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ADMINISTRATIVE SERVICES DIVISION

. ORGANIZATIONAL STRUCTURE

A. Services Provided
The Administrative Services Division is responsible for performing the administrative
functions for the Office of City Council. These functions include the preparation and
maintenance of the budget, purchasing office supplies and equipment, coordinating and
payment for services, human resources, payroll, travel, employee benefits, computer
and telephone related services and equipment, scheduling and maintenance of City
Council meeting rooms, and the front desk reception area. Additional duties include
distribution of incoming mail, preparing coffee and water for meetings, maintaining
inventory of all City-owned equipment/supplies, and many other office-related functions.

The Administrative Services Division is managed by the Chief of Administrative
Services. Currently, Kristi Sikes serves as the Chief of Administrative Services and has
done so since 1992. Ms. Sikes supervises three employees:

e Laura Dyer, Executive Administrator
e Nancy Carlos, Administrative Assistant Il
e Lucy Pearson, Administrative Assistant |

Although the Office of City Council employs many individuals with varied work
schedules, the City Council reception area is staffed from 8:00 AM to 5:00 PM, Monday
through Friday (with the exception of City-observed holidays). The front doors to the
City Council suite are locked when the receptionist leaves at the end of the work day.



B. Organizational Chart

Office of City Council
Administrative Services Division

Kristi Sikes
Chief of Administrative Services

Responsible for administrative support functions for
the Office of City Coundil including, but not limited
to: Accounting, Purchasing, Budget, Human
Resources, Reception Area, and Council Member
support. Manages three staff members.

Laura Dyer Mancy Carlos Lucy Pearson
Executive . . » ) )
Administrator Administrative Assistant Il Administrative Assistant |

Provides Administrative Support

Provides Administrative Support relating to Purchasing, Supply Provides Administrative Support
relating to Human Resources, Inventory, Accounting, Budget, for Reception Area, Coordinates
Payroll, Benefits, Accounts and serves as the Departmental Meeting Rooms and City Council
Payable, Budget, Travel Property Officer. Calendar, and Assists with
Accounting, Training, and serves Inventory of Supplies

as Departmental Ethics Officer

3/20/2019



Il. TIME & ATTENDANCE REPORTING
(Rev. March 1, 2019)

A. Work Schedule Requirements

In Order to ensure compliance with local, state, and federal laws, the following policy
outlines the requirements for maintaining employment and benefits for the Office of City
Council.

Executive Council Assistants

Employees in these positions are required to work* a minimum of 80 hours during each
bi-weekly pay period. Dates and scheduled hours of work are determined by the
appointing Council Member for their Executive Council Assistant. A pay schedule,
including the dates (from start to end) for each bi-weekly pay period, is distributed to
employees upon employment, and then prior to the beginning of each fiscal year.

In addition, these employees are entitled to personal leave hours which are granted at
the end of each pay period. Newly hired employees begin earning 6.15 hours of
personal leave (based on 80 hours of pay) per pay period which accumulates to 20
days per year. Additionally, employees are entitled to one “Personal Leave Day” per
fiscal year, meaning an additional 8-hour day off with their supervisor's advance
approval. This day cannot be used in increments. City observed holidays are also
included as 8-hour “paid” day off from work.

If an employee does not work 80 hours by the last day of the pay period, it is mandatory
for the employee to charge personal leave for the number of hours needed to reach a
total of 80.

Since these particular employees are appointed by elected officials, they are exempt
from the Fair Labor Standards Act (FLSA) and are not entitled to cash overtime
compensation. However, Compensatory Time may be requested on an hour for hour
basis for hours worked in excess of the 80-hour minimum during the bi-weekly pay
period in accordance with Sections 3.2 and 3.4 of the Appointed Officials and
Employees Salary and Employment Plan. (This plan formalizes a uniform employment
plan for appointed officials and employees throughout City government, which includes
benefits as well as restrictions, and should be reviewed prior to employment.) However,
if an employee is required to work on a holiday, they will automatically receive the eight
hours of holiday pay, plus they are entitled to overtime compensation for the hours
worked at a rate of time-and-one-half.

*  Leave hours charged, as well as City-observed holidays, are counted as “work” hours
when determining the 80-hour minimum for City Council employees.



B. Reporting Requirements

Every employee (excluding Elected Officials) is required to enter and submit their time
and attendance records to the City’s electronic Time and Attendance System (TAS) on
the last day of each pay period, unless otherwise scheduled to accommodate holidays.
(See attached TAS instructions.) All Leave Requests, Overtime Requests, and
Timesheets must be approved in TAS by the employee’s supervisor by 5:00 PM on the
last day of the pay period. Each Council Member approves time and attendance in TAS
for their Executive Council Assistant. Actual work hours (times of day) are not recorded
in TAS, only the total hours worked for each day. It is the employee’s responsibility to
maintain a record of their actual arrival and departure time each work day, as well as
time periods where work is performed away from the Council Office. This record may
be requested at any time.

If a Council Member is unavailable to approve time and attendance for their Executive
Council Assistant by the deadline, the Council Member may contact Laura Dyer,
Executive Administrator, via email (Idyer@coj.net) to request that she approve any
pending time and attendance data for their ECA for the current pay period. However,
Council Members are encouraged to make every effort to approve time and attendance
for their ECA prior to established deadlines.




EXHIBIT 1 — Time & Attendance System (TAS) Instructions
(Page 1 of 25)

TIME & ATTENDANCE SYSTEM (TAS)

The City of Jacksonville uses an electronic Time and Attendance System known as TAS to record
employees’ work and leave schedules. Using Internet Explorer, employees will submit Leave Requests,
Overtime Requests, and Timesheets electronically. Supervisors will be notified via email of pending requests
from subordinates. Once supervisors approve or reject these requests, employees are notified via email.
Employees are required to submit their completed Timesheets by the established payroll deadlines. The City’s
standard deadline is on Mondays of pay weeks at 10:00 AM, at which time access to TAS is suspended.
However, earlier deadlines sometimes occur to accommodate holidays. The goal for the Office of City Council is
to ensure all time and attendance is submitted and approved no later than Fridays before pay weeks by 5:00
PM. This allows additional time for review and to resolve issues before TAS is disabled should they occur.

NOTE: Always use Internet Explorer when using TAS; Google Chrome is not always compatible with
TAS applications and can cause errors.

ENTERING & SUBMITTING DATA

1. Open Internet Explorer and go to the “Employee Portal” located at http://inside.coj.net. Select the Time &
Attendance System link located in the green banner on the right side of the page under the My Info tab.

2. To submit Leave and/or Overtime Requests, select Submit a Leave Request or Submit an Overtime/Comp
Credit Request under Submit Requests at the top left of the page.

3. Enter your data to each field and select Submit to submit your request. (Detailed instructions below.)

NOTE: For employees who intend to flex their time within their established flex period, it may be
beneficial to wait until the end of the work week (40-hour flex) or the end of the pay period
(80-hour flex) to determine if a Leave Request or Overtime Request is needed.

Leave Requests

1. To submit a Leave Request, select Submit a Leave Request under Submit Requests at the top left of the
page.

2. Using your mouse, select the date for your leave from the calendar (click the calendar icon next to the Leave
Date field).

3. Enter the leave hours for that date in the Hours field. All hours are entered with two decimal places in TAS.
Annual Leave or Annual Sick (AL or AS) hours may be used in 15-minute increments, after the 30-minute
minimum has been met. Compensatory Leave (CTL) hours may be used in 15-minute increments. Please
see information below in the Formatting Dates, Hours, & Times section below.

4. Using your mouse, select the drop down arrow for the Leave Type field to choose the type of leave you are
requesting.



EXHIBIT 1 — Time & Attendance System (TAS) Instructions
(Page 2 of 25)

Enter the time of day for the Leave Start Time and Leave End Time field. Make sure that AM and PM are
notated correctly. All times are entered to TAS in standard format. No military time notations. If you are
requesting a standard 8-hour day off, the Start and End times do not have to be entered.

You may combine several dates of leave on one Leave Request, providing the leave hours are consecutive
with no work hours in between, and the leave occurs within the same work week. To request a block of
time on one Leave Request, you will enter the leave type and leave hours for each date (Example 1).
However, if you intend to request leave for various hours and dates within a work week, you must submit a
separate Leave Request for each instance. Leave that extends beyond one work week also requires a
separate Leave Request (Example 2).

Example 1: If you request 24.00 hours of consecutive leave time within the same work week (i.e. Monday -
Wednesday), you can submit one Leave Request. However, you must enter each day of leave on a separate
line on the Leave Request. In this example, you would enter data on three lines — one line for each day.

Example 2: If you request 2.00 hours of leave for Monday and 4.00 hours of leave for Thursday, you must
submit two separate Leave Requests because the leave period is not consecutive (even if the leave dates fall
within the same work week).

Once a Leave Request has been approved, those leave hours are “reserved” and deducted immediately from
your “Available Balance” in TAS (shown on the Leave Request). The leave hours are not deducted from your
“HR Leave Balance as of __"” (shown on the Leave Request) and your Oracle Leave Balance (shown on each
Pay Statement) until the pay period during which the leave hours are actually used. Keep in mind that once
leave hours are reserved for a future date and deducted from your “Available Balance” in TAS, they are no
longer available for any leave that may occur prior to the approved leave period. The only way to have
those hours returned to your “Available Balance” is to request that your Approver reject the Leave Request
that has already been approved.

Leave Requests that are not approved by the Supervisor in TAS expire after 90 days of the request date and
are automatically removed from TAS.

If you request leave for Bereavement Leave, Civil Duty, or Jury Duty, you are required to attach supporting
documentation. When requesting Bereavement Leave (BL), you must enter the relationship of the deceased
person to you (i.e. Grandmother, Spouse’s Grandmother, Aunt, etc.). Please refer to the Appointed Officials
and Employees Salary and Employment Plan for a complete list of relatives covered for BL). You are also
required to attach and an obituary, funeral program, or signed letter from the funeral home that shows the
name and date of death of the deceased. For Civil Duty (CD — subpoenaed as a witness) or Jury Duty (JD —
summoned to serve as a juror), a copy of the subpoena/summons must be attached to the request.

To attach a scanned document to your Leave Request, select Add Attachment (located at the bottom of the
Leave Request form next to the Submit button). In the Title field, enter a title for your document. In the
Attach Document field, enter the named of your scanned document or select the Browse button to search
for the document. If you select Browse, your files will appear in a new window. Using your mouse, choose
the scanned document you want to attach and select Open. Then select Save and the document will attach
to your Leave Request.



EXHIBIT 1 — Time & Attendance System (TAS) Instructions
(Page 3 of 25)

9. Once you have reviewed and confirmed that the data entered is correct, you may submit your Leave
Request by selecting the Submit button.

Overtime Requests

1. To submit an Overtime Request, select Submit an Overtime/Comp Credit Request under Submit Requests
at the top left of the page.

2. Using your mouse, select the drop down arrow for the Overtime Types field to select Comp Credit or Cash
Payment. (The TAS default is Comp Credit so if you are eligible (employees who are non-exempt from FLSA)
and want to request Cash Payment, you must change this field to Cash Payment.)

3. Using your mouse, select the date you worked overtime from the calendar (click the calendar icon next to
the Date of Overtime field).

4. Enter the overtime hours for that date in the Number of Hours field. All hours are entered with two decimal
places in TAS. Please see information below in the Formatting Dates, Hours, & Times section below.

5. Select the Explain Nature of Work or Emergency field and type a brief statement of the assignment(s) you
performed on overtime.

6. Enter the time of day for the Overtime Start Time and Overtime End Time field. Make sure that AM and PM
are shown correctly. All times are entered to TAS in standard format. Military time format is not accepted.

7. Overtime Requests are restricted to each work week. You may submit one Overtime Request for several
dates, but these dates must all fall within the same work week. Overtime hours worked are earned in 15-
minute increments.

NOTE: If the overtime hours worked begin on one day and continue to the next day, without
interruption, two separate entries must be entered to the Overtime Request (Example 1).

Example 1: An employee who worked 8 hours of overtime that began on 5/3 at 5:00 PM and ended on 5/4
at 1:00 AM, would add one entry to the Overtime Request as 7 hours on 5/3 from 5:00 PM — 11:59 PM and
one entry for 1 hour on 5/4 from 12:00 AM — 1:00 AM.

8. Overtime Requests that are not approved by the Supervisor in TAS expire after 90 days of the request date
and are automatically removed from TAS.

9. Once you have reviewed and confirmed that the data entered is correct, you may submit your Overtime
Request by selecting the Submit button.
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FORMATTING DATES, HOURS, & TIMES
When entering dates, hours, and times in TAS, please remember the following:

Always select the correct Work Week on your Timesheet — follow the payroll schedule

All Hours are entered with two decimal places (8.00)

Times are entered in standard format - EXAMPLE: 8:00 AM or 5:00 PM (No military format)

Work hours are entered in 15-minute increments (.25, .50, .75)

Annual Leave hours used are restricted to a 30-minute minimum, with 15-minute increments

once the minimum has been met

f. Compensatory Leave hours earned and used are restricted to 15-minute increments (.25, .50,
.75)

g. Overtime Hours (whether cash or comp credit) are earned and recorded in 15-minute

increments (.25, .50, .75).

®oo0 oo

15 minutes = .25 hour
30 minutes = .50 hour
45 minutes = .75 hour

FLEXING WORK SCHEDULE

If you are flexing work hours, you will only submit Leave Requests or Overtime Requests if your total work hours
fall short or exceed the designated flex period for your classification. Therefore, you may wish to wait until the
end of your designated flex period to submit Leave and Overtime Requests to prevent the need to recall, or have
your supervisor reject, requests that are no longer needed. It is the employee’s responsibility to maintain a
record of their actual arrival and departure times each work day. This record of actual times worked is required
to support a flexed work schedule. Employees must be able to produce it upon request.

Employees who wish to flex their work hours must have prior approval from their supervisor to do so.
Fluctuating work hours that deviate from an employee’s regular work schedule should be the exception, not the
norm. The intent of flexing work schedules is to reduce overtime hours and/or to ensure work assignments are
completed, not to reduce the amount of leave charged. It is important that all employees adhere to their
normal work schedule unless they receive permission to do otherwise. Supervisors will consider office coverage
and work assignments prior to approving an employee’s request to flex work hours.

Designated Flex Period Classification

40 hours weekly Employees of Administrative Services, Legislative Services, Research, and
Assistant to Council Director

80 hours bi-weekly pay period Appointed Officials, Executive Council Assistants, and IT Staff
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TIMESHEETS

1. Once you have submitted your Leave and Overtime Requests, you will select Submit a Timesheet under
Submit Requests at the top left corner of the page. If any Leave Requests and/or Overtime Requests are
pending, the hours for those requests will appear on your Timesheet in blue font. This is an indication that
your request has not been approved by your supervisor.

NOTE: Notify your supervisor of requests pending for more than 24 hours. Make sure all requests are
approved prior to the deadline for submitting Timesheets. Although TAS will allow your
Timesheets to be submitted to your supervisor with pending requests, TAS will not permit your
supervisor to approve your Timesheets until all pending Leave and/or Overtime Requests for
the pay period have been approved. Therefore, it is crucial that all Leave Requests and
Overtime Requests that coincide with the pay period being processed are approved prior to
the approval of your Timesheets.

2. When Leave Requests and Overtime Requests are submitted to your supervisor, the data will automatically
populate to your Timesheet and appear in blue font. Once approved by the supervisor, leave and overtime
hours will change to black font. You are required to enter your actual number of hours worked to your
Timesheets. (Exempt employees, including ECAs, should enter their actual hours worked, even if they
exceed the 80-hour minimum and no overtime compensation is being requested.)

