TOWN OF VIENNA

Fiscal Year 09-10 Budget

FINANCE DEPARTMENT: EXPENDITURES BY DIVISION

FY 08-09 Budget  FY 08-09 Adjusted FY 09-10 Proposed Net Change
ADMINISTRATION 418,595 418,595 435,083 16,488
DISBURSEMENT OPERATIONS 130,632 130,532 137,965 7,433
DATA PROCESSING 68,000 68,000 68,000 0
PURCHASING 127,604 127,604 135,236 7,632
CENTRAL SERVICES 285,174 292,874 283,827 -1,347
REVENUE OPERATIONS 305,667 305,667 315,430 9,763
FINANCE 1,335,572 1,343,272 1,375,541 39,969

FY 09-10 Budget
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TOWN OF VIENNA, VIRGINIA
FISCAL YEAR 09-10 BUDGET

Department Activity Number
Finance Administration 10241
PURPOSE

The Administrative Division provides overall management and supervisory activities of the
Town's financial operations. It develops financial policy recommendations to the Town
Manager and Town Council. It coordinates central systems development and administers the
central computer system. It provides general accounting and financial reporting services and
prepares the Annual Comprehensive Financial Report. It provides cash management and
coordinates capital financing and debt management. It provides special research services to the
Council, Manager, and other departments as needed.

ACTIVITIES

During the past year, revenue enforcement, customer service, computer security and accounting
controls continued to be given high priority. Deadlines were met and the annual audit was
completed on time. Implementation of GASB 45 (the requirement to report amortized cost of
long term, post employment benefits) was completed in time for the statutory deadline, SAS 112
standards limiting auditors activities in the preparation of financial statements they audit were
met, and the Town was awarded the Government Finance Officer Association’ Certificate of
Achievement for the 21st consecutive year. Financing for another year of the Town’s Vehicle
and Replacement Program was obtained and daily “sweeps” of the Town’s idle cash into the
State’s Local Government Investment Pool continued in an effort to maximize interest earnings
for all Town funds. Special projects worked on during the year include preparing analysis for a
Moody’s rating review presentation, implementation of a system to take credit card payments at
the Finance counter, enhancing the processing flow for online credit card payments on the Town
web site, completion of detailed requirements for a new financial system including supervising a
multi-day, multi-user system demonstration, overseeing reporting and reimbursement of a $198k
HUD grant, streamlining Finance records in the move to the records storage facility, cross-
training of staff in several areas, and research for implementing imaging technology for Finance
record retention and retrieval.
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TOWN OF VIENNA, VIRGINIA
FISCAL YEAR 09-10 BUDGET

Department Activity Number
Finance Administration 10241
Actual Projected | Projected
Goals and Objectives FY 08-09 | FY 09-10 | FY 10-11
Start Conversion to New Financial Software System 1 1 1
Coordinate Purchasing & Accts Payable | 1 1
Improvements
Supervise staff 12 12 12
Oversee operations and systems 19 19 19
Prepare and process journal vouchers 1,500 1,550 1,600
Prepare and process budget amendments 300 300 300
Budget Highlights
There are no significant changes in the budget.
PERSONNEL

Adopted Adopted Proposed
Position FY 07-08 FY 08-09 FY 09-10
Finance Director 1 1 1
Deputy Finance Director 1 1 1
Finance Technician 0.5 1 1
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DEPARTMENT : FINANCE
ACTIVITY : ADMINISTRATION

AGCOUNT
NUMBER  TITLE

41001  Salaries and Wages
41002  Overtime

41003  Reg. P.T. With Benefits
41008  Annual Leave Cash-In
TOTAL  PERSONAL SERVICES

42001 F.I.C.A.

42002  V.R.S.

42003  V.R.S. Life Ins

42007  Health Insurance

42012 Cafeteria Plan Fees
42018  ER Contributions:DC401A
TOTAL  EMPLOYEE BENEFITS

43103  Acctg/Audit Svces
TOTAL  PURCHASED SERVICES

45202  Long Dist Service
45403  Facility Lease/Rental
45504  Conventions/Education
45801  Memberships/Dues
TOTAL  OTHER CHARGES

