11 doy sauip;) ALLAY MOTAVN
%LY 808°1 3 8¥ At ¥01 080°C 1 day ssumn ANVIA WYHDIW
%L8 808°1 8 8y 71l ¥01 080°T [ day saunnn AGQNID ‘Land
%98 F8LT 8 8r 711 871 080°7 2P 1A NAALLS UALIAH
Yol 808°1 8 14 711 F01 080°7 13pEaY 13N HLASGYZITI “TTVH
%78 LT #S s 8r 711 PO 080T FEITEEENIERT LT | TAVHDIN “T1¥H
%L8 808°1 8 8y Z11 ¥l 080°7 1L ¥SD NVIAIA ‘@dVAAoLS
%78 60L°1 8 8y 411 €02 080°T TR:Ee) NATTHLV ‘T20da1
%L8 808°1 8 (33 44! $01 080T 148D ¥NIVIV ‘AA0T]
%L8 808°1 8 8t 41 POT 080°C [ 88D AY “MTHANY
YobL PrSl ¥S 0s 69 8t A1 £07 080°7 1a1nsead], 31D qIAVA "TIH90Z

_deF =ﬁ.&< SJH Mﬁmﬁﬁﬁun— EmEﬂﬂ FABI] JIALI] sInoy e N
jo o weIsosd [e13U39) e ILAEIELS]) sdepIrjoq HONBIBA {enuny oSO kopdwy

AINVNIA / NIINAY AIQ/ LJEA

AYOLNHANI 3DUNOSTH

121



1jog

%0 24S€ %6 %0 %t %L %0T %F IVLOL A0 %
[ 98L's¢ 0 8EPTI 961°¢ TL6T 05S°1 06°L 8TI'L 0091 :$TV.LOL-9AS
0
0 0 0 0
0 0 0 0
0 0 0 0
0 0 0 0
0 0 0 0
0 0 0 0
0 0 0 0
[} 0 0 0
0 ] 0 0
0 0 0 0
0 0 0 0
0 0 0 0
0 0 0 0
0 9c0°L 9€0°L ¥86 s VINIOWIA ‘QV1D
0 TL9'] TLY] TLYT HJASOr “TTVH
0 0 0 LNVIYA
0 T€9°1 TE9I 7£9 0001 ADINVE ‘NIASHV'T
0 869°1 869°1 869°T VHSHVIN HALSYVINVT
0 8€9°1 8E9°Y 0S7°1 88¢ JHA ‘ANNTEENO
0 8081 808°1 00€ 001 00€ 007 80€ 009 VINOS ‘NASNIMS
[} T6L'T T6L1 T6L'T FTTIHIIW ‘NOSJWOHL
0 T6L°1 T6L°1 001 001 T65°1 VYNNYIOUOHED ‘DHid
0 7891 7591 759°1 JAAr "QAOAIANV LS
0 0 0 LINV¥IV¥A
0 09L1 09L°1 09L1 TAVHIIN ‘LHOIEE
0 60L'T 60L°1 60L°T ALLAG HOTAVYN
1] 8081 8081 8FY°l 091 ANYIQ WYHOAW
0 808°1 808°1 8¥9°1 091 AANID ‘L4
0 F8L1 ¥8L1 ¥8L1 NAATLLS MALITHE
0 8081 808’1 808°T HLAGVZITA “TIVH
0 TILT 1L 00L 001 007 TIL TAVHIIW “T1VH
0 808°1 808°1 SLI L01 978’1 NYIAIA ‘@IVATOLS
) 60L°1 60L°1 0Ly 6ES°T NATTHLV ‘AH04dT1
0 808°1 808°1 SLI £€9°1 VYNIVIV ‘AOTT
] 808°1 8081 SLl L01 97s'1 AV “MTIANY
[} FFST FHE1 98¢ 001 850°T aiAvd “113490Z
anRa) eAy SIH Z0LPIFOL 90IFIPOT  SOTFIPOT  POEPIFOL  €OIPIPOT  TOTVIFOT  TOIFIVOL sadopdury
jssnpdang WeI3old TV.LOL Suyg A Isuddry sng Suseypang 33 Jedpng AINSEAL] 13DV U3 HIWDPY UID) we13ong