3. In the top left corner of the weekly Timesheet, you will select the dates for Week 1 of the current pay

period. Enter your work hours. This process is repeated to enter work hours for Week 2.
If you submitted leave for a partial day, the actual work hours for that day must also be entered to TAS. The
exception would be if you are flexing work hours from another day within your flex period to cover the
difference. Always check the total number of hours at the bottom right corner of your Timesheet before
you submit it. Your Timesheets should never reflect more hours than you worked or charged leave for.

NOTE: If you use leave for an entire work week and you have 0.00 Work Hours to enter to your
Timesheet for that week, you are required to select the drop down arrow next to Work Hours
in the Activity field and change it from “Work Hours” to “None.” The TAS system will not allow
you to submit your Timesheet until you make this change.

4. You may enter your work hours to your Timesheet at anytime during the pay period. It is important to Save

your Timesheet until you are ready to actually Submit it for payroll. Payroll submission deadlines for City
Council are Fridays before pay weeks by 5:00 PM. This deadline may be adjusted to an earlier date and
time to accommodate holidays. Although you can submit Timesheets early in TAS, it is not recommended
unless you will be on leave the last day of the pay period. Because schedules may change late in the pay
period, it is wise to wait to Submit your Timesheets on Fridays to prevent errors that may result from early
reporting. Employee Services does have access to make corrections after Timesheets are submitted, but the
correction process is both time consuming and labor intensive. It is our goal to submit our data correctly,
thus preventing any unnecessary hardship for Employee Services staff.
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5. Your supervisor will be notified via email each time you submit a request. As each Leave Request, Overtime
Request, and Timesheet is either approved or rejected, you will receive an email notifying you of the status.
Once these requests are approved, any leave and overtime hours that were auto-populated to your
Timesheet will change from blue font to black font. Always review your Timesheet at the end of each work
week to ensure that your Total Hours amount is correct. You are now ready to submit your completed
Timesheets for the current pay period.

6. Appointed Officials, Executive Council Assistants, and IT Staff are required to work a minimum of 80 hours
by the end of the last day of each pay period (Friday of Week 2). Leave time must be charged for any hours
not worked up to the 80-hour minimum requirement (less than 80). It is recommended that Timesheets for
both Week 1 and Week 2 are “Saved” and not actually “Submitted” until Friday afternoon of Week 2 (Friday
before pay week). This will provide employees the opportunity to flex work hours or to submit Leave
Requests for the two-week period.

All other City Council employees are required to work a minimum of 40 hours by the end of each work week
(Job Classifications non-exempt from FLSA). Leave time must be charged for any hours not worked up to the
40-hour minimum requirement (less than 40). These employees are required to submit their Timesheets
weekly (Fridays). With prior approval from their supervisor, these employees are allowed to flex their work
hours within the 40-hour week, providing they charge leave for hours worked less than 40.

7. All access to TAS is suspended on Mondays of pay weeks at 10:00 AM to process payroll. (Observed
holidays may require an earlier deadline which is noted on the Payroll Schedule). All Leave Requests,
Overtime Requests, and Timesheets for the pay period must be submitted and approved prior to this
deadline. It is recommended that the process be completed by Friday afternoon before pay week. This
provides an opportunity for review on Monday mornings and time to resolve any problems before access to
TAS is suspended citywide at 10:00 AM.

CORRECTIONS TO SUBMITTED DATA

1. If an employee discovers an error after they have submitted a Leave Request, Overtime Request, or
Timesheet, the employee can recall the transaction if it has not been approved by their supervisor. If the
transaction has been approved, only the supervisor can void it by rejecting it in TAS but the rejection must
take place prior to 10:00 AM deadline on Mondays of pay week.

2. To recall a transaction, go to the TAS home page and under Manage Requests choose Manage Requests
and Timesheets. Using your mouse, select the transaction for recall and then select Recall. You will receive
an email notification that the transaction has been successfully recalled.

NOTE: Leave Requests, Overtime Requests, and Timesheets that have been recalled by the employee
or rejected by the Supervisor cannot be modified and resubmitted. The employee, if needed,
must submit a new request or timesheet. Never “modify” a request. (Due to a system glitch,
TAS will “technically” allow modification of certain requests, and provides every indication that
the modified request has been successfully submitted and approved. However, modified
requests do not “actually” process for payroll; hence, no modification of any requests should
be initiated.)

10
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3. If the supervisor has already approved the transaction, the supervisor must go to the TAS home page and
under Manage Requests, select Reject Approved Requests and Timesheets in order to reject it. Once the
Reject Approved Requests menu appears, select the type of request, the Begin Date (first day of the
payweek — Saturday) and End Date (last day of the payweek - Friday), and then Search. When the request
that needs to be rejected appears, select it. Next, insert the reason the request is being rejected (required)
in the Manager’s Comments field, and - it.

NOTE: Once a request has been recalled or rejected, it cannot be modified. The employee must
submit a new request. (The TAS system will allow rejected Overtime Requests to be modified,
submitted, and approved, but the data does not transfer to the payroll system; hence, the
employee must manually close the rejected Overtime Request and submit a new one.)
Correction for this system glitch is on the list of future TAS enhancements.

TAS ERRORS (shown in red font)

Occasionally TAS will produce errors that appear in red font at the top of your screen. There are two
types of errors:

a. System error(s) which may occur following software updates performed by ITD.
b. Data Entry error(s) made by the user.

The most common System error is an “input string error” which is sometimes produced when
submitting an Overtime Request. If this occurs, please choose one of the following corrective measures:

Option 1: (Quickest method)
e Using your mouse, select the broken page icon (picture of a broken piece of paper) in the status bar
Option 2:
e At the top of the home page of the “Employee Portal” click on Tools
e Click on Compatibility View Settings
e When the next screen populates you will see at the top “Add this website” then “coj.net” and click Add
e Then click Close at the bottom

Option 3:

e Goto TAS Overtime Request.
e HOLD CONTROL KEY AND PRESS F5 KEY to force the browser to get the latest JavaScript from the server.
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Data entry errors made by the user will also produce errors, shown in red font. One of the most
common data entry errors occurs when an employee attempts to submit a timesheet for a work week that
contains only leave hours and fails to change the Activity field. For instance, an employee takes a week off from
work and submits a leave request for 40.00 hours. The timesheet will be automatically populated with 40.00
leave hours (generated by the employee’s leave request), leaving the row assigned for “Work Hours” blank.
Since no work hours need to be entered to the timesheet, the employee must change the Work Hours field
under Activity. Using your mouse, select the drop down arrow next to Work Hours and change the default
(“Work Hours”) to “None.” Once this field is changed, the error is corrected and the timesheet can be
submitted successfully.

APPROVING DATA (Managers’ Guide for Elected and Appointed Officials)

It is the responsibility of each supervisor to review and approve time and attendance records submitted
by their subordinate(s) for payroll. A supervisor’s approval serves as the Certification of Payroll required in Part
6, Chapter 106, Jacksonville Ordinance Code. Therefore, supervisors should review the data carefully to ensure
the information provided by the employee is correct.

The TAS System refers to the supervisor as “Manager.” When an employee submits a request in TAS,
the Manager (supervisor) is notified via email. Likewise, the employee is notified via email when the Manager
approves or denies the request. Upon receipt of an email notification, the Manager will select one of the two
links provided within the body of the email. The first link opens the Mass Approve Requests option which
allows the Manager to approve selected or all pending requests at once. The second link only opens the
individual request prompted by the email; by choosing this one, the Manager’s response only affects one
specific request.

If links provided in the email fail, or a more comprehensive view of the employee’s record is preferred,
the Manager can open the TAS System from the “Employee Portal” (http://inside.coj.net or remotely at
http://remote.coj.net). See Reviewing and Approving/Rejecting Data below.

NOTE: Always use Internet Explorer to operate TAS. Chrome is not always compatible and can cause
errors.

REVIEWING & APPROVING DATA/REJECTING DATA

1. Open Internet Explorer and go to the “Employee Portal.” Selected the Time and Attendance System link
located in the green banner on the right side of the page under the My Info tab.

a. To view individual requests, select Manage Requests and Timesheets under Manage Requests. Move
your mouse to the request you want to review and select the field under Activity Name. The request
will open in a new tab. Once the data has been reviewed, select Approve, -, or Reassign. Reassign
allows a Manager to forward the request to another Manager for consideration and is only used if the
request would impact another work area.

NOTE: If a request is rejected, the supervisor is required to enter the reason for rejection in the
Manager’s Comments field.

12
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b. To view all pending requests, select Mass Approve Requests under Manage Requests. From this page,
you can Select All or select the checkbox for specific requests and then select Approve to approve
several requests at once. Likewise, you can select - to reject selected requests.

NOTE: All Leave and Overtime Requests for the pay period must be approved in TAS by the Manager
prior to approving Timesheets. Failure to approve or deny these requests first will prevent the
Manager from approving the timesheets.

3. Toreject a request that has already been approved, select Reject Approved Requests and Timesheets under
Manage Requests. Select an option (Timesheet, Leave Requests, or Overtime Requests) and if applicable,
enter the Begin Date (first day of the payweek — Saturday) and End Date (last day of the payweek — Friday).
Select the request(s) to be rejected, enter the reason for rejection in the Comments Section, and - The
request is now void. If the employee needs to make changes, a new request must be submitted. No
modification of recalled or rejected Leave Requests, Overtime Requests, or Timesheets is permitted.

SPECIAL TOOLS FOR MANAGERS
View Calendar

There are tools in TAS that are designed to help Managers determine work and leave schedules for their
employees. The View Calendar tool (located on the Leave Request approval page) is especially helpful when
considering Leave Requests submitted by employees. It provides an overall picture of pending and approved
Leave Requests for the Manager’s subordinates in a calendar view format. View Calendar can also be selected
under the Manage Requests at the top of the page.

Out of Office

The Out of Office tool (located under Manage Requests) can be used by Managers to reassign their
approval rights to another Manager. If a Manager (i.e. Approver) is or will be unavailable to review and approve
requests made by their employees before the established payroll deadlines, there are two options available to
ensure employees are paid:

1. The Approver can request the Executive Administrator (Laura Dyer), via email, to approve pending
requests made by their subordinate(s) for a specific pay period. (Encouraged method.)

2. The Approver can set the Out of Office tool to designate another Manager (who must also have TAS
approval rights) to perform these actions for them. Please note that once another Manager has been
designated in TAS to approve the time and attendance data for the employee, the Executive
Administrator’s approval access is automatically removed. If the designated Manager fails to approve
the time and attendance data in TAS by the deadline, the Executive Administrator will not be able to
perform the approval process.
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EXHIBIT 1 — Time & Attendance System (TAS) Instructions
(Page 10 of 25)

Managers have access to TAS remotely by using http://remote/coj.net. However, if they will not have
access to a computer during their absence, requesting the Executive Administrator to approve TAS data or
assigning another Manager for a specific time period will be necessary. Requesting assistance with TAS
approvals should only be done:

1. if the absent Manager will not have access to a computer prior to established payroll
deadlines,

2. after the designated back-up is made aware and has agreed to serve as a back-up approver,
and

3. in accordance with the following reassignment structure:

a. Council Members may reassign approval authority to the Executive Administrator (via
email request) or to another Council Member (in TAS)

b. The Council Director may reassign approval authority to the Executive Administrator (via
email request) or to Chief(s) (in TAS)

c. Chiefs and Legislative Supervisors may reassign approval authority to the Executive
Administrator (via email request) or to other Chiefs or the Council Director (in TAS)

NOTE: The Executive Administrator has the ability to approve TAS data for all employees. If an
Approver does not have access to approve TAS data for a subordinate, they can send a request
via email to the Executive Administrator to approve pending requests for the current pay
period.

Setting the Out of Office Tool (Temporary Reassignment of Approval Authority)

1. Open Internet Explorer and go to the “Employee Portal.” Selected the Time and Attendance System link
located in the green banner on the right side of the page under the My Info tab.

2. Select Out of Office under Manage Requests.

3. Inthe From field, enter the first date that authority will be reassigned. In the To field, enter the last date
that authority will be reassigned.

4. Enter the first and last name of the Manager you’ve selected to approve TAS requests during your
absence in the Last Name and First Name fields.

5. Using your mouse, select the drop down arrow for the Department field and select CITY COUNCIL. (Skip
the Division field.)

6. Select Save and then Return. Failure to select Return at the end of the transaction will void the
reassighment request.
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NOTE: The Executive Administrator has access to approve all leave requests, overtime requests, and
timesheets entered to TAS. However, if approval authority is reassigned by one Manager to
another, the Executive Administrator’s access is removed altogether. This means that the
Manager assigned to serve as the back-up Approver will be the only authorized Approver for
the designated period of time (and therefore must be available to approve requests for
payroll).

QUICK REFERENCE GUIDES

Please review the Quick Reference Guide for Employees and the Quick Reference Guide for Managers.
These references are very helpful and provide technical instructions for using the TAS System. However, please
note that employees are required to adhere to the procedures outlined in the City Council TAS Manual in order
to comply with the department’s policies, rules, and regulations.

LDyer

Rev. 3/1/2019
Rev. 10/1/2017
Rev. 5/1/2017
Rev. 1/19/2017
Rev. 9/7/2016
6/3/2016
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&

The Time and Attendance System allows employees to enter timesheets and submit requests for leave and overtime.

TIME AND ATTENDANCE SYSTEM }’ﬁ‘:ﬂ""@
QUICK REFERENCE GUIDE FOR EMPLOYEES e

You may access the main menu (shown to the right) using one of the following methods:
* Access the main menu directly at hitp://tas.coj.net

* Access the employee portal at hitp:/finside col.net, then click Time and Attendance System under the Links tab
(shown below) to display the main menu.

| submit Requests irq iew History b

B Submit a Timeshast B e Timashaek History r

w i Eﬂ'm ogld.wk M LAARES. | News : ¥ submit a Laave Regquast & v Leave History 1
@m ERMendante Systam r B Gubmit an Quartma Reouest B i Cuertme Hetory )
r o subeit and Manage Schedule -

M"’W :— B Subrmit a Diaily Line-Up (
WP e . ™ o Lk  na B e Y | et PN o Bl it R b e I

Submitting Leave Request

The leave request form (below) pre-populates your employee data, available leave and comp. time balance, plus your personal
day (PD) availability. These fields are static and not editable. all balances are current from the most recent payroll date.

Employes [D IW E} Employes Wama) W
TnidnzCids: [mm=s ok Ttk FoiE Tadrman
Barquinrg Unitt  [me Hansger: [Wehe D Nenager
Duate of Racqmat: 5772 2008 Commisnts) | ﬂ
:1111 Balence as of 54270008 r-nml LRI i’.nmp Tima:0 :I:-'u:\nnnIDu\:n
Musilabis Balanea b.tm: a8l ‘:Enmp Tim=:0 Pu-wm:l [=ETH ]
Lusue Date HusIE ar Leave Type Leave Stort Time  Leawe Dod Time et
[Eromme 4 [am [aL =l [mo [en z1 Josoa [PH =] CReset
[z 1 [m [Po =] oo Jew  Z] Josioo [ew 2] CReset
I | [= Finase satat —= =l Ton = | [ =] deset
I A [ [+ Finnzs Galert —= = [ Ten =1 [ [am =] _Asser
I == [+ Fieare selart —= = | ow = | [ =] Ress
I | [F— Flenss Seloct —+ = | T | [am =] heset
I =l [== Fiease Selost —= = | Tow = 1 [ =] Reset
Total Hours: 1600 i |
Follow these steps to submit a leave request:
1. From the main menu, click Submit a Leave Request. 6. Type the leave end time in the h:mm or hh:mm format.
Result: The Leave Request Form appears (see above). Select either AM or PM under Leave End Time column.
2. Click the calendar icon in the Leave Date column to 7. Click Submit.
display the pop-up calendar. Select the proper date. Result: Your manager receives a notification of the

request in order to take action.

