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MEMORANDUM

TO:  
City Council Staff

FR:  
Dr. Cheryl L Brown, VAB Clerk


Duval County - Jacksonville City Council

RE:  
Amended Memo Regarding Proper Dissemination of Public Documents – Value Adjustment Board Standard Operating Procedures

This email document has not been substantially changed.  Please note that employees are required to read the material in its entirety, and sign the cash handling Standard Operating Procedure Confirmation Form (SOP) confirming that you understand and will abide by the requirements contained within this package.
Please read information listed below:

This document is in regards to the proper dissemination of public documents as referenced in staff training meetings and mandatory training sessions on public notices.  This document adds significant revisions and clarifications and written documentation on the standard operating procedures for handling of public records requests and charges associated with those requests.

Members of the public and members of the media often request copies of documents and other materials that are subject to the public records laws of the State of Florida.  A public record is a document, in any form, made or received in connection with the city’s official business.  A few examples of public records are letters, reports, meeting minutes, maps, video tapes, audio tapes, legislative bills, calendars, e-mail messages and electronic data.

The attached documents outline the policy as well as internal procedures to follow to ensure that requested information is processed in an efficient, cost-effective manner.  

These policies are effective immediately and apply to those divisions and personnel included in this distribution. 

If you have questions regarding this policy, please contact Cheryl L. Brown, VAB Clerk in the Office of the Value Adjustment Board, at 630-7370 or at VAB@coj.net.
Attachments:

· Public Records Policy

· Value Adjustment Board  Standard Operating Procedure – Cash Handling
Public Records Policy  
June 7, 2019

November 17, 2017, September 22, 2016, July 9, 2015 

May 5, 2013; July 2, 2012, July 18, 2011 & August 2011 Review

September 2010

Members of the public and members of the media often request copies of documents and other materials that are subject to the public records laws of the State of Florida.  Duplication of documents should be in accordance with Section 119.07, Florida Statutes.  A public record is a document, in any form, made or received in connection with the city’s official business.  A few examples of public records are: letters, reports, meeting minutes, maps, video tapes, e-mail messages and electronic data.

Florida law authorizes the city to charge for the duplication of documents that are deemed to be public records.  Providing more than a few documents for free, however, places a financial burden on the city that necessitates charging statutorily-authorized fees.  

In light of the extremely high volume of requests, and due to current budget restraints, a standardized policy regarding the processing of public records and the related statutory fees is necessary. This memorandum outlines the city policy for providing copies of public records to a member of the public or the media as outlined below.

Constituent-Generated Requests:

Each constituent-generated public records request for Value Adjustment Board materials, as well as the resulting resolution, should be documented in the Value Adjustment Board Office – Suite 305- 3rd Floor City Hall St. James Building.  Constituents requesting a VAB public record should make their request by: (1) contacting the VAB Office 630-7370 directly; (2) contacting the VAB Clerk or (3) VAB Attorney; (4) 630-CITY (2489) or entering it on VAB@coj.net. From this point; access point’s 1-3 requests from members of the public/general citizenry will be facilitated coordinated effort via the individual VAB Staff and the VAB Attorney; item number 4 information obtained and forwarded to the Council Director/VAB Clerk will be coordinated through communication with the affected parties and assigned Public Information Officer- ITD Representative as Appointed by the Mayor of Jacksonville, in conjunction with the appropriate department/division.  

If a constituent appears in person to request a public record and the document is readily available, the document should be provided at that time and the request should be subsequently documented in the ledger located within the Value Adjustment Board Office located at 117 West Duval Street, Suite 305 – 3rd Floor City Hall – St James Building. 

It is important to note that F.S. 119 states that requests can be made in any form, meaning that a requestor cannot be compelled to submit a request in writing. Requests may also be submitted anonymously. As such, a requestor should not be asked to provide their name when making a request. Follow-up questions may certainly be asked to ensure clear understanding of the request and/or to ensure you have a way to contact them once the information is available.    

Typically, public documents fall into two categories-- hard copy documents and electronically-stored information.  If a request includes a combination of both hard-copy and electronic documents, the processing cost will include both components. 

Hard Copy Requests:

· For requests to review but not copy documents: they shall be made available for the requester by a stated date, time and location communicated with the requester. 