48012  Books/Subscriptions
TOTAL  MATERIALS AND SUPPLIES

TOTAL ~ ADMINISTRATION

TOWN OF VIENNA
DETAILED EXPENDITURE REPORT

FUND : GENERAL
NUMBER : 10241

FY 07-08  eeeeeeees

BUDGET ACTUAL BUDGET
257,179 257,539 273,963

185

4,053
257,179 261,747 273,963
19,675 17,760 20,959
43,052 42,821 41,423
5,189 2,558 2,926
8,677 8,571 9,925
190 126 190
10,288 9,513 10,959
87,07 81,350 86,382
54,950 43,462 54,950
54,950 43,462 54,950
800 388 800

8,556 9,268
1,250 4,890 1,250
550 658 550
11,156 15,204 2,600
700 399 700
700 399 700

411,086 402,162 418,595
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ADJUSTED

273,963

273,963

20,959
41,423
2,926
9,925
190
10,959
86,362

54,950
54,950

800
1,250
550
2,600

700
700

418,595

ESTIMATED

273,963

273,963

20,959
41,423
2,926
9,925
190
10,959
86,382

54,950
54,950

800
1,250

550
2,600

700
700

418,595

FY 08-10
PROPOSED

283,073

283,073

21,655
42,801
3,023
14,768
190
11,323
93,760

54,950
54,950

800
1,250

550
2,600

700
700

435,083

NET
CHANGE

9,110

9,110

696
1,378

4,843

364
7,378

16,488



TOWN OF VIENNA
Fiscal Year 09-10 Budget

WDepartment: Finance

Division: Administration

Number: 10241

FY 08-09 Budget FY 08-09 Adjusted FY 09-10 Proposed Net Change
PERSONAL SERVICES 273,963 273,963 283,073 9,110
EMPLOYEE BENEFITS 86,382 86,382 93,760 7,378
PURCHASED SERVICES 54,950 54,950 54,950 0
OTHER CHARGES 2,600 2,600 2,600 2,400
MATERIALS & SUPPLIES { 700 700 700| 700
ADMINISTRATION | 418,595 418,595 435,083 16,488

FY 09-10 Budget
EMPLOYEE BENEFITS PERSONAL SERVICES

22%

OTHER CHARGES
1%

PURCHASED SERVICES
13%

MATERIALS &
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>1%

64%
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TOWN OF VIENNA, VIRGINIA
FISCAL YEAR 09-10 BUDGET

Department Activity Number
Finance Disbursement Operations 10242

PURPOSE

This division provides payroll and accounts payable services. It maintains fixed asset and cost
distribution systems and provides research and confirmation services to employees and other
departments. It assists in other departmental operations as needed. It provides clerical and
accounting support to the Administrative division and maintains the central duplicating
equipment.

ACTIVITIES

During the past year, accounts payable and payroll procedures were reviewed and refined to
increase efficiency and to ensure compliance with all Federal and State regulations. Payroll turn-
around time continued to average 2 days or less. Invoice payment processing time continued to
average less than two weeks with staffing at a part-time level. Employees were cross-trained in
other department functions with no impact to processing time. Special projects undertaken
during the year include developing user requirements for the new financial system and
participating in system demos, researching payroll tax issues, preparing special purpose payroll
reports for management, and assisting the Police department in a special payroll project.

Actual Projected | Projected
Goals and Objectives FY 08-09 | FY 09-10 | FY 10-11
Process bi-weekly and monthly payroll checks.