A recall task appears in the My Site area of the Employee
4, Select the leave type in the Leave Type list. Portal in case you want to recall the request. Refer to the
reverse page for recall instructions.

3. Type the hours of leave in the Number of Hours box.

5. Type the leave start time in the h:mm or hh:mm format.
Select either AM or PM under Leave Start Time column.

Checking Leave/Overtime History

ra

You may sort the rows on the history table by the leave
date, leave types, or status columns. Click on Leave Date

Follow these steps to check leave/overtime history:

1. From the main menu, click My Leave History. once to sort chronologically (or twice to sort reverse
Result: The employee’s list appears with histoncal leave chronologically); click on Leave Types or Status to sort
dates, leave types, leave hours, and statuses. alphabetically (or twice to sort reverse alphabetically).

> http: | finside.coj.net
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Submitting Overtime Request

The overtime request form (below) pre-populates your employee data. You may not change or edit any of these fields.
The Overtime Types list contains various overtime options, including several for Solid Waste employees.

Submit an Overtime Reguest

Emnplores [D 53ZE8 f Search Employas Name: |[Yalus D, Employse

tndexCode: mTE35 Job Tithe: HWAC Tachnican

Bargaining Unit: ETh Manager: Yalug O, Manager

Date of Request: [Z2arz0an Comments: | ﬂ
Qvertime Typas:  [Comp Credit =l # fppointed

Date of Overtime Number of Hours Explain Nature of Work or Emergency  Overtime Start Time  Owertime End Time Reset Row
[ezzz/z00 E oo ISav:r: weather delayed service call. ﬂ Jo:00 m [oa:0n m G

[ [ | — am =] [ AN =] | Raset

| 7 [ I ﬂ | am =] | am =| | Razet

I = [ | ol [ =] | [ ] | paset

[ =3 [ l i‘ I ] | AW e]  Reset|
[ 2| [ I ﬂ I am =] | am =| | Reset

| a3 [ | j [ an =] | AN =] Raset
Tetal Haurs: Z.00  Submit
HA Cornp Balancz: 0 HA Ernergenecy Comp Balance: 0

Follow these steps to submit an overtime request:

1. From main menu, click Submit an Overtime Request. 6. Type the start time in the h:mm or hh:mm format. Select
Resylt: The Overtime Request Form appears. either AM or PM under Overtime Start Time column.
2. Select the desired option in the Overtime Types list. 7. Type the end time in the h:mm or hh:mm format. Select

3. Click the calendar icon in the Date of Overtime column either AM or PM under Overtime End Time column.

to display the pop-up calendar. Select the proper date. 8. Click Submit.
Result: Your manager receives a notification of the

4. Type the proper hours of overtime in the Number of request in order to take action.

H box. . .
ours box A recall task appears in the My Site area of the Employee
5. Type the reason or explanation of the job duties or work Portal in case you want to recall the request. Refer to the
in the Explain Nature of Work or Emergency text box. instructions below.

Recalling the Leave/Overtime Request

You may recall the leave or overtime request before your manager approves it.

Overtime Date Overtime Hours  Mature of Work or Emeruency Overtime Start Time= Overtime End Time
081172003 2.00 Production Tccue.. 0F:00 FM 10:00 FM

_Ragall |

Follow these steps to recall a leave/overtime request:

1. From the main menu, click Manage Requests and 3. Click Recall.
Timesheets. Result: The recall task is removed from your Task List on
Result: The My Task List appears. the Employee Portal.

2. Click the particular leave/overtime request that you want 4, Follow the steps to re-submit a new leave/overtime
to recall. request, if necessary.

Resylt: The application opens and displays details about
the particular leave/overtime request.

Start here >> http:/ /inside.coj.net
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Ernployee 1D [f3ze8 | Searwch Employss Hame: [Valus O, Employee
IndexCode: W—‘ Job Title: ]m
Bargaining Lnit: 390 HMansger: IW
week of IW Comments: | i‘
Actrvity Zaturday Sunda;’_ Monday Tuesday Wadnesday Thursday Friday “Tatal
wad4rz0o3 rzTiz008 T asfz00a 3272008 mzglaong w29/ 2008 W 3d7z008
[wark Hours =] [ I |o |a [a les 2= ER
[ Haliday =l [ | |8 | [ | | [e
|----Hone---- =l | | | I | | | ]
|----tone---- =2 | | | | [ ! | |
[-=hone-r & [ [ | | [ [ I
[---tiona:-—-- = | [ | I [ | |
[----Hane---- =1 [ | | | | [ | |
Tatal Hours [0 o Je |a [ l6.5 |85 Jan
_Submt |
Follow these steps to submit a timesheet:
1. From the main menu, click Submit a Timesheet. 6. Click OK.
Besylt: The Timesheet Form appears (see image above). Result: The employee's manager receives an e-mail
2. Select the proper week in the Week of list, if necessary. message with a link to the timesheet for approval/denial.
3. Select the proper activity under the Activity column and 7. You may alsc recall a submitted timesheet before your
type the number of hours per day for that activity. manager approves/denies it. From the main menu, click
Manage Requests and Timesheets.
4. Enter the time for the entire work week (Saturday- Besult: The My Tasks Lists page on the employee portal
Friday). Type the hours for each day that you want to appears.
submit. You may enter hours for multiple activities per
day. You may enter time in half-hour increments 8. Click the particular timesheet that you want to recall.
(example: .5 for & half-hour). Besylt: The application opens and displays details about
the particular timesheet.
5. Click Submit.

Submitting Timesheet

The timesheet form (below) pre-populates your employee data. For time clock employees, the form populates the work hours

from the daily line-up based on your assigned schedule. You may not change or edit any of these fields. The timesheet
displays to the most current work week. You may only enter time on the timesheet form (see below); you cannot request leave
or overtime on this form. You will see a link on the main menu to request leave or overtime.

Resylt: A confirmation box appears.

9. Click Recall.

Checking Timesheet History

You may check your timesheet history for all timesheets that have been approved, denied, or submitted.

Follow these steps to check timesheet history:

1.

ra

Timesheet History Report

From the main menu, click oo [ @

My Timesheet History.

End Ciste: I— |
Result: A search feature S =
appears (see above). Wiew Repon

Select the search

parameters in the Begin Date and End Date boxes.
Click the calendar icon for each date to display the pop-up
calendar. Select the proper date.

Select one of the following options in the Status list:
» Submitted

+ Approved

» Denied, or

+ Recalled.

@ 2008-2010 City of Jacksonville

4. Click View Report.
Besult: A historical report of your timesheets appears.

Timsesheat History Reprt
Attendance Date Range From: 02 /012008 To: 0218/ 20010

StatustaLL
= F
Irdew Cade Check Date Weak Temesheet Status
DTS5 10/16/2008 05/26/2009 - 10/12/2008 dppraved

CTITE3AEA  ADVE/200% 10032008 - 10,05/2009 Approved
OITESS  LNOSE00S 9127008 - 19/14/2009 Appraved
TITS35  dDOE/E003 094192008 - 09/25/2009 épproved
ITITSSS D9I8/200% 0A/26/2009 - 0%/0472009 dppraved

5. You may print the report or export it to an Excel spread-
sheet using the respective icons at the top of the report.

ttp: f finside. coj.net
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Reviewing Your Schedule History

Employees may review their schedule history as needed.

Follow these steps to view your schedule history:
. - . . F'." View History
1. From the main menu (see the image to the right), click

My Schedule History.

Result: The My Schedule History appears (see the image below).

B vy Timesheet Hstory
B My Leava Hismary

B My Overtime Hstary
Click the calendar icon in the Start Date and End Date fields to % Wy Schadula Hstory
display the respective pop-up calendar(s). Select the proper date
range for the schedule history that you want to view.

ra

B My Daily Line-Up History

B My Emplovees’ History

3. Click Search.
Result: The schedule history for the date range appears (see the
image below).

My Schedule History

start Doate: [T5/20/2000 | £rd Doare: [57ia02000 4]

week of M milay Tibe wd oy Wednesday Thursday Frii
03082010 - 03] 12 F 2010 LR TRE T B30 /200 a3/ 18 /2810 LETRERE i1 Ba/12
Time In  Time Out Tobal Time In Time Out Totel Time In Tine Dut Totel Time In - Time Out Tokal Time In - Tin

Schedule Wesk 1230 FM @830 FM 750 12030 PM 0830 FM 750 1230 PM 0BZF0 PR 750 L2030 PM 0EE0 PM 750 12:30 PM 09

5 | A

Reviewing Daily Line-up History

Employees may review their daily line-up history as needed.

Follow these steps to view your daily line-up history:

1. From the main menu (see the image at the top of the page),
click My Daily Line-Up History.
BResylt: The My Daily Line-Up History appears (see the image
below]).

ra

Click the calendar icon in the Start Date and End Date fields
to display the respective pop-up calendar({s). Select the proper
date range for the daily line-up history that you want to view.

3. Click Search.
Result: The daily line-up history for the date range appears
(see the image below).

My Daily Line-Up History

Start Date: DEE02010 2] End Datei TEEET {58 [Suareh

Week Of Honday Tuesday Wednesday Thu

[ N AR ERAD - BE LR 2R FreSin FASE i Frin/aeie 8/
Ritivity Roite & TimelIn  Time Out Total Thme In Time Dut Total Time In Time Dat Tatal TimeIn T
Schedule Hours TZI0PM  BERHPM 75D LZE0 PN O30 PH 750 LZA@FM EQ0PM O ED IEZI0OPMO@

4l I H

Checking Leave/Overtime History

Follow these steps to check leave/overtime history:

ra

1. From the main menu (see the image at the top of the You may sort the rows on the history table by the leave

page), click either My Leave History or My Overtime date, leave types, or status columns. Click on Leave Date
History. once to sort chronologically (or twice to sort reverse
Beszylt: The employee's list appears with historical leave chronaologically); click on Leave Types or Status to sort
dates, leave types, leave hours, and statuses. alphabetically (or twice to sort reverse alphabetically).

@ 2008-2010 City of Jacksonville ttp: f finside. coj.net
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@

The Time and Attendance Systemn allows managers to approve their employees’ timesheets, and requests for leave and overtime.
Manaagers with time clock employees may submit their employees” daily line-ups plus submit and manage their schedules. You
may approve (or deny) leave requests en masse or individually. However, you may only approve timesheets individually.

i TIME AND ATTENDANCE SYSTEM cks iy
QUICK REFERENCE GUIDE FOR MANAGERS .

You may view and take action on requests using one of the following four methods:

» Access the employee portal at http://inside.coj.net, then click Time and Attendance System to display the main menu
{shown below).

Dovomaes
W Ao ystom

* Access the system from an e-mail message you receive from your employee who requested leave/overtime.

* From the Employee Portal, click Employee Corner in the left-hand navigation bar, then click My Tasks on the left menu bar.
A list of timesheets and leave/overtime requests appears.

*  Access the main menu (shown above) directly at hitp://tas. coi.net

Suhmit Reguests Wiew History Hanage Requests Reports Admin Functlens Help
B subimit Requests .r'-"‘- View History ﬂ Manage Reguests
B cubmit a Tmesheet B vy Timeshast Histdry B Manape Requests and Timasheets
» Submit a L=ave Recuest » My Leaws Histary
B submit an Dvertima RecLiest 3 iy Cwartime History

& submit and Manags Schedule

B submit a Daly Line-Lis

Lol
@ Reports G Admin Functions 9 Help
& Missing Trneshest Report B Transfer Timeshast dats ta Oracls HEMS B Emplayee Quick Raferance Guids
B Hours &nd Elements Re=port # Update Time Clack Emplayee
B sucantion Report # Updata Mastar Schackis

3 Leave and D¥erome Raports

b LessiMire than 40 Hours Report
B Soheduls Report

B 0sily Lins-Up Repor:

B Wissing Daily Line-Up report

Returning to the home page

You may return to the home page by clicking the Time and Attendance logo in the upper left corner. o _M

& 2008-2010 Clty of Jacksonville Start here => http:/ (inside.coj.net
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Approving (or Denying) Individual Leave/Overtime Request

The individual leave/overtime request form appears when you click on the link from the autemated e-mail message from an
employes who has requested leave/overtime time, or when you click a request from My Tasks on the employes portal.

You may not change or edit any of these fields. You may reject a leave/overtime request; then your employee may request
leave/overtime again.

Employes [d: PEREE Histoey Subrmitted By: |Tastk zlsarl

Employea Hama: |Usnr1J Tast Job Tite: I'I'est Hsir

IndesCode: ITITSsLCS Bargaining Unit: 120

Manager; [Test, Tast Dt of Raguest: |10/zz2007

Inikiatar's Commerts: Manager's Comments:

@ dppointed {';}'Cnmp Credit "..,)Cu:h Payment

Overtime Date Overtime Hours Nature of Work or Emergency. Start Time End Time
i0/25°z007 .00 Application down 000 &M A1:30 AM
Total Hours 3,00 HR Comp Balancs:

Select for Co Seleck for Reassign

| | ApArouE I- fsassian |

Follow these steps to approve a leave/overtime request:

1. You may select individuals to whom you want to carbon 4. Click Approve or Reject.
copy (cc) the leave/overtime approval via e-mail notifica- Result: The original requestor receives an e-mail
tion. Click Select for CC at the bottom of the page. notification.

Result: A pop-up window appears with search and

selection features (shown below). 5. If you want to delegate another manager to perform

approvals while you are on vacation or away
from the office, then click Out of Office on
the main menu.

Result: A pop-up window appears with date
LEAVE/OVERTIME range selection boxes in addition to search
and selection features (shown below).

Search for the
employees you
want to include in
the leave/overtime
approval. Click OK

after you have 6. Type the date range in the From and To
selected the proper ::L:T:n R boxes. Click the calendar icon to display the
employees. Dupanmare [remerioe TecHWoLEY = pop-up calendar, if desired.
Dbz | THFTR MAT] O TE CHHEAGTY -
2. You may select _Bearch LLELS

Search for the manager you want to delegate
another manager

. Lart Hame First Hame: Fa— your leave/overtime approvals.
and reassign the prrvinis prei 0
leave/overtime ﬁ ﬁ? E ST -
request via e-mail 1,7 ey S i MRAEE - -
notification. Click ‘ e r— - ’ - e = ff
Select for Reassign at the bottom of the page. 7. Click S T e A IR {
Result: A pop-up window appears with search and Save ::’::" h__'::— -
selection features (shown above). after you Cuparimart IS RMRTICN TECIOLEGT - ':
have Difvinian THFORMATION TECTOLOGT =

3. Search for the manager you want to reassign this leave/ selected _ vy | et | ot | /

overtime request. Click OK after you have selected the CE T pw ged

the
proper manager.

proper manager.

Mote: If you selected a manager to whom you want to 8. Click Return.
reassign the leave/overtime approval (in step 2), then Result: The manager you delegated receives approval
click Reassign. requests from your employees during your absence.

@ 2008-2010 City of Jacksonville Start here http:/ [inside.coj.net

21



EXHIBIT 1 — Time & Attendance System (TAS) Instructions
(Page 18 of 25)

Approving (or Denying) Timesheets

The timesheet form (shown at bottom) allows you to approve or deny an employee’s timesheet. To access the timesheet form,
click on the link from an automated e-mail message from an employee who has submitted a timesheet, or click a link from My
Tasks (shown directly below) on the employee portal.