· In accordance with Florida Statutes copy charges will apply as follows: there should be a charge of $.20 per page for two-sided copies ($.15 per copy for one-sided copy) of documents not more than 8 ½ by 14 inches. This includes printed booklets, including Annual Budget books, Comprehensive Annual Financial Reports, etc.  The requestor should be made aware of any potential costs associated with document production, agree to pay related costs and provide payment for such costs before reproduction of documents begins.  

· Should the request involve more than one-half hour (30 minutes) of employee time (to gather documents and copy them, for instance), then the requester should also be charged for that time at the hourly rate of compensation for each employee involved, rounded down to the nearest half hour. Every effort should be made to ensure that the work is conducted by a qualified employee with the lowest hourly rate. The requestor should be made aware of any potential cost related to document collection before an employee begins the process.  

· The same would apply should the documents require redaction of information prior to proving for review. The requestor should be made aware of any potential cost related to redaction before an employee begins the process.   

· Should the request require documents or files to be retrieved and transferred from off-site storage, the requester will be responsible for the cost of retrieving those items.  The requestor should be made aware of any potential cost related to document collection before an employee begins the process.  

Electronic Information Requests:

IMPORTANT:  The Value Adjustment Board stores its documents on servers maintained by the Information Technology Department (ITD). Therefore, the following procedures will be required when utilizing the services of ITD. The City of Jacksonville Information Technology Department (ITD) is budgeted as an Internal Service Fund.  This is a fund used to account for the financing of goods or services provided by one department to other departments or agencies of the city, other governments or by the requester, on a reimbursable basis.  In short, every action taken by ITD must be paid for by the organization or individual utilizing that service.  Therefore, all electronic data will be provided utilizing the prescribed costs outlined by ITD, which accounts for the actual cost of performing that service. 
Exporting data from City of Jacksonville software applications/operating systems/databases:

· A great deal of data resides in a variety of software applications and operating systems that require training to use.  In order to provide such data, it must be exported by ITD using prescribed, SPECIFIC parameters in coordination with the department/division that maintains the data.  

· When such data is exported from an application, there is a possibility that the data may be inadvertently manipulated by pushing it into a new format.  Therefore, following the export of the data by ITD, the information must be reviewed for accuracy by the department/division that maintains that data. 
· Records will be provided in PDF or hard copy format.  An attempt will always be made to e-mail the data to the requester to avoid additional charges. 

· Cost: 

· For each request requiring ITD resources, the cost is determined by the following factors: 

· Analyst Time

· Media (DVD, CD, etc.)

· Paper Copies

· System Resource Charge

· Should the request involve more than one-half hour (30 minutes) of employee time (to validate raw data, or redact exempt information, for instance), then the requester should also be charged for that time at the hourly rate of compensation for each employee involved, rounded down to the nearest half hour, in addition to any ITD-related system processing charge. 

· The requestor should be made aware of any potential costs associated with information production, agree to pay related costs and provide payment for such costs before production of information begins.  

E-mails:

· Most VAB documents, e-mails to and from city officials are considered public records. In years past, when a request was received, employees were able to conduct searches within their own Outlook systems to comply with the request. As server capacity has become strained, ITD now has a policy of archiving certain messages after a certain time period in an electronic vault storage system. Because of this process, an employee’s search of his or her Outlook system may not produce all e-mails responsive to a request. 

· As such, to ensure a complete and accurate response to public records requests for e-mails, it is advised that requests for e-mail records be recovered by ITD.  The exception to this is if the e-mail account holder can personally attest to the fact that any e-mails responsive to the request are available to him or her then they may produce the documents without the assistance of ITD.

· When requesting that ITD pull information from the vault storage e-mail system, the requestor should specify if the search is related to key word or date periods. If they are requesting a key word search, the requestor should provide the key words.   

· If the response to the request results in a large quantity of e-mails, files will be saved to a CD/DVD to avoid unnecessary paper usage.  However, e-mails may also be provided in hard copy format.  (See applicable costs in “Hard Copy Requests” and “CDs/DVDs”.)

