Town of Fort Myers Beach
Agenda Item Summary Green Sheet Number: 2011-022

1. Discussion Objective: Work Session Date: May 16, 2011

Finance Director will present an overview of the current operations, duties and responsibilities of the
Department. The Department is staffed by one Finance Director and one Finance Coordinator.

2. Submitter of Information:

_ Council
X Town Staff — Finance Director
_ Town Attorney

3. Estimated Time for this item:

30 minutes

5. Background:

The Finance Department is responsible for:
e TFinancial Statements and Accounting

e Annual Budget
e Fixed Asset Management
e Personnel and Human Resource Management
e Risk Management and Insurance
Community Cultural
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. Town of Fort Myers Bédch .
Finance Department Operational Results
October 1 thmu,ghDecember 31,

Finance

O-

* The mission of the Finance Department is to
public and staff by providing accur
financial data. Finance Is responsible
financial activities of the Town. The
‘ staffed by two full-time

Finance Department - this is what we do!

O

~ Annual Budget ;
 Fixed Assets Managemen
Personnel and Human Resoufce;Man‘

‘ ‘RiskManagem Dnt/Ins an

Financial Statements and Accounting .
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Town of Fort Myers Beach 05/16/2011

15t Quarter Finance Statistics

O

Vendor checks issued : ' o 458
Payroll checks & direct deposit Issued - 250
Bank depostts : : 18

Bank accounts reconciled
Invoices issued
. "Journal entries prepared and posted -
- Town wide full-time émployees.
Town wide part-time employees
Numberofemployees hired. -~
' Numberof employees terminated
. Background checks processed
Insurance claims processed.
#of revenue accounts monitored
#of expendlture accounts monltored

Town’s finances — how it all works

_ O

The Town f nancial stmcture ismade up of 12'
- funds and a separate accountmg enmy for th
L o Water Uallty
Eachentity isa self- baIancmg seto
expenditure accounts. and i s s

Durmg the year, the qunc di
_ operates, manage
mdmd'ual business s

...and here are the 12 funds (and PWSI)

- General Fund . PaIme;tq/EasyStféé :

. Road Impact Fees .
. DRA e
¢ 0ld San Carlos .
< ParkImpactFees - -
. Beach Renourishment =+

Beach Access
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Town of Fort Myers Beach

Town'’s financial statements. ..

_ Atyear end (9/30), the Town compiles the financial
- documents for the annual audit. The audited
financial statements will incorporate all 13 entmes :
under. the broad ﬁnanczal umbrel]a of the Tow

The Town hires an outsidé auditingﬁr
~ review the account‘ing records an
statements.as reqwred b
department assembles n
documents, bank statements

. payroll records, ac
schedules for the auditing

- and schedules are com

05/16/2011

Town’s financial statements. . .

In addition to preparmg the supportmg documents and schedules,
the Finance Director prepares the Management Discussion and =
Analysis. You will find the MD&A at the beginning of the audi
. financial statements. This report is a compreh:
the Town'’s financial position. The MD&A s areq
e of the Fmancml Statemen

Generally, the auditing fir r'm Staf
December after the end of the fiscal y

. complete, the auditing ﬁrm will repo

: ‘explammg the financial position ¢
i “ the Fmancz 7

General Fund

© |

The gng_r_ql Fun accounts for all ﬁnanaal
resources except those required or deSIgnated
_accounted for in another fund. These resources
include taxes, state and local shared re
license and permit fees, fines, charges fc
mterest earmngs and other mlscellan
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Town of Fort Myers Beach

Special Revenue Funds

05/16/2011

O

Special revenue funds are used to account for the‘

proceeds of specific revenue sources that are ;
restricted for specified purposes. The To 1
number of special revenue ﬁmds al

Capital Projects Fund

major capital facz ities and 1mpr0vements

Capital Projects iizcldde:
North Estero -

S tormwater Utili

e Mound Hous
Newton Par

This ﬁmd is used to account for ﬁnanczal resources

deszgnated for the acquisition and construction of

Annual Budget Process

O-

~annual budget. Approprzaaons lapse at the fiscal yea
end. The Town’s fiscal year begins Octobe
ends September 30% of eachy

The finance departmentgathers d
requests, evaluates revenue foreca
personnel and benefit costs estim
preliminary budget d

. . The annual budget serves as the legal authorzzatloh -
_forexpenditures. The Council approves and adopts the |
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Town of Fort Myers Beach

How does a budget help the community???7?

O

- The Town uses a traditional line item budget. Each
- year, departments submit line item requests. The also
include detail of any new projects they hopeto
complete and what resources will be needed to achieve
that level of service.

_ The budget process allows the Town Counc
opportunity to evaluate programs and d
what will be funded, Durmg the course of
departments heads and employees ar
questto save $$$ for t( '

05/16/2011

Are there actual budget to actual results?

O

~ Each month, the Town Manager, Department Heads,
and Finance Director review the expendrtures and -
revenues year-to- -date. (Quarterly this mform
forwarded to the Counal

f warranted the staff may recor
 tothe budget during the fiscal yea
variety of. s1tuatlon

Fixed Asset Administration

O

The Fmance Department maintains the fixed c asset
schedules for all Town and water utility properqy
Fixed gssets are viewed as any property that 1s‘not
consumed or sold during the normal cou

- business, such as land, buildings, equ
machinery, vehicles, Ieasehold improve
other such items. Fixed assets are an
ccomponent of the Town’s total
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Town of Fort Myers Beach 05/16/2011

Fixed Asset Schedule (sample)

e |
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Human Resource Management

O

. The Human Resource Management duties are handled by - |
“the Finance Department. In that role, Finance acts as a support
_system for other departments and the Town Manager. We -
schedule and monitor pre-employment drug and backgmund
checks. We retain an inventory of equment amgned t
employees.

I review the Town'’s job descriptions t
structural integrity of the Town’s pay plan and com
-schedule. We review and monitor the To
From time to time, I will make suggestions
to the Town Manager and Town Attorney fo

.. HR responsibilities

O

‘ We assist with the recruiting and hmng process and assist
departm ents with dmczplmary and other personnel related matters,

One of the goals of HR is to provide a safe work envxmnment fo ur.
employees while providing exceptional customerservxce toour |
visitors and guests. I organize numerou
throughout the year to address safety issu
sexual harassment and interacting with)
customers,

Several times each year, we amngg /
luncheons for our work-force to expres:
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Town of Fort Myers Beach

.. more HR responsibilities

. As in any organization, the Town may occasionally find it
necessary to discipline an employee. This discipline can range from
a verbal warning up to and including immediate termination. |
work through the process with the departments and employee to
insure that everyone is treated fairly. The Town Manager is the ﬁ 1al
(other than the court system) appeal avenue available to. employ

law suits can be very lengthy, time consuming
that all appropriate paperwork is complete a
with legal counsel, the Town Manager and the
the case resolved

05/16/2011

Risk Management

The Finance Director assumes the role of Risk
Manager for the Town and water utility. Risk
management1s a systematic approdch to minimi

During the course of routine busin
exposed to a variety of risks. We
potential damage with the foII
- coverage.

Risk Management (continued)

sGeneral LiabiIity
-Automobile ;
«Errors and Omissions -
*Property
«Inland Marine
«Flood Insurance
-Workers Compensaﬁon
and |
-All employee insurance and benefi
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