You may not change or edit any of these fields. You may reject a imesheet request; then your employee may resubmit the

timesheet.
My Task List =]
Folio Process Mame Activity Mams Status Date
= Leave Requoest
Test?, O&: O3/07/2010 - 0307/2011 Leasve Request Manager Approval Awailable 2FLT/2010 4:03:55 PH
Test2, 0f: O3/29/2010 - 0%729/2010  Leave Request driginator Fecall awailable 010 30800 FM
TastZ, DA 03/29/2000 - 0329/2010 Leave Raquast Managar Approval availabla 3732010 3:08:59 FM
TestZ, Of: 040542000 - 04/05/2010  Leave Request Manager Approval Available 2/18/2010 2:5d0121 PR
Testh, 0f: D3AS/E0L0 - D3A5/2010 Lesve Reguest Managar Approvel Aovailable 2/25/2010 9:01159 AM
H Overtime Request
Test2, A 04/05/2010 - C4/05/2010 Overbme Regusst  Mensger fpproval  Awsilable 34952010 Z:24:04 FM
Test2, Q& 04052010 - 0405201101 Dvertme Requast driginatar Recall Anmilable AFr2ain 2 o4 PM
Testz, A D04/05/2010 - 4/05/2010 Dverime Request Manager Approval Available 3/3/2010 2:24:31
TestZ, A D4/05/2010 - 04/05/2000 Overtime Reguast  Qriginator Recall Arailable 3/9/2040 2124531
TeskZ, G 04/05/2010 - 04/05/2010 Cverbme Reguest dnginator Recall Available 37342010 2:23;24 FM
Testz, 0 D405/2010 - 04052010 Dwerbime Reguest Manager Approvel Awmilable 3732010 2:23:24
Follow these steps to approve a timesheet:
1. From the main menu (see page 1), click Manage Besult:
Requests and Timesheets or access Employee Corner Eor approval: The timesheet originator receives an e-mail
on the employee portal. notification that the timesheet has been approved. The system
Result: A new browser launches and displays My Tasks stores the approved timesheet in Central Repository on the
towards the bottom of the page. portal for the ASD administrator’s archival use.

2. Scroll to the Timesheet table (shown above). Click on the
proper timesheet that you want to view.
Result: The individual timesheet form (shown below)
appears with the employee’s pre-populated employees data
and time entries for each day of the workweek.

Mote: Time entries that appear in blue indicate a pending
leavefovertime request. Managers must act on a pending
leave/overtime request before timesheets can be approved.

Eor denial: The timesheet originator receives an e-mail

3. Review the accuracy of the timesheet. Click Approve or notification that the timesheet has been denied. The employee
Deny. may resubmit the timesheet.
MNote: When denying a timesheet, the manager must enter
comments.
Employee 10 [Fazem [Search Employee Name: [Value O, Emplayee
Tndex Cade; [mmsas 20k Title: [HVAC Technician
Bargaining unit:  [Fan Manapar: [WElle ©. manager
waek of [5vza7z008 - 5/ansz008 Status: [Fubmi=d
Ermiploy ee Manzger/hED -
COMMEnts! | Comments: | j
o Ly Zaturday Sunday Monday Tuesday Wednesday Thursday Friday Total
sfzafzaons Sf25fzood SfzefzobDs S5f27fzo0a 5/ 28 z003 =5/za/za0s =/ =0/ E00E
Wk Hours [ | [ |s.0n [ | lg.oo | 1s.ao
Apnual L [ | [ | N [e o0 | [ iean
ual Sick La | | |B.00 | | | | |  maop
TE Comp Time [ | [ EEE [ [ 200 | san
None— | | | | | | | |
o | | | | ! I I
Mo | | | | | | I
Total Hours | | |  &bo | 4100 | eaoD | 8.00 |
This Timashesat can not be approved because thers are pending Leave/OT requests for this Timeshest,
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EXHIBIT 1 — Time & Attendance System (TAS) Instructions
(Page 19 of 25)

Generating Reports

Managers may generate a variety of reports from the main menu (see the image to the right). & moports

Any report may be printed or exported to Excel. S IR AR
% Hours And Elemants Raport

Follow these steps to generate a report: % Excention Repart

X ¥ Leave and overtima Raports
1. From the main menu (see the screen capture at the top

right), click the desired report name.
Result: & page of search fields appears. The search fields
differ depending on which

» LessiMare than 40 Hours Repart
# Schedua Raport
& Dally Line-Up Raport

report you selected. Mlss.lnn Timeshest Rapart ) 3 Missing Daily Lina-Lu repart
Biagin Drata: W ﬁ
2. Enter the desired search End Date: [oz=emon . EH
criteria in the proper fields | =heck sor AL =
(see screen capture to the | 205 AL z
immediate right). - — o o
3. Click View Report.

Resylt: The report

appears with the data that you Missing Timesheet Repart
Begin Dates 11012008 End Date: 02/26/2010
filtered. Index Coder ALL Check Sert: ALL Job Coder ALL
Total Recnrds:i 37495
4.  You may sort the columns in ascend- = IE
ing or descending order by clicking 12345676910, 77
the column headings once or more, H L week el namie | (ETIPISEEE bl | Retwsinin | Sishipn Rl | (v Rt
accordingly (see screen capture to Aot s RELEONS pimgie estsl woma o7 Schelonper.Lnds Mot Submithed
the immediate right). EFACOIL 375 1&%"}%333' Sriith ¥n May Chen 65003 [EEEPIY Mekaown, Kefinath Mot Submittsd
5. Use the paging arrows at the top or ATl R im ELIRENTE R et il Rt S i
bottom of the page to view other aFRCOLL a7s  WOREODE - alie 63161 a0011 a7 Sehelpeperlinda fiot Submimed
pages. wom g VPN cemeroevin . arais g 03 L Golemenpevinia metsubieed

6. If you want to print the report, then
click the Print icon. If you want to export the report, then
click the Excel icon.
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EXHIBIT 1 — Time & Attendance System (TAS) Instructions
(Page 20 of 25)

Approving (or Denying) Mass Leave/Overtime Requests

The mass leave/overtime request form (below) displays all pending requests submitted by your employees. The dates, leave
types, and leave hours are separated by a comma for each respective request.

Mass Approve Leave and Overtime Reguest

Leawe Reguests

Emplogss  Ledwe Dates  Loave Types  Loave Hogre  History  Managers Comments Salict

Teskz, i DA/ 20N oL zm History | j r

Teskz, i 03/29,/2000 co 1000 Hiztory | :I |

Test?, an DLAOTEED AL .00 Histary | :II I

Testhoth DBARMED AL 1m0 History | = i

Duertime Requests

Employee Dvertime Dates  Owertime Type  Owertime Hours  History  Manager's Comanents Select

Taits, G4 HOS0LE Camp Gradk .00 Hikters I j m|

Teat?, @R CH/DAE0LO Comp Gredic 1.00 History I j L1

Testz, gn D4/0E2010 Camp Credie 1.00 History I ﬁ ‘m
wiem Calendar| Select sl | clear ot | Gppeove (JEESREEN Rrtesh |

Follow these steps to approve mass leave requests:

1.

From the main menu, click Mass Approve Leave and Overtime Requests.

Resuylt: A list of pending leave/overtime requests appears.

You may approve or reject reguests on this page. Select the checkbox on the employee’s line item to approve or

reject all leave requests from the employee.

If you want to approve or reject multiple requests (both leave
and overtime) at once, then click Select All. Conversely, if
you want to deselect all checkboxes that you selected, then
click Clear All.

Click Approve or Reject.

If you want to view an individual request, then click the
employee name.

Result: Details of the leave request appear in a
pre-populated page. Refer to the reverse page for individual
leave approval instructions.

You may view a calendar of all historical approvals. Click View
Calendar on the approval page.

Besult: The calendar lists all the leave reguests submitted by
their employees. Approved requests appear in green.

In Process requests appear in blue,

B e aww Cafendar - Hicrzaclt Intersat Erplorer

Gramn - Approvad, Blua - [n Pracass

< Farch 2010

G Fon Tuse e Thu Fri
i 2 3 4 L
Tast2, Q4

? a 9 i 11 1z 13
Test, 04

14 is ik i 1= ia &l
Test, 08 Test2, 8

1 22 £] 24 = 26 «n
Tests, 4

28 20 a0 =
Teet, QA

S |
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EXHIBIT 1 — Time & Attendance System (TAS) Instructions

(Page 21 of 25)

Submitting a Daily Line-up (Time Clock Managers only)

Some managers must establish and submit a daily line-up for their time clock employees. For time clock employees who work
by a set schedule, their managers must establish a daily line-up before their work day. Solid Waste and Ground Maintenance
employees have a year-round set work schedule that may be modified, if necessary. The manager must submit the completed
daily line-up every Friday. Managers may also submit overtime hours for employees on the daily line-up. ASD Super Users may
also submit a daily line-up as well as confirm the entry of overtime hours.

Submit a Daily Lina-Lp

Week of: [02720/2000 - DFz2000 =] Tupervizor: [Clack, Conald =l search By | _Serch
Empl Week OF L] Honday Tuesiday W eilnesday L]
. "]h_'"" D220 20N - 0226 2010 2 R 200 223010 2rEa/20 08
Aty Route # Tims In Time Out  Total Twne in Teme Owt Tetal Timsin  Time Out  Tob
Turner, Shawr
EE-EU?BSPQMEISW = Schedule Hours OF:00 AM 050 FM 1000 0700 AN DEEOPM 1000 07:00 AM 0520 FM 10D

Wk Hours

i

= [ = [rorem [rEEnmm

[toon [imman coaen [tone prooam [ismoem [iooc
—— |
save |

Follow these steps to submit your subordinate’s daily line-up:

1. From the main menu, click Submit a Daily Line-up.
Result: The daily line-up for the current week appears for
your subordinates.

ra

If you want to search for an employee, then select the

proper search element in the Search By list, if necessary.

Type any search criteria in the blank freeform entry box
for an employee search. Click Search.

Resylt: The managers’ subordinate’s work week appears
(see the bottom half of the screen capture above).

3. Select the type of activity (example: work hours, holiday,
shift pay, overtime) in the Activity list. If the employee
drives a route (for Solid Waste or Public Works), then
select the proper number in the Route # list.

4. Type the proper time elements for each work day in the
respective boxes.

5. Type any relevant comments in the Comments box at the

right side of the scrollable row. Use the scroll bar to slide
to the right.

6. If you want to add activities to the daily line-up, then dick

the plus icon (ﬁu’). Then, repeat steps 3-6.

7. If you want to delete activities from the daily line-up, then

use the scroll bar to slide to the right. Click Delete on the
activity line item that you want to delete.

8. Click Save.

9, If you want to submit the daily line-up to the database,
then select the checkbox in the Submit column. You may
select the checkbox in the Submit column header to
submit all the daily line-ups at once.

10. Click Save again to submit the data.

@ 2008-2010 City of Jacksonville
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EXHIBIT 1 — Time & Attendance System (TAS) Instructions
(Page 22 of 25)

Submitting and Managing Schedule

Some managers may submit and manage their subordinates” schedules. This option is to assign, modify, delete, and view the
schedule of an employee for a particular week.

Mamage Schedule

Start Date: [BE/25/5000 | S8 Supervisur: [Black, Donak =] Search By Search
Employas ndex Code
Weok OF % Monday Tuesday wWednesday r
Employer WESENSEON0 - 02200 0 FreasEeN0 Frzasrane Erzd rnan

Tima In Time Ost  Tetsl Time In Time Out Total Time In Time Out Tatal Time In

Turner, Shawn
45750

B HAS1EW Schedule Week D00 &M BEE0 PM 1000 D00 &AM D530 FM L0000 0700 &M D530 P 1000 @700 &M
Modify o700 AW O5:30 pM L0000 0700 AN 0550 P4 10,00 07200 AW 0520 PM 10,00 0700 AW
i | |

_zave]

Follow these steps to submit and manage a schedule:

1. From the main menu, click Submit and Assigm Schedules
Manage Schedule. scheckile Start Dt s [Ti7z7/z000 5] scheduls rd Cats: | T Pt Lune: ™ et Hours: [0
Result: The schedule for the current week o Saturday Tuadiy Headay Tumnduy Wednesday 4]
|
appeal.s fOI. vou'. SIJbDI'diI'IHtBS (S-EE the Time Im Tima Dut  Tima Is Time Gt Time Is Time Oat Time Is Timae Ot Timae Is Timea Out
ture above) (] OFF QFF 1213 PM 03130 FM 1213 PM 130 FM 12130 PM 0130 PN
screen cap " £ e AM  OLiDD FM aFF oFF 0745 2 OTE AN 045 BW DTS AW
2. ClICk the C‘alel"ldal' icon In the Slal'l Date ﬁeld (& ar arr 07:00 aMm 0% PH 07:30 aMm 0530 P 07;20 N 0530 PR
to dIS Ia the op-u Ca|endar Se|ect the ] O&:00 AM  O1:00 FA Oo5:300AW  01:00 PH 05:30 &AM  D4:00 PN l0:00 M OF:00 PN 10:00 AW OF:00 FA
i dvt po tE ;' . d .‘k k & aF aFF 0300 FPH 1i:00 FM4 0300 PN 11:00 P4 03200 PM 11:00 PN
proper date for the desired work wesek.
& aFF OFF 09:30 AWM 060 PN a9:30 AWM 06:00 PN 09:30 AW 06:00 PW
3. If you want to SBEIr‘Ch for an employee' then & OFF OFF aeld AW D30 PN 0eld AWM D20 PN 060 AW Q213D PR
S.Elec:t the pl'opel' Search element irl the { ] QFF aFF 0801 &M 05 PH agi0] &AM 05100 PM a8:/00 &M 05100 PR
- . o ar arr 07 oM DEOOPN 0700 BM ONO0PN 0700 &M O9:00 FR
Search By ll'_St" if I'?BG'.?:SSEII‘?. You may search o arr arr 0ZM AN DHIFN OZODAM DHIDFN 0700 AW R0 FM
h? the fOHOWIng Crlterla: L ] aFF aFF 0730 AW 05:30 PN 0730 AWM 05:90 PN 07:30 AW 05:30 PW
+ Employee 1D i | .t]ﬂ
+ Employee First Name oo
+ Employee Last Name
* Employee Index Code 9. Click the calendar icon near the Schedule Start Date
4. Type any search criteria in the blank freeform entry box and Schedule End Date fields at the top of the pop-up
for an employee search. Click Search. window. Select the proper start and end dates. If you
Result: The schedule for the current wesk neglect to enter an end date, then the schedule will
appears for the subordinate you searched (see the screen continue indefinitely.
capture at the top of the page). 10. Select the proper schedule for the employee’s work week.
5. If you want to end an existing schedule, then follow step & 11. If the lunch period is paid by the vendor/contractor, then
and enter a schedule end date. Click OK. select the Paid Lunch checkbox
&. If you want to assign a new schedule, then click the plus 12. Type the length of the lunch pericd in the Lunch Hours

icon {1'““) under the Employee column.
Note: For employees who have an existing schedule, you
must enter an end date on the existing schedule.

box (example: .5, 1.0).

13. Click OK.
Beszuylt: The revised schedule appears in the employee’s

7. Select the schedule from the assign schedules list and work week schadule.

follow steps 9-13.
14. If you want to delete an activity line item, then scroll to

8. If you want to modify a schedule, then dick Modify under the far right side of the row. Click Delete.

the Week Of column.

Beszylt: The Assign Schedules screen appears (see the
pop-up window abowve). These schedules have been estab-
lished by ASD Admins and may be adjusted as needed.

15. Click Save.
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EXHIBIT 1 — Time & Attendance System (TAS) Instructions
(Page 23 of 25)

Managing Your Subordinate’s Schedule (Managers and ASD only)
Some managers may modify the work schedule of their subordinates.