7,700 7,800 7,800
Prepare and file biweekly, monthly, quarterly, semi-
annual, and annual payroll reports, updates, and
reconciliations. 930 930 930
Provide employment and income verifications on 6 6
behalf of employees. 0 0 60
Perform post-payroll reviews of departmental time
records. 750 750 750
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TOWN OF VIENNA, VIRGINIA
F1SCAL YEAR 09-10 BUDGET

Department Activity Number
Finance Disbursement Operations 10242
Actual Projected | Projected
Goals and Objectives FY 08-09 | FY 09-10 | FY 10-11
Process checks 4,700 4,800 4,900
Process reimbursement billings 260 260 260
Process fixed asset records 10 10 10
Process monthly cost distributions 48 48 48
Budget Highlights
There are no significant changes in this budget.
PERSONNEL

Adopted Adopted Proposed
Position FY 07-08 FY 08-09 FY 09-10
Payroll Specialist 1 1 1
Finance Clerk II — Accounts Payable .625 625 625
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DEPARTMENT : FINANCE
ACTIVITY : DISBURSEMENT OPERATIONS

ACCOUNT
NUMBER

41001
41002
41003
41004
41006
41008
TOTAL

42001
42002
42008
42007
42012
42018
TOTAL

43301
43308
TOTAL

45203
45504
TOTAL

46012
46015
TOTAL

TOTAL

TITLE

Salaries and Wages
Overtime

Reg. P.T. With Benefits
Part time W/O Benefits
Annual Leave Liquidation
Annual Leave Cash-In
PERSONAL SERVICES

F.I.C.A.

V.R.S.

V.R.8. Life Ins

Health Insurance
Cafeteria Plan Fees

ER Contributions:DC401A
EMPLOYEE BENEFITS

Equipmt Mtce Contracts
Contracts/Services
PURCHASED SERVICES

Postal Services
Conventions/Education
OTHER CHARGES

Books/Subscriptions
Operational Supplies
MATERIALS AND SUPPLIES

DISBURSEMENT OPERATIONS

BUDGET

53,841
1,200
26,262

81,308

8,220
9,013
778
7,394
70
2,154
25,629

425
8,000
8,425

4,000
300
4,300

800
8,100
8,900

126,557

TOWN OF VIENNA

DETAILED EXPENDITURE REPORT

FUND : GENERAL
NUMBER : 10242

FY 07-08
ACTUAL

58,762
5,664
22,265

848
1,035
88,573

5,903
9,901
591
10,465
83
2,163
29,086

85
8,861
8,946

3,286

534
3,820

2,881
2,881

133,307

177

BUDGET

56,425
1,200
27,522

85,147

8,514
8,532
603
7,784
70
2,257
25,760

425
8,000
8,425

4,000
300
4,300

800
6,100
6,900

130,532

ADJUSTED

56,425
1,200
27,522

85,147

6,514
8,532
603
7,784
70
2,257
25,760

425
8,000
8,425

4,000
300
4,300

800
8,100
8,900

130,532

ESTIMATED

56,425
1,200
27,522

85,147

8,514
8,532
803
7,784
70
2,257
25,760

425
8,000
8,425

4,000
300
4,300

800
8,100
6,900

180,532

FY 09-10
PROPOSED

58,314
1,200
28,431

87,945

6,728
8,817
623
11,824
70
2,333
30,395

425
8,000
8,425

4,000
300
4,300

800
6,100
6,900

137,965

NET
CHANGE

1,889

909

2,798

214
285

4,040

76
4,635

7,433



TOWN OF VIENNA
Fiscal Year 09-10 Budget

Department: Finance

Division: Disbursement Operations

Number: 10242

FY 08-09 Budget FY 08-09 Adjusted FY 09-10 Proposed Net Change
PERSONAL SERVICES 85,147 85,147 87,945 2,798
EMPLOYEE BENEFITS 25,760 25,760 30,395 4,635
PURCHASED SERVICES 8,425 8,425 8,425 0
OTHER CHARGES 4,300 4,300 4,300 0
MATERIALS & SUPPLIES 6,900 6,900 6,900 0
DISBURSEMENT OPERATIONS 130,532 130,532 137,965 7,433