· Cost: 
· For each request requiring ITD resources, the cost is determined by the following factors:

· Analyst Time

· Media (DVD, CD, etc)

· Paper Copies

· System Resource Charge

· Should the request involve more than one-half hour (30 minutes) of employee time (to redact exempt information, for instance), then the requester should also be charged for that time at the hourly rate of compensation for each employee involved, rounded down to the nearest half hour, in addition to any ITD-related system processing charge. 

· The requestor should be made aware of any potential costs associated with information production, agree to pay related costs and provide payment for such costs before production of information begins.  

VAB CDs/DVDs:
· Cost:

· For requests of copy of an audio tape, CD or DVD, the charge is listed below.  For additional copies, there should be a charge of $2.00 audio tape, $5 per CD and $5 per DVD. 

· Should the request involve more than one-half hour (30 minutes) of employee time (to locate an old file or transfer video from a VHS tape to DVD for instance), then the requester should also be charged for that time at the hourly rate of compensation for each employee involved, rounded down to the nearest half hour. 

· The requestor should be made aware of any potential costs associated with information production, agree to pay related costs and provide payment for such costs before production of information begins. 

Photos:
· If in the event photos are taken by the VAB Staff during VAB activities they will be provided free of charge and will transmit in an electronic form (e-mail) only. 

· The Office of City Council uses the services of the City Photographer within the Office of Public Information on special occasions. City of Jacksonville photographer photo’s taken for city related events other than the Council may be obtained by visiting the city’s photo sharing site on Flickr http://www.flickr.com/photos/34206377@N08/collections/.  
· This site allows visitors to obtain both high and low resolution photos for electronic and print purposes.

· There is no charge for using this service for photos located within this photo sharing site. 
Public records requests related to a lawsuit:

Please submit records requests related to a lawsuit or pending litigation to the Value Adjustment Board Attorney for handling by calling 904.630-7370 or email at VAB@coj.net.

.

Requests for Public Records Related to Value Adjustment Board:

Requests for records related to Value Adjustment Board will be facilitated by the Value Adjustment Board personnel and Value Adjustment Board Attorney by calling at 906.630- 7370.  Constituents may view the VAB website at http://www.coj.net/ValueAdjustmentBoard  for information about the VAB Announcements, Fees and Charges, Frequently Asked Questions, Meeting Minutes, Petitioning Process and Resources, Timeline and VAB Members and other relevant Federal Administrative Code web links.

Fulfillment Time:

The records should be provided to the requester in a reasonable time frame.  The estimated amount of time needed to retrieve and compile requested records should be communicated with the requester and all efforts to adhere to this timeframe should be made.

The requester should be made aware of the estimated charge in writing (invoice) BEFORE beginning fulfillment of the request.  In addition, written approval of the charge should be obtained from the requester BEFORE beginning the fulfillment or duplication process. 

Payment, Receipts & Handling of Money:
Payment should be made in the form of cash (exact change – if possible) or money order, personal or exact business check amount. All money orders, personal checks (no counter checks) or business checks must be made payable to:  Duval County Tax Collector and restrictively endorsed on the back – For Deposit Only – Duval County Tax Collector Value Adjustment Board.
The Value Adjustment Board (3rd Floor - City Hall at St. James Building, 117 W. Duval St., Suite 305) staff will facilitate the monetary transaction and provide a receipt through the following procedures as crafted by the VAB Clerk, VAB Attorney,  City Treasurer , City Finance Manager and the Council Auditor.

The following Standard Operating Procedures are effective and personnel have signed forms acknowledging receipt and understanding of the same.  A petty cash fund in the amount of $200.00 (Per teller) has been established.  Upon the end of the initial intake period the fund can, but not required to be reduced to $100.00 with other with $100.00 returned to the authorizing VAB Fund through transmittal of a CR and documentation of with the City Treasurer.  A message will be posted requesting that petitioner’s are asked to have “exact” change if using currency.  All depositing procedures of the SOP will remain in force.

Value Adjustment Board

Standard Operating Procedures

· Each morning, the (2) cashiers will remove their locked cash box from the safe.  Each box will contain $200.00 at the start of the day. (Except upon the return of the fund to $100.00 after the initial intake period; upon which one employee will be designated to take cash.  All other employee’s are only allowed to handle check transactions.)
· Each cashier has their initials pre-recorded in the database. When a pre-numbered petition file is entered and funds are received, the cashier is identified as being responsible for receiving the funds.