For timesheet employees who work by a set schedule, managers and ASD Super Users must establish their daily line-ups
before their subordinates” work day. The manager must submit the completed daily line-up every Friday.

Mamasge Schedule
Start Diate: Eeﬂzs.ﬂmm == Supervisar: [Black, Donald =] Search B Search
Ermiplnyae [O
Emploges Rrst Mama
Eriployes Last Hame
Empleyes ndex Code
Week OF * FMenday Tuesday wednesday E
[ — WEEACERAD - 0B R ELET T ajzasanam Ziad zin
Time In Time Ot Tetal  Time In Time Dut Total Time In Time Out  Tatal Time In
Turner, Shawn
:E:Gs:déigﬂ Schedule Week Orn0 &M 0520 PM 1000 MDD &M D530 PM LO.00 000 &M D0 PM L1000 @700 AM
Modify 07:00 AW 05:30 PM 1000 07:00 AN 05:30 PM 10.00 07:00 AN 05:30 PM 10.00 %00 AN
Al I 3|

Follow these steps to manage your subordinate’s schedule:

1. From the main menu, click Manage Assinm Sohedules
Requests and Timesheets. Schicile Start Date: [M7Z7/2000 L] Schedule e Dot [ L0 beid Lunch: 1™ LuehHours: fis
Beszylt: The schedule for the current week — saturday sunday Henday Tumaduy wednevday 4]
appeal-s fOI' vou'_ Subol'dinate.s (.S.EE the‘ Time Im T Dut Tims Is Time Bt Time Is Time Dt Time Is Timaw Dt Time Is Timea Out
& OF QFF A3 P O30 FM 123 PM G130 FM 12 PH DBI3O PN
screen capture above). £ ODIAM OUDDEM  OFF arF 07145 A OPAG AN 07145 AW 075 AW
2. Click the calendar icon in the Start Date field % o o OTETANDREENATEIAN DII0EN 0TI manen
to dlsplav the pop—up Calendar. Sﬁlec‘t the L& O&:00 AM  COLl:00 P 05:30 AW 01:00 PN 05:30 AW D4:00 PN 10:00 AM  OF:00 PN 10:00 AW O7:00 PR
. {4 aFF aFF 03:00 P 11:00 P 03:00 PW 11:00 P 03:00 PN 11:00 PN
proper date for the desired work week.
& oOFF OFF 00:30 AW Of:0d PN o0:30 AW 0E:00 PN 00:30 AW O&:00 PW
3 If vou Wal‘lt tD SBEr‘Ch ror an el‘l‘lph}\-’ee thBr‘I ] QFF QFF a0l AWM D230 P a0l AW 02130 PN 06100 &AW 02130 PR
select the proper search element in th:a oo o CRCLAN TECIPNARCT AN DROREN AR5 AN CEREE
- . [ arr ar 07:00 M 0500 PH 07:00 M 05:00 PH 0700 4N O5:00 PR
Search By list, if necessary.
. . . (s arr ar 07:30 AN 0430 P 07:00 AM 420 PH 0700 AN 430 PR
You may SearCh by the folIOWIng crlterla. L ] aFF aFF 0730 AW 05:30 PN 0730 AWM 05:90 PN 07:30 AW 05:30 PW
» Employee 1D - " .t]ﬂ
+ Employee First Name oo
+ Employee Last Name
* Employee Index Code 9. Click the calendar icon near the Schedule Start Date
4. Type any search criteria in the blank freeform entry box and Schedule End Date fields at the top of the pop-up
for an employee search. Click Search. window. Select the proper start and end dates. If you
Resuylt: The schedule for the current week neglect to enter an end date, then the schedule will
appears for the subordinate you searched (see the screen continue indefinitely.
capture at the top of the page). 10. Select the proper schedule for the employee’s work week.
5. ¥ :Iou \:ant to :ndd Ian BR::;S;mtg S?:T_eiuéi then follow step 8 11. If the lunch period is paid by the vendor/contractor, then
and enter & schedule end date. Lo ) select the Paid Lunch checkbox.
B _If you :want to assign a new schedule, then click the plus 12. Type the length of the lunch period in the Lunch Hours
icon {#) under the Employee column. box
Note: For employees who have an existing schedule, you :
must enter an end date on the existing schedule. 13. Click OK.
. . Result: The revised schedule appears in the employee's
7. Select the schedule from the assign schedules list and
work week schedule.
follow steps 9-13.
" i hedule. th ick Modi J 14. If you want to delete an activity line item, then scroll to
8. If you want to modify a schedule, then dick Modify under the far right side of the row. Click Delete.
the Week Of column.
Result: The Assign Schedules screen appears (see the 15. Click Save.

pop-up window above). You may adjust these schedules
that have been initially established by ASD Admins.
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EXHIBIT 1 — Time & Attendance System (TAS) Instructions
(Page 24 of 25)

Administrator Functions (ASD only)
Transfer timesheet data to Oracle HRMS

ASD administrators may transfer timesheet data to Oracle.

Follow these steps to transfer timesheet data: Y
. ) . = | Admin Functions
1. From the main menu (see the image to the right) under the Admin -
Functions section, click Transfer Timesheet Data to Oracle HRMS. & Transfer Timesheet data to Orade HRMS
Result: The check date field appears (see the screen capture below). B update Time Clock Emploves
2. Click the calendar icon in the Check Date field to display the pop-up & Update Master schadulos
calendar. Select the proper

date for the DEIVI‘O“ period Transfer Timesheet data to Oracle HRM

that you want to transfer Check Dater  [03/22/20%0 =
Start Transfer |

3. Click Start Transfer.

Updating Time Clock Employees

ASD administrators may update time clock employees.

Follow these steps to update time clock employees: s
i ) i |$j . Admin Functions
1. From the main menu (see the image to the right) under the Admin
Functions section, click Update Time Clock Employees.
Besylt: The employee search feature appears (see the screen capture

below). ¥ Update Master Schadulas

» Transfer Timesheet data to Orade HRME

B update Time Clock Emploves

Select the proper search element in the Search By list. You may
search by the following criteria:

+ Employee ID

» Employee First Name

[\.'l

Time Clock Employes Set Up

Search By: | 2 _Gearch
+ Employee Last Name
Emplores ID
. - Employes First Name
3. Type any search criteria in Emh,r,, Lazt Nams

the blank freeform entry box
for the employee search.

4. Click Search.
Result: The search results appear.

5. Select the Track Daily Line-U i o
¥ P 5’;"'““’ Last Hame First Name Indes Code G IE::';“. Er‘“" Daily Lime-
checkbox for the employee whose B
. . 40101 St Radnay OPFMS11AD Tongal, CAsanda e =
daily line-up you want to track.
A9 |Emih Sh=phen PODEILE Sands, George ¥ ¥
Note: If you select the Track
y . £ Emith Gy ERFRAZLNVADL Carle, Robert i [
Daily Line-Up checkbox, the = ul . = =
- 40366 Zmi Clyde RCACOI1AG »
system will auto-select the Track g ithe
40ETE Smih H EREQLZSAQAPT-READD?-10 Fobi Richard { | |
Schedule checkbox. " i il ol = =
. 40895 Smith Rubsrt OPFNS11AD Carr, B
Note: Public Works employees " : e
R 40E B smich Raymard POBZ1E9BL ‘Woods, Aohart | |
work under a schedule, not a daily
. 40758 Srrich Coavid PIMFROL1TU Sawyer, Harld Ird T
line-up.
) _Gaua |
6. Click save.
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EXHIBIT 1 — Time & Attendance System (TAS) Instructions
(Page 25 of 25)

Updating Master Schedules (ASD Admin only)

ASD may update the master schedules list. These tasks include adding a schedule, or modifying and deleting an existing
schedule. This list will be used by ASD or managers to assign schedules to employees.

Follow these steps to update master schedules:

;:_y | admin Functions

1. From the main menu (see the image to the right) under the Admin Functions  Tansfer Timeshest data to Oracle HRMS
section, click Update Master Schedules. )

Updata Time Clack Empl
Besylt: The Update Master Schedules page appears (see the screen capture below). & s Tiow CemcEmokerse

: B Uodate Master Schedules
2. If you want to add a new schedule, then click the plus icon ("'ﬁ“} in the left-hand

column. Scroll to the bottom of the page and type the desired time in and time out

for each work day [ ypdate master Schedules
iI"I thE‘ h|ank row. & ) Gisned &y mManday Tuesday Weidnesday Thusrsday Friday 'I!t|£12.
. TimeTIn  Tine Out Time In Time Ost Tne In T 0ot Time In Time Dut Time In Tinee Dut  Teme In Thme Out
Click Save. 1 I [ | FEET=C0 (TR FETET TRl (TR [EEE T FETC | TETET i (TRl (=TT (TR (7]
3. If you want to | | | | [o7ias an forsisam Jo7easen omasan | | [ords AW (07115 M Celece
delets an existing L | [ f=onam |[oaaoen | orenan” fosisoen | [omanen | [cssanee Prianam [osss0en | [oren aM [ossan ee 7]
schedule from the 4 [ostapam [oronPm [psianam [odoope [foooawm JoroorW [tmooam [omioorm Hocooam [oTiooPm [OeoD AWM (D700 PH . Delete
master |i5t|. then £ | | r'-'l'| F1 |11 00 AN |||~--- [1Z |". a0 FH I'::. L |!'--"| FT |',~| 00 FH ||: 0 A |; 500 P |"| a0 PH L7
click Delete in the | [ Puanam Josooen  [or:do Al Josoord  [0aceM [osipopm Pecanam [0s0pm (0930 AH [DE:D0 PM Calsts
far-right column en | 7 ] [ ksionam | Joziaoen | fosicocan JozisorH | fosioocem | [oziaoem fesoon amd jozisoem | [osmn AN fo2i30 e 17]
the Iine item that B | | |-'_\r- T l-.-. AT BN |||r--_-' AH |'|-.-. T i-m 00 |- = 0 F I: ;O |r". o0 |.~\-.\ TEC [EETEL (1]
you want to delete. U | [ oo am | Josao e Jos:ooer - [a7cem | osioorm  prionam [isaoem | [ I (1)
Note: You cannot Save|

delete a schedule
currently assigned to an employee. You must first delete an employee’s assigned
schedule.

4, If you want to modify an existing schedule, then type the desired time in and time
out for each work day.
Note: You may not modify a schedule line item displayed with grey text (see the
screen capture above) since employees are currently assigned to it.

5. After all updates have been recorded, click Save.

Viewing Employee History

Managers may view their subordinates’ historical Time and Attendance data.

Follow these steps to view employee history: 5. Select the status in the -
. ) . Status list. kg W1ew Histary
1. From the main menu (see the image to the right) under _ % iy Timeshest History
the View History section, click My Employees’ History. 6. Click Search. T —
Reszuylt: The My Employees - History page appears (see Result: The desired : el
the screen capture below). historical data appears & My awvertine History

below the search fields. # My Schecule History

2. Select one of the following options to view an employee’s
history:
+ Timesheet
» Leave Requests
+ Overtime Reguests
+» Daily Line-Up History
+ Schedule History

B ray Daily Line-Up Histary

B My Employees’ History

My Employess - History
3. Click the calendar icons in the Begin Date and * Timashest © Laave Requasts © Overtima Requests © Daily Lina-Up History © Schedule History

End Date fields to display the pop-up calendar. | ®eain Data: &=
] . —
Select the proper dates for the history that you |09 =
H Employee 1d:
want to view. F i Iau. =

4. Type the proper Employee ID in the respective
field. Leave this field blank if you want to search
for all your subordinates.
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EXHIBIT 2 — Payroll Schedule

Pay Periods FY 2018-2019

Payroll Pay 1 Week Lag TAS Data Approval
Number Date Start End Due By:
1 10/5/2018] 9/15/2018 2/28/2018] 9/28/2018
2 10/19/2018| 9/29/2018 10/12/2018| 10/12/2018
3 11/2/2018| 10/13/2018 10/26/2018| 10/26/2018
4 11/16/2018| 10/27/2018 11/9/2018| 11/8/2018 * Thur by 5:00 PM
5 11/30/2018| 11/10/2018 11/23/2018| 11/21/2018 * Wed by 5:00 PV
6 12/14/2018] 11/24/2018 12/7/2018] 12/7/2018
7 12/28/2018| 12/8/2018 12/21/2018| 12/19/2018 * Wed by 5:00 PM
8 1/11/2019] 12/22/2018 1/4/2019| 1/4/2019
9 1/25/2019| 1/5/2019 1/18/2019] 1/17/2019 * Thur by 5:00 PM
10 2/8f2019| 1/19/20019 212009 2/1/2019
11 2/22/2019] 2/2/2019 21572019 2/14/2019 * Thur by 5:00 PM
12 3fsf2019| 2/16/2019  3/1/2019]  3/1/2019
13 3/22/2019 3/2f2019 3/15/2019] 3/15/2019
14 afsf/2019| 3/16/2019 3f29/2019| 3/29/2019
15 4/19f2019] 3/30/2019 4f12/2019| 4/12/2019
16 5/3/2019] 4/13/2019 4/26/2019] 4/26/2019
17 S/17/2019] 4/27/2019 5/10/2019] 5/10/2019
18 5f31/2019] 5/11/2019 5/24f2019| 5/23/2019 * Thur by 5:00 PM
19 6/14/2019| s5/25/2019  &/7/2019| &/7/2019
20 6f28f2019] &/8/2019 &/21/2019] &f21/2019
21 7/12/2019| &f22/2019  7/5/2019] 7/5/2019
2 7/26f/2019] 7/6/2019 7f19/2019| 7/19/2019
23 8fof2019| 7/20f2019  &f2/2019] &/2/2019
24 8/23f2019] &/3/2019 8/16/2019| &/16/2019
25 9/6/2019] &/17/2019 8/30/2019] 8/29/2019 * Thur by 5:00 PM
26 9/20/2019| 8/31/2019 9/13/2019] 9/13/2019

All time and attendance must be submitted and approved in TAS by 5:00
PM on dates shown, unless noted otherwise to accommodate a holiday.

"Elected Officials who entered office prior to Juby 1, 2019 are paid for the teo-week period that ends on the paydey. Elected
(Dfficials who entered office om or after Juby 1, 2015 will be paid acoording to the payroll schedule sbove.

FAENCELWORME \PayroilPay Schedules\PaySched 18_10.1s
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EXHIBIT 3 — Appointed Officials & Employees Salary & Employment Plan
(Page 1 of 33)

APPOINTED
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SALARY

AND

EMPLOYMENT PLAN
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EXHIBIT 3 — Appointed Officials & Employees Salary & Employment Plan

(Page 2 of 33)
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EXHIBIT 3 — Appointed Officials & Employees Salary & Employment Plan
(Page 3 of 33)

1.1

1.2

1.3

1.4

1.5

1.6

SECTION 1: OVERVIEW

The purpose of this Plan is to formalize a uniform salary and employment
program for Appointed Officials and Appointed Employees.

It is the City's policy to pay a fair and equitable salary that is competitive
with the market and based on the duties and responsibilities of each
appointed position.

In accordance with City policy and law, the City provides equal
opportunity in employment for all gualified persons and prohibits
discrimination in employment.

This Plan has been approved by the Director of Employee Services of the
Consolidated Government of Jacksonville and subsequent adjustments
shall be consistent with public policy and shall be within allocated
financial resources.

The Mayor has full authority to make exceptions to this Plan.