FY 09-10 Budget
MATERIALS & PERSONAL SERVICES
SUPPLIES 64%

5%

OTHER CHARGES
3%

PURCHASED
SERVICES
10%

22%

EMPLOYEE BENEFITS
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TOWN OF VIENNA, VIRGINIA
FISCAL YEAR 09-10 BUDGET

Department Activity Number
Finance Data Processing 10243
PURPOSE

The Data Processing Division provides central computer services for payroll, accounts payable,
real estate, utility billing, collections, licenses, budgeting, fixed assets, and general ledger
operations. It provides Town departments with online access to budgeting, accounting, and real
estate information. It provides central computer support to the various departments and offices.
There are no positions budgeted in this division. The Director of Finance serves as the system
administrator with support by various Finance Department staff. Major system maintenance is
provided under contract by the application software vendor.

ACTIVITIES

During the past year, various system administration improvements continued and several
software upgrades were installed. An automated solution was developed to produce Real Estate
bills and reports in house, saving the cost of an outside contractor. Key users participated in
developing system requirements and in an in-depth demonstration of the upgrade to our current
Financial System.

Actual Projected | Projected
Goals and Objectives FY 08-09 | FY 09-10 | FY 10-11
Minimize unscheduled computer down time. 59 1% 1%
Install annual software upgrades 2 2 2
Start conversion to new financial software system. n/a n/a n/a
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TOWN OF VIENNA, VIRGINIA

FI1SCAL YEAR (9-10 BUDGET

Department Activity Number
Finance Data Processing 10243
Budget Highlights
There are no significant changes to this budget.
PERSONNEL

Adopted Adopted Proposed
Position FY 07-08 FY 08-09 FY 09-10
Not applicable
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DEPARTMENT : FINANCE
ACTIVITY : DATA PROCESSING

ACCOUNT
NUMBER

43101
43302
43308
TOTAL

46015
TOTAL

TOTAL

TITLE

Consulting Services
Financial System Mtce
Software Mtce Contract
PURCHASED SERVICES

Operational Supplies
MATERIALS AND SUPPLIES

DATA PROCESSING

BUDGET

15,000
45,920

60,920

2,500
2,500

63,420

TOWN OF VIENNA

DETAILED EXPENDITURE REPORT

FUND : GENERAL
NUMBER : 10243

FY 07-08
ACTUAL
41,583
41,583

22
22

41,605

181

BUDGET

15,000
50,500

65,500

2,500
2,500

68,000

ADJUSTED

15,000
50,500

65,500

2,500
2,500

68,000

ESTIMATED

15,000
50,500

65,500

2,500
2,500

88,000

FY 09-10
PROPOSED

15,000
50,500

65,500

2,500
2,500

68,000

NET
CHANGE



TOWN OF VIENNA
Fiscal Year 09-10 Budget

Department: Finance

Division: Data Processing Number: 10243

FY 08-09 Budget  FY 08-09 Adjusted FY 09-10 Proposed Net Change

PURCHASED SERVICES 65,500 65,500 65,500 0
MATERIALS & SUPPLIES 2,500 2,500 2,500 0
DATA PROCESSING 68,000 68,000 68,000“ 0

FY 09-10 Budget
P /«("( \\\
MATERIALS & /’ \‘\
SUPPLIES /A N\
4% \\ \\\
PURCHASED SERVICES

N 96%
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TOWN OF VIENNA, VIRGINIA
FiSCcAL YEAR 09-10 BUDGET

Department Activity Number
Finance Purchasing 10244
PURPOSE

The Purchasing Division provides procurement services for the Town departments within the
requirements of state and local procurement laws. In addition to ensuring legal compliance,
Purchasing assists the departments in obtaining their goods and services at competitive prices.
Purchasing serves as one of the main points of contact between Town government and the local
business community.