HAINVNIA / NDAAY AIQ/LJEA

01-60Ad XAVININNS INHANDISSY WVIODOUd

122



131

%0 %Pt %11 %9 % ¥ %7ZT %07 Yol TVLOL 40 %
[ 1z 0 L z 1 i S ¥ I :STVLOL-8NS
0
0 0 %l 0
0 0 %0 0
0 0 %0 0
0 0 % 0
0 0 %0 0
0 0 %0 0
0 0 %0 0
0 [i] %l 0
0 0 %0 0
0 0 %0 0
0 0 %0 0
0 0 %0 0
0 0 %0 0
SE0°T 9£0°1 Y001 Yol %56 %0 %0 %0 %S VINIOHIA ‘aV1D
1291 7L9°1 %00 %0 %0 %001 %0 %10 250 HAESOr “TTVH
0 0 %0 LNVIOVA
1£9°1 TEY°1 %001 %0 %0 %0 %0 %0 %6€ %19 FIINVI ‘NISUY'T
L69°1 869°T 20001 %0 %001 %0 %0 %0 %50 YHSUVIN HALSVONV]
LEY'T 8£9'T %001 %0 %0 %0 % 9L %0 %l J1Y3 ‘AN TIENO
L08'1 808°1 %001 Y%ll %9 Yall %11 %0 %Ll DAY VINOS ‘NASNIMS
16L°1 6L1 %001 %0 %0 %0 %0 %0 %001 ATTIHDIN ‘NOSJHWOHL
I6L°1 T6L'1 %001 %0 %9 %0 %0 %9 %68 VANNVIOROAD “Ddid
189°1 7891 %001 %0 %0 ) %l %0 %001 AAAC ‘CACATANY LS
0 0 %0 LNVOVA
65L°1 09L°1 %001 %001 %0 %0 %0 %0 %0 TAVHDOIN ‘LEOTHY
S0L°T 60L°T %001 %001 %0 ) Yl %0 %0 ALLAA “WOTA¥YN
L0S'T 808°1 %001 %16 %0 %0 %0 %6 %0 ANYIQ ‘WVHDIW
L08°T 808°1 %001 %16 %0 %0 %0 %b %0 AANID ‘1HNS
£8L°T P8LT 2,001 %001 %0 %0 %0 %0 %0 NEALLS ‘HALIAY
L08°1 808°T 2,001 %001 %0 %50 %l %0 %0 H1IA¥ZITd “TIVH
1141 AT 24001 %P %9 2,0 %0 %Z1 %Ib TAVHOIW “T1VH
L08°Y 808°1 %001 %01 %9 %0 %l %¥8 NVIAIA ‘@AVAQOLS
80LT G0L°Y 25001 %01 %0 %0 %0 %06 NAATHLVY ‘THO4dET
LOS'E 8081 %001 %01 %0 50 %0 %06 YNIVIY ‘JAOTT
L08°1 8081 %001 %01 %09 %0 %l %P8 AWY “MFUANY
£pS°1 PPS'l %001 %ST %0 %0 %9 %69 diAVd “113d0Z
(pyq) HEAY SIH Z01FIP01 90IPIFGT  SOI¥I¥OI  pOIVIVOL  E0IPIPOL  TOTPIVOL  [OIVIPOI 3akojdury
ssnjdang weldoid TYIOL Surg A asuddry sng  Suisegoang 13 wipng Aanseal], )0V WD UNUPY 13D weidory

ADINVNIA / NINAY AT/ LA3A

01-60Ad AUVINIANS INTIWNDISSY WVIDOdd

123



Administrative Services Department
Finance Division
Programs

Administrative Services — Finance
General Administration

Purpose
Finance administration directs and support activities of other Finance Division programs.

Goals

Ensure the most effective and efficient use of resources available to the Finance Division by 1) continually
reviewing processes and procedures to identify and implement improvements; 2) monitoring and adjusting
staff work load; 3) providing needed training,.

Qutcome/Measurement
Develop a training plan and then record and track attendance for each staff member.