This Plan applies to Appointed Officials and Appointed Employees who
are exempt from the Civil Service System as listed in Secfion 17.06 of the
City Charter and Section 116.901 of the Municipal Ordinance Code.
Appointed Officials and Appointed Employees serve at the pleasure of
the appointing authority.
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EXHIBIT 3 — Appointed Officials & Employees Salary & Employment Plan
(Page 4 of 33)

2.1

22

23

SECTION 2: ADMINISTRATION OF THE PAY PLAN

Employment Rates

An individual who is appointed o serve as an official or employee of the
Consolidated Government shall be paid at an amount determined by the
Employer, however the rate of pay must fall within the salary range tfo
which the position is assigned.

Salary Administration

(1)

(2)

(3)

Appointed Officials’ salary ranges shall be adjusted from fime to
time based on recommendation to the City Council and final
action taken by the Counci or with final approval by the Mayeor or
other appropriate authority for appointed positions not reguiring
Council approval.

Appointed Officials’ salaries may be adjusted upward or downward
as deemed appropriate by the Mayor or other appropriate
appointing authority at the beginning of the fiscal year or at any
time during the year for justifiable reasons which are reasonable
and within financial resources and applicable salary ranges.

Pay grades, salary ranges and salaries for appointed officials will be
established and maintained in accordance with Section 129 of the
Crdinance Code.

Appointed Employees’ salary ranges shall be in writing and
reported to the Director of Employee Services at the fime of
establishment for official records.

Appointed Employees' salaries shall be reviewed as necessary and
appropriate adjustments upward or downward made pursuant to
procedures established by the Mayor or other appropriate
appointing authority.

Compensation paid to Appointed Officials and Employees may be
in the form of one-time payments rather than base pay.

Service (Longevity) Raizes

For each five (5) years of confinuous service with the City [computed from
the date of initial employment), an employee shall receive an annual
increase in salary of three hundred ten dellars ($310). Continuous service
shall be defined as employment which is creditable and without a break
in service,
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EXHIBIT 3 — Appointed Officials & Employees Salary & Employment Plan
(Page 5 of 33)

2.4

2.5

For the purpose of this seclion, continuous service is defined as
employment in a pesifion authorized by the City Council or other
appropriate authority and paid from salary funds with one or more
departments or agencies of the City. Authorized leave of absence with or
without pay and/or a break of up to twenty-four (24) months because of
separation due to layoff shall not be considered a break in service.

“Creditable Service" is defined as service for which an employee was on
the payroll in a posiion authorized by the City Council or other
appropriate authority and paid from salary funds.

The Director of Employee Services may connect periods of broken service
under the provisions of the Ordinance Code for the purpose of service
(lengevity] raises; however, no refroactive payment may be made as the
result of approved time connections.

Service raises shall be in addition to any general or special raises which
may be granted from time to fime.

Employment Dates

(1) Adjusted Employment Dates: An employment date shall be
advanced when an employee is absent for one (1) day or a total of
eight (8] hours cumulative, as applicable, in accordance with
procedures established by the Director of Employee Services for
adjusting employment dates.

(2) Time Connections: The Director of Employee Services may connect
pericds of broken service for purposes of service (longevity] raises
and vacation or annual leave accrual; however, no retroactive
payment may be made as the result of approved fime connection.

Incentive and Award Programs

(1) In addition to regular wages provided under this Plan, the City may
elect to establish incentive programs for its employees. If the City
establishes such an incentive pregram, it may award cash and
other awards to individuals or groups in order to recognize
performance improvements, innovative ideas that result in savings
or other benefits, improved safety records, or other similar work-
related improvements.

(2) The City may elect to establish financial incentives to encourage
employees fo obtain cerfain work-reloted cerifications or other
educatfional credentials. Incentives may take the form of
supplemental pay or one-time or periodic payments. All affected
employees will be equally eligible to qualify for, and receive, such
incentives under the same terms and conditions.
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EXHIBIT 3 — Appointed Officials & Employees Salary & Employment Plan

(Page 6 of 33)

(3)

The City may elect to establish an “Employee Referral Program”
with financial incentives to encourage cument employees to refer
candidates for employment in City jobs. Incentives will be in the
form of one-tfime payments. All eligible employees may participate

in such a program and receive incentives under the same ferms
and conditions.
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EXHIBIT 3 — Appointed Officials & Employees Salary & Employment Plan
(Page 7 of 33)

3.1

3.2

3.3

SECTION 3: OVERTIME

When possible, and with appropriate authorization, Appointed Officials
and Employees should reamrange their work schedules within a work week
to aveoid working overtime. When an employee in an appointed position
must work overfime hours, one of the following provisions will apply. For
purposes of this sectfion, “appropriate autheority” shall mean the Chief
Administrative Officer or his/her designee for department heads and the
department head for division chiefs. For other Appointed Officials and
Employees, it shall mean the individual given the authorty to make
appointments to that position.

Appointed Officials and Employees Exempt from the Overfime Provisions
of, or Not Covered by, the Fair Labor Standards Act

{1} Appointed Officials and Employees who are exempt from the
overtime provisions of, or not covered by, the Fair Labor Standards
Act are expected to work the hours necessary to camy out the
duties and responsibilities of their positions, which may include
aftendance at meestings after normal hours.

{(2) From time to fime it may be necessary for such employees to work
hours beyond those referred to in 3.2(1) above. It is the intent of this
seclfion fo prevent such employess from being unduly burdened
with uncompensated overtime.

(3) When authorized by appropriate authority, employess who work
beyond what is normally required may be compensated for such
hours with straight compensatory time for all hours actually worked.
Only actual hours worked shall be used in calculating the forty (40)
hour a week threshold for detemmining approprate overlime
payment. Compensatory time may be accumulated to a
maximum of eighty (80} hours.

(4) Exempt employees shall forfeit all accrued but unused
compensatory time when they terminate. There shall be no
payment for accrued but unused compensatory time.

Appointed Employees Not Exempt from the Overtime Provizsions of the Fair
Laboer Standards Act

(1} When authorized by appropriate authority, Appointed Employees
who are non-exempt from the overtime provisions of the Fair Labor
standards Act shall be enfilled to eam compensation for overlime
at the rate of one and one-half [1-1/2) hours for each hour actually
worked in excess of forty (40) hours per workweek. Only actual
hours worked shall be used in calculating the forty (40) hour a week
threshold for determining appropriate overtime payment.
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EXHIBIT 3 — Appointed Officials & Employees Salary & Employment Plan

(Page 8 of 33)
(2)
(3)
3.4

Compensation for such employees shall be in the form of a cash
payment unless compensatory time is mutually agreed upon
between the employee and the appropriate authority.

Such employees may accrue up to eighty (80) hours of
compensatory leave; once this maximum has been reached,
compensation for additional overtime hours worked shall be in the
form of cash payments.

Personal Assistants to Elected Officials

(1)

(2)

Appointed Employees who serve as personal assistants to Elected
Officials are not covered by the Fair Labor Standards Act.

The provisions in 3.2 or 3.3 above may be applied to employees in
such positions at the discretion of the Elected Official to whom they
report. Designatfions for such positions shall be reported and
maintained by the Employee Services Department.
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EXHIBIT 3 — Appointed Officials & Employees Salary & Employment Plan
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4.1

42

4.3

4.4

4.5

SECTION 4: HOLIDAYS

The following twelve (12) paid holidays shall be observed as indicated
each year

Date Observance
January Frst (15) New Year's Day
Third Monday in January Martin Luther King's Birthday
Third Monday in February Presidents’ Day
Last Monday in May Memaorial Day
July Fourth (4th) Independence Day
First Monday in September Labor Day
Movember Eleventh (11th) Veterans' Day
Fourth Thursday in November Thanksgiving
Friday after Thanksgiving
December Twenty-Fourth [24th) Christmas Eve
December Twenty-Fifth (25th) Christmas Day
Personal Leave Day By mutual agreement]

When a holiday falls on Sunday, the following Monday shall be observed
as the holiday. When a holiday falls on Saturday, the preceding Friday
shall be observed as the haliday, provided, however, that when Christmas
Eve falls on a Sunday, the following Tuesday shall be observed as the
Christrnas Eve holiday.

For employees on a four-day, ten-hour-day workweek, who normally werk
Monday through Thursday, Friday holidays will be observed on the
preceding Thursday. For employees on a four-day tfen-hour-day
workwesek, who normally work Tuesday through Friday, Monday holidays
will be observed on the following Tuesday.

Employees scheduled for eight (8] or ten (10} hour days. shall be
compensated for the holiday at their respective rates of pay for eight (8)
or ten [10) hours.

The following shall apply when employees covered by this Flan are
required to work on a holiday:

(1} In addition to straight fime pay for all hours worked, exempt
employees shall receive compensatory leave at the rate of one
and-cne-half {1-1/2) times the employee’s straight time rate.

(2) In addition to straight time pay for all hours worked, non-exempt
employees shall receive compensatory leave or cash payments at
the rate of one and-one-hdlf [1-1/2) fimes the employse’s straight
time rate.
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EXHIBIT 3 — Appointed Officials & Employees Salary & Employment Plan
(Page 10 of 33)

4.6

4.7

The Personal Leave Day may be taken on any date during the fiscal year
as mutually agreed upon by the employee and the department or
agency head. If not taken during the fiscal year, the personal leave day
will be forfeited.

An employee covered by this Plan shall receive payment for a paid
holiday unless:

(1) he/she has an unexcused absence on the |last work day preceding
such holiday or on the next work day following such holiday; or

(2) he/she is absent on any type of leave without pay on the last work
day preceding such holiday and on the next work day following
such holiday.

(3) he/she is receiving a wage benefit from workers' compensation.
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SECTION 5: ANNUAL LEAVEPLANE

This section shall apply fo all employees covered by this Plan who were hired
prior to October 1, 1987.

5.1

52

Method of Eaming and Accruing Annual Leave

(1)

(2)

(3)

All full-fime employees covered by this Plan shall earn annual leave
in accordance with the following:

Upon Completion of Years of Hours Accruved
Continuous Service FPer Year

0 thru 4 160

S thru 9 184

10 thru 14 208

15 thru 19 232

20 thru 24 256

258 or more 280

Annual leave will accrue bi-weekly at the rate stated above and
shall be credited on the last day of the pay period for all hours
octually worked or hours on approved leave with pay. The
maximum annual leave that may be accrued shall be 840 hours
(105 days). Any excess over this amount shall be freated in
accordance with Section 3.3. Accrual rates shall change fo the
higher rate on the first day of the pay peried in which the
employment date occurs. [If the employese has an adjusted
employment date, the accrual rate shall change at the start of the
pay period in which the employee's adjusted service date occurs.

For employees being paid less than eighty (80) hours in a bi-weekly
pay pericd, the bi-weekly accrual must be calculated by
multiplying the hourly accrual rate times the number of hours for
which the employee is being paid.

Use of Annval Leave

(1)

(2)

Annual leave should be used to provide periodic vacation;
however, earned annual leave may be used for any other purpose
when authorized by the appointing authority.

Use of annual leave shall be amranged so as to be mutually
convenient to both the employee and the appointing authority.
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5.3

(3)

(4)

(3)

(8)

Employees may split their annual leave in any manner desired if
approved by the appropriate appeointing authority. The minimum
amount of annual leave that can be taken and charged is one-half
(1/2) hour.

Requests for personal leave must be submitted in wrifing at least
two (2) weeks in advance for personal leave requests of forty (40) or
more consecutive working/shift hours. Requests for personal leave
of less than forty (40) consecutive working/shift hours must be
submitted in writing for approval at least twenty-four (24) hours in
advance, unless the personal leave is for illness or emergency. In the
latter case, written reguests shall be submitted as soon as
practicable. These advance notice requirements may be waived
by the department head. Requests for leave of any nature, as
provided for above, shall not be unreasonably denied.

An employee must nofify his/her supervisor as early as possible, and
no later than thirty (30) minutes before starting time, the first day the
employee is unable to report for work because of ilness. The
employee will nofify the supervisor of the nature of the employee's
iliness and the approximate amount of fime the employee will be
absent. Use of personal leave for illness is subject to investigation by
the appropriate supervisor. An employee wil be counseled
whenever a pattern cleary develops where an employee is
abusing personal leave taken for illness. (Example: when leave for
illness is combined with regular days off more than three (3] times
annually or when leave is used on an unscheduled basis more than
six (6) times annually.)

An employee will not be charged annual leave for a holiday that
occurs while he/she is on approved leave.

Employees are encouraged fo retain ten (10) days in their annual
leave account in case of serious iliness.

Payment for Annual Leave

(1

Sellback: |f an employee does not use all of the annual leave
accrued in a fiscal year under Plan E, he/she may be paid for such
difference on an hour-for-hour basis, or allow such difference to
continue to accumulate for up to a maximum of 840 hours (105
days). The option to receive a cash payment for such leave is not
available to an employee whoe would have less than eighty (80)
hours annual leave remaining after such payment. Leave hours
transferred to defered comp will count as leave time used during
the fiscal year. To receive such payment, the employee must make
an imevocable election in the fiscal year preceding the fiscal yearin
which the leave accrues, in accordance with administrative
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(2)

(3)

procedures established by the City of Jacksonville. Payments will
be made on the first payday in December at the September 30 rate
of pay.

Rollback: Annual lzave in excess of 840 hours (105 days) shall either
be paid on an hour-to-hour basis to the employse or, at the
employee’s option, may be placed in the employse's retirement
leave account as provided in Section 4. These payments will be
made on the second pay day in November at the September 30
rate of pay.

Upon separation from City service due to retirement or resignation,

an employee shall be paid for all remaining accrued and unused
annual leave.
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SECTION é: PERSONAL LEAVE PLAN H

This article shall apply to all permanent, probationary and provisional employees
employed on or after October 1, 1987.

6.1

6.2

Method of Earning and Accruing Personal Leave

(1)

(2)

(3)

(4)

(3)

Employees shall accrue personal leave for straight time hours
worked in accordance with the following schedule:

Upon Completfion of Years of Hours Accrued
Continuous Service Per Year

0 thru 4 160

5thru @ 184

10 thru 14 208

15 thru 19 232

20 thrnu 24 256

25 or more 280

Employees shall accrue personal leave based on time actually
worked and fime on approved leave with pay.

Fersonal leave will be credited fo the employee at the rate stated
above on a bi-weekly basis. The leave shall be credited on the last
day of the pay pericd.

The accrual rate shall change to the higher rate on the first day of
the pay peried in which the employment date occcurs. If the
employee has an adjusted employment date, the accrual rate shall
change at the start of the pay period in which the employee's
adjusted service date occurs.

Personal leave shall accrue to @ maximum of 480 hours. Accrued
and unused persanal leave over 480 hours will be forfeited. except if
applied in accordance with Section 6.2 below.

Critical Emergency Leave Bank

(1)

(2)

There shall be established a Critical Emergency Leave Bank [CELB).
Any accrual over the maximum 480 hours allowed in the regular
personal leave account shall be credited to the CELB account up
to a maximum of 720 hours.

The CELB shall only be used for crifical emergency iliness or perscnal
crisis. A crifical emergency illness is defined as any incapacitating
emergency illness requiring hospitalization and/or a recuperation
pericd documented by a cerlified physician and/or hospital. A
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6.3

(3)

(4)

(3)

perscnal crisis is defined as a severe circumstance that directly
impacts the employee. This may include a natural disaster
impacting the employee’s primary residence such as a fire or
severe storm. Employee CELB usage requests that qualify under the
personal crisis provision must be approved by the Director of
Employee Services or the Bected Official's designes.

The CELB shall only be used for a critical illness or personal crisis of
more than eighty (80) consecutive hours of the employee or
member of his/her immediate family. Immediate family is defined
as: spouse, child, parent, step-children, grandparent, grandchildren
and siblings.