ACTIVITIES

During the past fiscal year, the Purchasing staff has continued to streamline procurement
processes and assist Town departments in compliance with the various procurement regulations.
Purchase order processing time averages two days. Routine information requests continue to be
processed in under two days. New forms and checklists continue to be developed to help
streamline the processing of requisitions, formal bids, and competitive proposals. The
Purchasing Agent attends NIGP courses when available leading to professional certification.

Actual Projected | Projected
Goals and Objectives FY 08-09 FY 09-10 FY 10-11
Process bidders list applications within 10
working days. 100 100 100
Provide 1 working day response to questions
from Town departments, vendors, and bidders
where possible. 3,000 3,000 3000
Process routine purchase orders within 3
working days from receipt of requisition. 375 400 400
Start competitive procurement process for items
of $10,000 or more within 5 working days after 30 30 30
departmental requests and process up to 4 items
concurrently.
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TOWN OF VIENNA, VIRGINIA
FI1SCAL YEAR 09-10 BUDGET

Department Activity Number
Finance Purchasing 10244
Actual Projected | Projected
Goals and Objectives FY 08-09 FY 09-10 FY 10-11
Process informal competitive bids within 15 20 20 20
working days after departmental requests.
Develop additional interdepartmental contracts 6 6 6
Process blanket purchase orders to reduce use of
Town’s credit card. 375 400 400
Budget Highlights
There are no significant changes to this budget.
PERSONNEL

Adopted Adopted Proposed
Position FY 07-08 FY 08-09 FY 09-10
Purchasing Agent 1 1 1
Buyer 625 .625 .625
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DEPARTMENT : FINANCE
ACTIVITY : PURCHASING

ACCOUNT
NUMBER

41001
41003
TOTAL

42001
42002
42003
42007
42012
42018
TOTAL

43301
43601
TOTAL

45404
45504
45801
TOTAL

48012
46015
TOTAL

TOTAL

TITLE

Salaries and Wages
Reg. P.T. With Benefits
PERSONAL SERVICES

F.I.C.A.

V.R.S.

V.R.S. Life Ins

Health Insurance
Cafeteria Plan Fees

ER Contributions:DC401A
EMPLOYEE BENEFITS

Equipmt Mtce Contracts
Advertising
PURCHASED SERVICES

Central Copier Charges
Conventions/Education
Menberships/Dues

OTHER CHARGES

Books/Subscriptions
Operational Supplies
MATERIALS AND SUPPLIES

PURCHASING

BUDGET

59,227
26,400
85,627

6,551
9,915
867
4,349
12
2,369
24,063

550
4,000
4,550

600
3,700
2,000
8,300

1,300
2,000
3,300

123,840

TOWN OF VIENNA

DETAILED EXPENDITURE REPORT

FUND : GENERAL
NUMBER : 10244

FY 07-08
ACTUAL

59,336
26,007
85,343

6,046
9,868
591
7,003
32
2,373
26,021

3,500
3,500

251

886
1,766
2,903

2,176
2,176

119,943

185

BUDGET

62,085
27,400
89,485

6,846
9,387
663
4,578
12
2,488
23,969

550
4,000
4,550

600
3,700
2,000
6,300

1,300
2,000
3,300

127,604

ADJUSTED

62,085
27,400
89,485

6,846
9,387
663
4,578
12
2,483
23,969

550
4,000
4,550

600
3,700
2,000
8,300

1,300
2,000
3,300

127,604

ESTIMATED

62,085
27,400
89,485

6,846
9,387
663
4,578
12
2,483
23,969

550
4,000
4,550

600
3,700
2,000
8,300

1,300
2,000
3,300

127,604

FY 09-10
PROPOSED

64,149
28,304
92,453

7,073
9,699

135,236

NET
CHANGE

2,084
904
2,968

227
312

4,020

83
4,664

7,632
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