124



ADMINISTRATIVE SERVICES
ADMINISTRATION
10414101

SALARIES & BENEFITS

4110000
4110030
4130110
4130120
4130130
4130140
4130150
4130160

SALARIES FULL-TIME

SICK LEAVE BUYOUT
RETIREMENT

MEDICAL & DENTAL INSURANCE
WORKERS COMPENSATION
LONG-TERM DISABILITY
UNEMPLOYMENT

VEHICLE ALLOWANCE

OPERATING EXPENSES

4210000
4215000
4240000
4280000
4330000

BOOKS & SUBSCRIPTIONS
MEMBERSHIPS

QFFICE SUPPLIES
TELEPHONE

TRAINING

CAPITAL OUTLAYS

4740000

EQUIPMENT

TOTAL ADMIN. SVCS. ADMIN.

FUNCTIONAL SUMMARY
SALARIES & BENEFITS

OPERATING EXPENSES
CAPITAL OUTLAYS

TOTAL FUNCTIONAL AREAS

ADJUSTED 12-MONTH CM RECOM.
ACTUAL BUDGET ESTIMATE BUDGET
FY 07-08 FY 08-09 FY 08-09 FY 09-10

0 0 0 66,350
0 0 0 700
0 0 0 12,865
0 0 0 9,376
0 0 0 132
0 0 g 736
0 0 0 332
0 0 0 3,410
0 0 0 337
0 0 0 485
0 0 0 200
0 0 0 1,500
0 0 0 1,270
0 0 0 0
0 0 0 97,693
0 0 0 93,901
0 0 0 3,792
0 o 0 0
0 0 0 97,693
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Page | of 1

EXPENDITURE DETAIL FY 2009-2010
ADMINISTRATIVE SERVICES DEPARTMENT

Program Program Number

"r.-‘—"—p—d—’—,"'—'.-'-l—'-'—’.-l-r"_v 'i-'"_"'"-""""'""i

| Admin. Services Administration || 10414101 |

e e S — A A — A — At ol s T U S S M Al e s N A Y. M S A A S i 1 S S s B

Account Title/
Account Number Amount Description / Justification

Books & Subscriptions 337] [Wall Strect Journal $120 Kiplinger Letter Subscription $117  Misc. Subscritions/Reference

4210000 Material $400

Memberships 485| |American Institute of Certified Public Accountants- $200  Government Finance Officers

4215000 Association- $150  Utah Government Finance Officers Association(Dept Total)-360  State
of Utah Division of Qccupational Liccenses, CPA License-$75

Office Supplies l 200| Paper, Misc. Supplies

4240000

Telephone l 1,500| Cell Phonc $900 Wireless Card $600

4280000

Training | 1,270] |UGFOA conference St George-$800  GFOA satellite update-$140  Association of

4330000 Government Accountants Professional Development Conference-$250  Utah Association of
CPA's State & Local government Conference-$330  Other Training as Available-$200
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Administrative Services — Finance
General Accounting

Purpose
Accounting provides financial support services including payroll, accounts payable, and maintaining the

general ledger. The accounting program is also responsible for the creation and distribution of managerial
financial reports, and the financial reports required by local, state, and federal governments, and other third-
party agencies.

Goal

Accurately complete the bi-weekly payroll and weekly accounts payable run. Accurately, and in a timely
manner, create and distribute financial reports for internal/managerial use and to fulfill third-party requests
and requirements,

Outcome/Measurement
e Distribution of the Monthly Financial Report by the 20" of the following month.
e  Track the number of checks voided and reissued due to an error in the accounts payable process.
e Track the number of payroll corrections required as a result of an error in the payroll program.
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ACCOUNTING
10414102