An employee may donate accrued CELE leave to another
employee’s CELE account under the City's Donated Leave policy
and procedure.

Upon separatfion with greater than twenty [20) years of service,
employeess will be paid up to forty (40) hours of accrued CELB hours.

Use of Perzonal Leave

(1)

(2)

(3)

(4)

Employees, when eligible and authorized, may take personal leave
for any reason they deem necessary. Personal leave may be taken
only from accrued perscnal leave days eamed.

Requests for personal leave must be submitted in wrifing at least
two (2) weeks in advance for personal leave requests of forty [40) or
more consecufive working/shift hours. Eequests for personal leave
of less than forty [40) consecutive working/shift hours must be
submitted in writing for approval at least twenty-four (24) hours in
advance, unless the personal leave is for illness or emergency. In the
latter case, written requests shall be submitted as soon as
practicable. These advance notice reguirements may be waived
by the Department Head. Requests for leave of any nature, as
provided for above, shall not be unreasonably denied.

The minimum amount of personal leave to be taken and charged
shall be one-half (1/2) hour,

An employee must notify his/her supervisor as early as possible, and
no later than thirty (30) minutes before starting time, the first day the
employee is unable to report for work because of illness. The
employee will notify the supervisor of the nature of the employee's
ilness and the approximate amount of time the employee wil be
absent. Use of personal leave for illness is subject to investigation by
the approprate supervisor. An employee wil be counseled
whenever a pattern cleardy develops where an employee is
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(3)

(é)

(7)

abusing personal leave taken for illness. (Example: when leave for
illness is combined with regular days off more than three (3] times
annually or when leave is used on an unscheduled basis more than
six (&) fimes annually.)

Upon refirement (including wvesting under the pension law),
attainment of five (5) years of continuous service, or death of an
employee, the employee shall be paid for all unused, accrued
perscnal leave on an hour-for-hour basis.

Upon termination of an employee for other than retirement
(including vesting under the pension law), if the employee has less
than five [5) years of confinuous service, the employee shall be
paid for seventy-five percent [75%) of all unused personal leave on
an hour-for-hour basis.

Once an employee's resignation or notice of retirement has been
offered and accepted. "running out” leave is prohibited. "Running
out” shall be defined as greater than 2 weeks of consecutive leave
immediately prior to the resignation or refirement date.
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7.1

7.2

SECTION 7: PERSOMAL LEAVE PLAN P

This article shall apply to all permanent, probationary and provisicnal
employees employed on or after January 10, 1989, who previously were
covered by the IAFF and FOP ceonfracts but whe have promoted to an
Appointed Official or Appointed Employee position.

Metheod of Earning and Accruing Personal Leave

(1)

(2)

(3)

(4)

(3)

Employees shall accrue personal leave with pay for straight time
hours worked in accordance with the following schedule:

Upon Completion of Years of Hours Accrued
Continuous Service Per Year

0 thru 4 160

Sthru 9 184

10 thru 14 208

15 thru 19 232

20 thru 24 256

25 or more 280

Employees shall earn leave time based on fime actually worked
and time on approved leave with pay.

Personal leave will be credited to the employee at the rate stated
above on a bi-weekly basis. The leave shall be credited on the last
day of the pay pericd.

The rate of accrual shall change to the higher rate on the first day
of the pay peried in which the employment date occurs. If the
employee has an adjusted employment date, the accrual rate shall
change at the start of the pay peried in which the employee's
adjusted service date occurs.

Personal leave shall accrue to a maximum of six hundred (500)
hours. Accrued and unused personal leave over six hundred [500)
hours will be forfeited. However, at the end of the fiscal year,
accrued and unused personal leave in excess of six hundred (400)
hours may be sold back to the Employer to the extent that the
employee had timely reguested but was not pemnitted by
Management to take the leave during that year. Such leave shall
be sold back to the Employer at the employee's rate of pay at the
end of the fiscal year. Leave Plan P employees may be paid in
accordance with the FOP or |AFF collective bargaining agreement.
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7.3 Use of Personal Leave

(1)

(2)

(3)

(4)

(3)

(é)

Employees, when eligible and authorized, may take personal leave
for any reason they deem necessary. Personal leave may be taken
only from accrued personal leave days earmned.

Requests for personal leave must be submitted in writing at least
two (2) weeks in advance for personal leave requests of forty (40) or
more consecutive working/shift hours. Requests for personal leave
of less than forty [40) consecutive working/shift hours must be
submitted in writing for approval at least twenty-four [24) hours in
advance, unless the personal leave is for illness or emergency. In the
latter case, written reguests shall be submited as socon as
practicable. These advance notice requirements may be waived
by the Department Head. Requests for leave of any nature, as
provided for abowve, shall not be unreasonably denied.

The minimum amount of persconal leave to be taken and charged
shall be one-half {1/2) hour.

An employee must nofify his/her supervisor as early as possible, and
no later than thirty (30) minutes before starting time, the first day the
employee is unable to report for work because of ilness. The
employes will notify the supervisor of the nature of the employee's
illness and the approximate amount of time the employee will be
absent. Use of personal leave for illness is subject to investigation by
the appropriate supervisor. An employee wil be counssled
whensever a pattern clearly develops where an employes is
abusing personal leave taken for illness. (Example: when leave for
illness is combined with regular days off more than three (3) times
annually or when leave is used on an unscheduled basis more than
six (6) fimes annually.)

Upon retirement or termination following the completfion of five (3)
years of service, the employee shall be paid for all unused accrued
personal leave on an hour-for-hour basis. Such employees shall
have the option of using accrued personal leave immediately after
or prior to their desired eligible retirement date and then be paid for
the remainder of such leave at the employee's option.

Upon termination of employment with less than five (5] years of
service for other than refirement, the employee shall be paid for
seventy-five percent (75%) of all unused accrued personal leave on
an hour-for-hour basis.
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SECTION 8: LEAVE DONATIONS

An employee may voluntarly donaote leave to another employee in
accordance with Employee Services Directive 0302 Leave Donations.
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SECTION 9: DEATH BENEFITS PAYMENT
9.1  In the event of an employee's death, payment shall be made to the

employee's designated next of kin or estate, as determined in
accordance with the law for the following:

(1) all accrued regular and overtime hours;

(2) all unused leave on an hour-for-hour basis, as though the employes
had retired;

(3) if death occurs on the job, one (1) month's salary, in addition to all
other benefits:

(4) one (1) month's salary if the employee is not entifled to any benefits
as indicated in above;

(5) any other benefits to which the employee is entitled by law.
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SECTION 10: ABSENCE WITHOUT PAY

Approval of requested Family and Medical Leave, which means leave for a
serious medical health condition for the employee or the employee’s spouse,
child or parent (including in loco parentis) or after the birth or placement of a
child, shall be in accordance with the Family and Medical Leave Act and
procedures established by the Director of Employee Services.

10.1

10.2

Upon request, the appointing authority may grant an employee leave
without pay for personal reasons for a period or periods not to exceed ten
(10) consecutive workdays. Documentation of absence without pay shall
be fumished to the Employee Services Department to adjust the
employse's employment date in accordance with procedures
established by the Director of Employee Services.

A leave of absence without pay for more than ten (10) consecutive work
days, deemed to be beneficial to the service of the City, may be granted
by the appeinting authority subject to the following:

(1) The total duration of such leave and any extensions granted shall
not exceed one (1) year.

(2) A leave of absence request must be completed and processed in
accordance with procedures established by the Director of
Employee Services.

(3) If the leave of absence is for health reasons. the request must be
accompanied by documentation from a licensed medical
physician which must state the length of fime that the employes
should be on leave from his/her duties. Upon retuming to work, the
employee must fumish medical documentation of ability to perform
assigned duties or, for an employee with a disability, the ability fo
perform the essential functions of the job with or without reasonable
accommodation.

(4) Appropriate documentatfion must be fumished to the Director of
Employee Services so that the official personnel file will reflect the
employee's current status and, upon the employee's retum to work,
the employment date must be adjusted in accordance with
procedures established by the Director of Employee Services.

(5) An employee who is granted a leave of absence without pay shall
be an inactive employee of the City while on such leave and shall
be retumed to the same or a comparable position uvpon
termination of the approved leave of absence.
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(6) An employee who fails fo return from a leave of absence will be
deemed o have resigned as of the date the leave commenced
and such failure to retum from leave shall be documented.
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SECTION 11: LIMITED EMERGENCY

In the event of the official declaration of a local emergency or other event as
declared by the City Hected Official, it is understood that operational needs
may affect some employees differently from others. All employees may be
utilized as needed to assist in emergencies as determined by the Employer.
Employees will be notified by their supervisor as to their status.

11.1

11.2

11.8

Employees who are not required to work are designated as “non-
essentfial” and released from duty shall be granted administrative leave
for the balance of their normal shift and for such additional time as
authorized by the Mayaor.

Essenfial employees are those who are required to assist in emergencies
as determined by the Employer. Employees designated as “essenfial” shall
be required to work during the emergency. Essentfial employees who fail
to meet their responsibiliies under this provision may be subject to
discipline.

When possible in situations where there is advance notice of an
impending emergency. the Employer may authorize employees to take
reasonable time, as determined by the Employer, to retum home o
secure their homes and property and amange for the safety of their
families. Employess will not be charged leave for any such authorized
preparation time taken. Following such preparation fime, employees
must report o work during the emergency.

An employee’s designation as "essential” or “non-essential” may change
due to the nature of the emergency.

Employees who reported to work shall be paid in accordance with
Section 3.

In addition, employees designated essential to the operation who
reported to work shall be granted siraight time compensatory time for the
same number of hours given to employees on administrative leave during
the emergency. This compensatory time shall not count against the
overtime maximum specified in Section 3.

Employees on previcusly-approved leave, scheduled holiday, authorized
leave without pay, or who called in to request leave during the
emergency shall be charged for the leave.

In non-emergency situations in which employees are requested fo leave
early to accommodate special events, employees may use annual leave
or medify their work schedules, within operational requirements and with
the approval of their supervisor. At the Employers discretion, there may be
times when the employee may not be charged annual leave.
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11.9 During a declared emergency by the Mayor and/or Sheriff, or when an
emergency may reasonably be determined to be imminent, provisions of
this Agreement may be suspended by the Mayor and/or the Sheriff during
the time of the declared emergency provided that wage rates and
monetary fringe benefits shall not be suspended.
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12.1

12.2

SECTION 12: JURY/WITNESS SERVICE

Jury Duty

An employee who is summoned to jury duty shall be granted leave with
pay for all hours required for such duty not to exceed the number of hours
in the employee's normal workday; however, if jury duty does not reguire
absence for the entire workday, the employese shall retumn to work
immediately upon release by the court.

If necessary, the employee's work schedule shall be rearanged to
accommedate the days and times required for court attendance.

Jury fees, if any, shall be retained by the employee. The department or
agency shall not reimburse the employee for meals, lodging, and/or
fravel expenses incurred while serving as a juror.

An employee who is reguired to report for jury service more than four (4)
hours after the scheduled beginning of his/her work day, must report to
work prior to the beginning of jury service. Employees wil be given
reasonable fravel ime to jury service location.

Witness Service

(1) An employee who is absent from work in order to serve as a witness
in a criminal case in a court of law fo which he/she is not a party,
either directly or as a member of a class, where such absence is in
response to a legally valid subpoena, shall be granted leave with
pay for those hours for which he/she is absent from work during
his/her regularly scheduled working hours, provided he/she submits
evidence of such service as a witness.

(2) When an employee is caled to testify as a result of his/her City
duties, such appearance shall be considered a part of the
employee’s job assignment. Al fime spent in such legal
proceedings shall be compensated in accordance with Section 3.
Fer diem and travel expenses shall be paid. The employee is
regquired to return any fees received. The employee must provide
evidence of subpoena and witness service.

(3) When an employee is engaged in personal litigation or service as a

paid expert witness, the employee may be granted annual leave
with the approval of the appeointing autherity.
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SECTION 13: BEREAVEMENT AND FUNERAL LEAVE

13.1 Upon the death of a member of an employee's immediate family, or the
immediate family of the employee’s spouse, an employee may be
granted up to five [3) days [not to exceed 40 working hours) paid
bereavement leave, not otherwise chargeable. If additional time is
required, annual leave may be approved.

The Employer will reguire the employee to supply documentation of the
death prior to approval of the bereavement leave request.

Definition of Immediate Family

“Immediate Family” Defined

spouse

children including step-children and
children’s spouses

parents including step-parents

brothers and sisters including half- and step-siblings

aunts and uncles
nieces and nephews *

grandparents
grandchildren
ather relatives who permanently reside with the employee
Also applies to the same relatives of the spouse of the
employee

* Nieces and nephews will have a maximum of two (2] days

13.2 Employees may be granted four (4) hours without loss of pay as funeral
leave to attend the funeral of a coworker (active or retired) from the
sames department or agency.
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SECTION 14: MILITARY LEAVE FOR TRAINING AND ACTIVE DUTY

Leave of absence and re-employment rights of employees inducted into the
military service shall be as provided in the Uniformed Services Employment and
Re-employment Rights Act of 1994 [USERRA), Florida Statutes and Feorida

Administrative Code.
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151

152

153

15.4

155

SECTION 15: WORKERS' COMPENSATION

Employees who have served six (6) months of continuous creditable and
safisfactory service and who sustain a temporary disability as a result of
accidental injury in the course of and arising out of employment shall, in
addition 1o compensation payable pusuant fto the Workers'
Compensation law of the State of Forda, be granted the following
benefits:

(1) For up to twenty (20) weorking days following such disability, the
employee shall receive supplemental pay in an amount equal fo
the difference between his/her net take-home pay and the
workers' compensation wage benefit payable. [For purposes of this
seclfion, net take-home pay is defined as the amount of the
employee’s regular straight-time wages reduced by the amount
deducted from the employee's pay for taxes and social security.)
Provided, however, that in no event shall any employee realize
more than his/her net after-tax take-home pay as a result of
receiving both workers’ compensation and supplemental pay.

(2) Thersafter, the Director of Finance may, at his/her sole discretion,
grant continued supplemental pay. in increments of up to twenty
(20) working days.

An employee who is absent from dufies due to an on-the-job injury and
who is not receiving supplemental pay, may reguest use of sick or
vacation/annual/personal leave for the purpose of maintaining regular
pay status. The amount of leave to be charged in such cases is the
minimum amount in hourly increments that will equal the difference
between Werkers' Compensation payments and the employee's regular

pay.

Any employee serving in the first six (6) months of original employment,
who is femporarily totally disabled as a result of injury received in the
performance of duty with the City, shall receive the benesfits to which
he/she is entitled under the Workers” Compensation Laws of the State of
Florida.

An employee who is temporarily partially disabled from performing the
duties of his/her position due to an on-the-job injury may be temporarily
reassigned without reduction of pay to other suitable and available duties
commensurafe with the employee’s medical fitness.

Appointed officials and employees who are sworn law enforcement

officers, certified comections officers or cerified firefighters may be
entited to additional benefits under applicable state or local law.

58



EXHIBIT 3 — Appointed Officials & Employees Salary & Employment Plan
(Page 29 of 33)

156 If an employee is eligible for monetary benefits under workers'’

compensation, normal payroll deductions will confinue from workers'
compensation benefits fo aveid infemupting employer provided benefifs
such as pension and healthcare.

59



EXHIBIT 3 — Appointed Officials & Employees Salary & Employment Plan
(Page 30 of 33)

14.1

16.2

16.3

14.4

14.5

16.6

16.7

14.8

SECTION 16: EMPLOYEE BENEFITS

The Employer will provide a cheoice of comprehensive group health plans
which will include at least one designated no cost to the employee plan.
Employees will be required to pay five percent [(5%) of the actual cost (not
to exceed thirty dollars [$30) per month) of any health plan selected other
than the designated no cost plan(s) from which the employee may
select. In addition, the Employer will pay fifty percent (50%) of the cost of
the comprehensive medical coverage for eligible dependents; the
employese will pay the remaining fifty percent (50%) of the cost.