· The cashier will restrictively endorse each check and money order received for payment with the VAB endorsement stamp at the time of receipt. (Stamp has been provided)
· Each day the cashiers will total all cash (less $200.00 change bank), checks and money orders received that day to be turned in to the assigned reconciler. 
· At the end of the day, all mail that has not been processed must be opened and date stamped at which time checks/money orders within the mail must be restrictively endorsed. The mail shall then be locked in a secure location overnight to be included in a separate deposit the following day.

· The reconciler will be responsible for verifying the receipts against the “Daily Receipt Report” for each cashier.  The reconciler will verify the last file number used on the previous deposit to the first file number used for the current deposit, review the current deposit file numbers entered are sequential and the total receipts equal the total deposit for the day.

· The reconciler will keep a copy of all transactions including to validate the number of petitions used for the daily receipt totaling process; logging all over/shortages by individual staff member.
·  The Reconciler will serve as the “Runner” to deliver the funds to the Tax Collector’s Office.  An alternate has been assigned in the event of the absence of the Reconciler.  This individual is not a staff member of the VAB.
· All funds shall be placed in a locked bag by the reconciler (3 money bags have been provided) who shall maintain possession of the key.  Neither the Tax Collector’s “Runner”, if used later in the development of this process, or VAB Staff shall have a key to the bag.  A key will be provided to Management of the Tax Collector’s Office for access to the funds.
· VAB will maintain a log and complete file of all requests for reimbursement and use the authorized check request form for all transactions as provided by the City Treasurer’s Office. Requests 
· A sign printed and laminated sign shall be/ has been placed on the VAB Office that is visible for all constituents that appear in person to request a public record and document  stating that informs that they should receive a receipt for all financial transactions.  (Done)  
· The reconciler will enter two CR (cash receipt) deposit slips to record the daily receipt of cash and checks/money orders separately (during the busy intake process period).  CR slip detail description will include: VAB file number sequence used, cash amount, checks/money order amount and the number of check/money order items in the “description” field.  A copy of the “Daily Receipt Report” listing the check and money order numbers and cash received for that deposit will be attached to the CR(s).

· CR entry will use transaction code 701.  Accounting codes used are as follows:


Verified receipts:  Index Code __CCCS011____ Sub-object __34904_


Miscellaneous Sales & Charges: Index Code CCCS011- Sub-object 36907


Cash over/short:  Index Code ___CCCS011___ Sub-object __36938_


Value Adjustment Board Reimbursement Index Code:  CCCS011 Sub-object:  36967
· A hard copy of each CR will be included with the deposit with the back-up “Daily Receipt Report”.  Another copy, including backup Daily Receipt Reports, will be forwarded to the Treasury department to be matched with the validated receipt from the Tax Collector (electronically).  The matched deposit CR documentation and the validated Tax Collector receipt will be reviewed and matched.  The matched deposit package will be returned to VAB office to be filed and retained for audit purposes. 
Accounts Since FY 2009-2010 to present VAB Deposit Information

Value Adjustment Board Accounts:

Verified receipts:  Index Code:  CCCSS011 


Sub-object:  34904
Cash over/short:   Index Code:   CCCSS011


Sub-object:  36938
Miscellaneous Sales & Charges: Index Code CCCS011- 

Sub-object 36907

Value Adjustment Board Reimbursement Index Code:  CCCS011 
Sub-object:  36967
It should be noted for anyone who collects money for these requests that, per city policy, there should be no co-mingling of funds (i.e. you should not provide change out of your pocket, do not cash personal checks , business checks for anyone….etc.).  No funds of any kind (cash, checks, or money orders) should be kept overnight within following the procedures as set forth in the SOP authorized and approved by the City Treasurer and Council Auditor – as contained within this document.  (Funds received after the closing time of the Tax Collector of will be deposited the following day.  Funds will be placed in the vault and deposited the next available day.)
NOTE:   Modifications and changes in Policy – 

New employees will not participate in the intake of cash handling procedures during probationary period.  New employees will on engage in the training of the procedure through verbal walk through of the process.  

2010 Access does not offer security for user name and password.  Therefore, to take additional precautions the users of the VAB Staff are required to put their last names in two places—the payment tab and the main tab.  This allows for reconciler to verify the funds.  
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