SALARIES & BENEFITS

4110000
4110001
4110030
4130110
4130120
4130130
4130140
4130150
4130160

SALARIES FULL-TIME

SALARIES PART/SEASONAL
SICK LEAVE BUYOUT
RETIREMENT

MEDICAL & DENTAL INSURANCE
WORKERS COMPENSATION
LONG-TERM DISABILITY
UNEMPLOYMENT

VEHICLE ALLOWANCE

OPERATING EXPENSES

4210000
4215000
4240000
4280000
4310000
4330000

BOOKS & SUBSCRIPTIONS
MEMBERSHIPS

OFFICE SUPPLIES
TELEPHONE

PROFESSIONAL & TECHNICAL
TRAINING

CAPITAL OQUTLAYS

4740000

EQUIPMENT

TOTAL ACCOUNTING

FUNCTIONAL SUMMARY

SALARIES & BENEFITS
OPERATING EXPENSES
CAPITAL OUTLAYS

TOTAL FUNCTIONAL AREAS

129

ADJUSTED  12-MONTH CM RECOM.
ACTUAL ESTIMATE  BUDGET
FY 07-08 FY 09-10

0 0 0 301,831
0 0 0 863
0 0 0 1,500
0 0 0 58,419
0 0 0 44,181
0 0 0 604
0 0 0 3,350
0 0 0 1,513
0 0 0 2,180
0 0 0 100
0 0 0 150
0 0 0 8,650
0 0 0 600
0 0 0 43,900
0 0 0 970
0 0 0 0
0 0 0 468,811
0 0 0 414,441
0 0 0 54,370
0 0 0 0
0 0 0 468,811
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Page 1 of 1

EXPENDITURE DETAIL FY 2009-2010
ADMINISTRATIVE SERVICES DEPARTMENT

"r.’_'_’l”'”’""'“l”’“’ul“'-'-’-

J Accounting

/

Program

Program Number
o e s s s i

()

[ 10414102 |

N o it g s A AT A SAT S T S A S A AT S AR S DA AT Sl N S’ S I T SVEN DO A S S S B A T S S S M i

Account Title/
Account Number

Amount

Description / Justilication

Books & Subscriptions
4210000

| 100|

Misc publications as nceded

Memberships
4215000

I 150|

Governinent Finance Officers Association- $150

Office Supplies

l 8,650

Postage AP-$4,000 Postage/folding/inserting Payroll - $1,200 Printing Forms AP-$1,500

4240000 Printing Forms Payrol! $300  Envelopes-$1800 Paper-$1000 Misc printing-$500
Drinking Water -$450

Telcphone l 600| Wireless card

4280000

Professional & Technical
4310000

| 43,900|

Anaual Audit- $41,000 Printing the CAFR-$900 Submission of CAFR to GFOA=§500

Training
4330000

l 970|

GFOA satellite update-$140  Utah Association of CPA's State & Local government Conférence—
$330  Other AP and Payroll Training as Available-$400  Finance Tech Training as
identificd-$500
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Administrative Services — Finance

Treasury
Purpose
Treasury is responsible for receipting and recording revenues in the appropriate accounts; maintaining
internal control of City assets; internal auditing of cash transactions; banking relations; and the issuance of
long-term debt. Treasury also provides excellent customer service 1o West Jordan residents,

Goals
Improve internal controls and customer service by reviewing existing processes and identifying ways to
improve efficiencies through the use of technology and training.

Qutcome/Measurement
e Track the number of additional online services offered to citizens,

e Record the number of issues/cases logged with Pentatmation and track date from creation to case
closure.
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TREASURY
10414103

SALARIES & BENEFITS

4110000
4110030
4130110
4130120
4130130
4130140
4130150
4130160

SALARIES FULL-TIME

SICK LEAVE BUYOUT
RETIREMENT ‘
MEDICAL & DENTAL INSURANCE
WORKERS COMPENSATION
LONG-TERM DISABILITY
UNEMPLOYMENT

VEHICLE ALLOWANCE

OPERATING EXPENSES

4210000
4215000
4240000
4330000

BOOKS & SUBSCRIPTIONS
MEMBERSHIPS

OFFICE SUPPLIES
TRAINING

CAPITAL QOUTLAYS

4740000

EQUIPMENT

TOTAL TREASURY

FUNCTIONAL SUMMARY
SALARIES & BENEFITS

OPERATING EXPENSES
CAPITAL OQUTLAYS

TOTAL FUNCTIONAL AREAS

ADJUSTED 12-MONTH CM RECOM.
ACTUAL BUDGET ESTIMATE BUDGET
FY 07-08 FY 08-09 FY 08-09 FY 09-10

0 0 0 217,388
0 0 0 800
0 0 0 46,917
0 0 0 44,423
0 0 0 434
0 0 0 2,413
0 0 0 1,087
0 0 0 3,857
0 0 0 95
0 0 0 575
0 0 0 4,750
0 0 0 836
0 0 0 0
0 0 0 323,535
0 0 0 317,319
0 0 0 6,216
0 0 0 0
0 0 0 323,535
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