The Employer agrees to pay a premium of up to fifteen dollars ($15) per
month, per employee covered by this Agreement, for the purpose of
providing partial payment toward a comprehensive dental health plan for
said employees. The Employer may make an administrative charge not to
exceed four cents per deduction.

The City may provide, at no expense fo the employee, term life insurance
coverage equal to twice the employee’s gross annual salary rounded up
to the nearest thousand.

Employees may exercise the option to pay the cost to ebtain group ferm
life insurance coverage under the same policy for an additional amount
equal to one times the employee's annual salary, rounded up to the
nearest thousand (subject to conditions and limitations of provider).
Benefits may be reduced at age 70 to 5% of benefits under the Policy
and in compliance with the Age Discrimination in Employment Act
[ADEA).

The City shall confribute to the employee's pension program fo the extent
required by applicable laws.

Appointing Authorities may authorize the payment of job-related
association dues, fees, subscriptions and cerlifications for employees, if
deemed to be in the public interest.

The City recognizes the importance of our employee’s families and the
value of time during the birth or adoption of a child. In this spirt, the City
will offer a parental leave plan consisting of paid time off following the
birth or adoption of a child.

The City will establish policies and procedures for administering the
Parental Leave FPlan as outlined in applicable Employee Services
Directive.

The City recognizes the importance of confinuing education in providing

equitable employment opportunities, employee growth and agress to a
mutual commitment of education for employees.
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In accordance with Sectlion 106.901 of the Crdinance Code, the City may
establish a Career Development Program. The City may reimburse
employees for eligible tuition expenses in order to enhance the quality of
the existing workforce, attract and retain qualified candidates for City
employment, and to ensure that City employees have access to
education that will equip them to do the werk that will be needed during
their careers with the City of Jacksonville.

Reimbursement will be in accordance with established policies and
procedures which will cover, among other things, fime limits for submission

of requests, eligible coursework, and reguired documentation.

This program is dependent upon funding.
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SECTION 17: DRUG AND ALCOHOL ABUSE

The City of Jacksonville is committed to a Drug-Free Workplace for the health
and safety of employees and citizens of the City of Jacksonville. The City has
adopted a Zero-Tolerance policy for using or being under the influence of
alcohol or ilegal drugs or having within one's system the metabolites of illegal

drugs in accordance with Employee Services Directive 0401 Drug Free
Workplace Policy.
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18.1

18.2

SECTION 18: SEPARATION

Appointed Officials and Employeses serve at the pleasure of the
Appointing Authority. Except as provided in Section 18.2 below, or in
accordance with Section 17 of the City Charter, any Appointed Official or
Employee may be separated fromm employment at any time, with or
without cause, and may, at the discretion of the Appointing Authority, be
granfed severance pay upon separation with approval of the Director of
Employee Services for departments under the mayor's authority., The
appropriate budgeting authority must cerify the availability of funds for
any severance pay to be granted.

Appointed Employees who have been granted protection from dismissal
without cause may only be separated from employment for cause as
provided in the Civil Service and Personnel Rules and Regulations. Any
form of discipline other than dismissal shall be at the discretfion of the
Appointing Authority.
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2019 INSURANCE PLANS & OTHER BENEFITS
HEALTH, DENTAL, VISION, LIFE, & FLEXIBLE SPENDING ACCOUNTS

The following information is provided as a summary of benefits only. Specific details regarding all insurance
coverage and premiums can be found at http://www.coj.net/benefits.

HEALTH

The City’s health benefit providers for the calendar year 2019 are Florida Blue (a division of Blue Cross/Blue
Shield of Florida) and UF Health.

Employees have three (3) Florida Blue health plans to choose from: an HMO, a PPO, and an HDP (High
Deductible Plan). The HMO Plan is an Open Access plan, meaning referrals are not required for most specialists.
The PPO plan provides access to Mayo, the HMO plan does not. And the HDP plan provides a plan at $0.00 cost
to the employee for Employee Only coverage.

The UF Health Direct Care plan (EPO) covers services provided within the UF Health Network. Premiums are
equivalent to those of the Florida Blue High Deductible Plan (HDP), and the out-of-pocket costs for services is a
hybrid of the Florida Blue HMO and PPO plans. See attached Health Plan Comparison chart.

NOTE: TRICARE ONLY (There is a TRICARE Supplement Plan available for 2019 offered by Selman & Company. If you have TRICARE coverage and want
more information about this supplement plan, please visit the Employee Benefits web site at http://www.coj.net/benefits, or one of the Benefits
Enroliment Sites (schedule attached), or contact Employee Benefits directly at 630-1314.)

BlueCare (HMO) coverage Summary (Plan 48)

e You must select a Primary Care Physician (PCP)

No Referrals required from your PCP for Specialists (some restrictions do apply)

Co-payments for doctor visits, prescriptions, and urgent care centers

Changes to Primary Care Physician effective become effective 1% of the month following request if
request made prior to the 15" of the month. Requests made on or after the 15" of the month do not
become effective until the 1% of the second month after request is made (6 weeks out)

Cost for Services

Primary Care Physician $25
Specialist $35
Routine Annual Physical (One per Year) No Charge
GYN (Routine Annual Exam) No Charge
OB/GYN (Other Visits) S35
Routine Mammogram No Charge
Urgent Care Centers $30
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Independent Clinical Lab

Independent X-Ray

Complex Imaging (MRI, MRA, CT & PET Scans)
Other Diagnostic Services

Emergency Room (Waived if admitted)
Inpatient/Outpatient Hospitalization/Surgery
Deductible

Out-of-Pocket Maximum (Calendar Year)

Prescriptions
Generic
Brand Name
Non Preferred/Brand
Mail Order (90-day Supply)

No Charge

$30

$300

$30

$300 plus 30%

30% after deductible

Individual ($300) Family ($600)
Individual (52,500)  Family ($5,000)

$10

$S40

S75

$20-Generic, $80-Brand Name, &
$150-Non Preferred/Brand

Co-payments and Deductibles count toward the Annual Out-of-Pocket Maximum. Co-payments do not count toward Deductibles.
Prescriptions do count toward Annual Out-of-Pocket Maximum or Deductible.

BlueOptions (PPO) Coverage Summary (Plan 05782)

e Thisis a true PPO Plan with both In-Network and Out-of-Network coverage
e In-Network and Out-of-Network benefits have separate Deductibles and Annual Out-of-Pocket

Maximums
e No Referrals required for Specialists

Cost for Services
In-Network
Primary Care Physician
Specialist
Adult & Child Wellness
Routine Annual Physical (One per Year)
GYN (Routine Annual Exam)
OB/GYN (Other Visits)
Routine Mammogram
Urgent Care Centers
Independent Clinical Lab
Independent X-Ray
Complex Imaging (MRI, MRA, CT & PET Scans)
Other Diagnostic Services
Emergency Room (Waived if admitted)
Inpatient/Outpatient Hospitalization/Surgery
Deductible In-Network (Calendar Year)
Out-of-Pocket Maximum (Calendar Year)
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$30

$40

No Charge

No Charge

No Charge

$40

No Charge

S35

No Charge

S35

$300

$35

$300 plus 30%

30% after deductible

Individual ($750) Family ($1,500)
Individual (56,000)  Family ($12,000)
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Out-of-Network
Primary Care Physician
Specialist
GYN (Routine Annual Exam)
Routine Mammogram
Urgent Care Centers
Emergency Room (Waived if admitted)
Inpatient/Outpatient Hospitalization/Surgery
Deductible Out-of-Network (Calendar Year)
Out-of-Pocket Maximum (Calendar Year)

Prescriptions — In-Network
Generic
Brand Name
Non Preferred/Brand
Mail Order (90-day Supply)

50% after deductible
50% after deductible
50% (no deductible)
No Charge

50% after deductible
$300 plus 30%

50% after deductible
Individual ($1,000)
Individual ($9,000)

$10
$40
$75

Family ($2,000)
Family ($18,000)

$20-Generic, $80-Brand Name, &
$150-Non Preferred/Brand

In-Network and Out-of-Network Co-payments and Deductibles are applied separately toward the different Annual Out-of-Pocket Maximum
amounts. Co-payments do not count toward Deductibles. Prescriptions do count toward Annual Out-of-Pocket Maximum or Deductible.

BlueCare HDHP (HDP - High Deductible Plan) coverage Summary (Plan 65)

e No-cost plan for Employee Only coverage

e Co-payments for Routine Office, Urgent Care Center Visits, & Prescriptions only

e No Referrals required from your PCP for Specialists

e Emergency Room cost - 30% after deductible

e High Deductible must be met prior to coverage for non-routine tests and events

Cost for Services
In-Network Only
Primary Care Physician
Specialist
Adult & Child Wellness
Routine Annual Physical (One per Year)
GYN (Routine Annual Exam)
OB/GYN (Other Visits)
Routine Mammogram
Urgent Care Centers
Independent Clinical Lab
Independent X-Ray
Complex Imaging (MRI, MRA, CT & PET Scans)
Other Diagnostic Services
Emergency Room
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30% after deductible
No Charge

No Charge

No Charge

30% after deductible
No Charge

$25

No Charge

30% after deductible
30% after deductible
30% after deductible
30% after deductible
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Inpatient/Outpatient Hospitalization/Surgery 30% after deductible

Deductible (Calendar Year): Individual (51,500)  Family ($3,000)

Out-of-Pocket Maximum (Calendar Year): Individual ($5,000)  Family ($10,000)
Prescriptions — In-Network

Generic $10

Brand Name S40

Non Preferred/Brand S75

Mail Order (90-day Supply) $20-Generic, $80-Brand Name, &

$150-Non Preferred/Brand

Co-payments and Deductible count toward the Annual Out-of-Pocket Maximum. Co-payments do not count toward $1,500 Deductible.
Prescriptions do count toward Out-of-Pocket Maximum or Deductible.

UF HEALTH DirectCare (EPO) Coverage Summary

e No-cost plan for Employee Only coverage

e Co-payments for Routine Office, Urgent Care Center Visits, & Prescriptions only
e No Referrals required from your PCP for Specialists

e Emergency Room cost - 20% after deductible

e Deductible must be met prior to coverage for non-routine tests and events

Cost for Services

In-Network Only

Primary Care Physician $10

Specialist $30

Adult & Child Wellness No Charge

Routine Annual Physical (One per Year) No Charge

GYN (Routine Annual Exam) No Charge

OB/GYN (Other Visits) S30

Routine Mammogram No Charge

Urgent Care Centers $25

Independent Clinical Lab No Charge

Independent X-Ray 20% after deductible

Complex Imaging (MRI, MRA, CT & PET Scans) 20% after deductible

Other Diagnostic Services 20% after deductible

Emergency Room 20% after deductible
Inpatient/Outpatient Hospitalization/Surgery 20% after deductible

Deductible (Calendar Year): Individual ($750) Family ($1,500)
Out-of-Pocket Maximum (Calendar Year): Individual (52,500)  Family ($5,000)
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Prescriptions — In-Network

Generic $10
Brand Name $40
Non Preferred/Brand S75
Mail Order (90-day Supply) $20-Generic, $80-Brand Name, &

$150-Non Preferred/Brand

Health Insurance Premiums 2019 (Payroll Deduction — 24 times per year)

COVERAGE HMO PPO HIGH DED PLAN UF DIRECT CARE
Employee Only $14.82 $16.98 $S0.00 $S0.00
Employee & Spouse $171.61 $196.40 $147.74 $147.74
Employee & Children $150.73 $172.45 $128.03 $128.03
Employee & Family $320.05 $366.40 $287.93 $287.93

FLORIDA BLUE CONTACT INFORMATION (Group # B3267)
On-Site Representative - Denis Woods 630-1212 ext. 5763 Monday thru Friday / 7:30 am — 4:30 pm

Florida Blue Customer Service (800) 664-5295 Monday thru Thursday 8 am — 6 pm
Friday 9 am -6 pm

PrimeMail (Mail Order Prescriptions) (888) 849-7865 24 hours per day / 7 days per week

www.floridablue.com

UF DIRECT CARE CONTACT INFORMATION

Assistance with On-Line Provider Directory ClaimsBridge (888) 960-7809
Assistance with Coverage or Claims Integra Administrative Group (800) 959-3518
Precertification Ineticare (877) 608-2200

www.inetipass.com/PreCertOpen_External.asp
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DENTAL

The City’s dental benefit provider for 2019 is Delta Dental.

Coverage Summary (DHMO - DeltaCare USA, Group# 78758)
e Functions as an HMO
e Select a Dentist from list of providers
e Free Examinations, X-Rays, and Cleanings (Cleaning once every 6 months)

Coverage Summary (DPPO - Delta Dental PPO - Silver, Gold, & Platinum Plans — Group# 18491)
e Two plans in one — In-Network (Preferred Provider) and Out-of-Network (No Contractual Agreement
with Delta Dental)

e In-Network
- Select any Delta Dental Preferred Dentist
- Free Examinations, X-Rays, and Cleanings (Cleaning once every 6 months)
- Preferred Dentist will normally file claim forms for you
- Rates are covered under contract with Delta Dental

e Out-of-Network
- Select any Dentist
- Rates are not covered by contract (You file claim forms and reimbursement amount will be based on
Delta Dental’s approved rate; may not cover entire charges from dentist which you are responsible for

paying.)
. Premiums and Coverage increase with each plan, beginning with “Silver” which is the least expensive
plan with minimal coverage, followed by the “Gold” plan and ending with the “Platinum” plan. See

Employee Benefits website for specifics.

Dental Insurance Premiums 2019 (Payroll Deduction — 24 times per year)

COVERAGE DHMO PPO SILVER PPO GOLD PPO PLATINUM
Employee Only $6.10 $9.70 $15.52 $19.92
Employee & Spouse $10.68 $19.40 $31.05 $39.85
Employee & Children $12.82 S24.63 $39.43 $50.54
Employee & Family $18.91 $33.15 $53.02 $68.03

DELTA DENTAL MEMBER SERVICES

On-Site Representative (904) 630-1212 ext. 2779
DHMO Group # 78758 DPPO Group # 18491
Customer Service (800) 422-4234 Customer Service (800) 521-2651

www.deltadentalins.com

69




A. Insurance Benefits Summary
(Page 7 of 9)

skskskkokokkkkokokokkkkkokskkkkkokkk

VISION

The City’s vision benefit provider for 2019 is EyeMed. EyeMed provides two plans.

Coverage Summary EyeMed Basic Plan
e Exams every 12 months / $10 Copay
e Lenses, Frames OR Contacts Lenses every 24 months / $20 Copay
e Select a doctor from list of providers*
e Lenses and Frames covered up to $110 every 24 months and 20% off the amount over $110
e Elective Contact Lenses (materials only) covered up to $110 and 15% off the amount over $110

Coverage Summary EyeMed Premier Plan
e Exams (510 Copay) and Lenses ($20 Copay) every 12 months
Frames every 24 months OR Contact Lenses every 12 months
Select a doctor from list of providers*
Frames covered up to $130 every 24 months and 20% off the amount over your allowance
Elective Contact Lenses (materials only) covered up to $130 and 15% off the amount over $130

*NOTE: Both plans include an Out-of-Network benefit — see Jax Benefits Guide 2019 for more details.

Vision Insurance Premiums 2019 (Payroll Deduction - 24 times per year)

COVERAGE BASIC PLAN PREMIER PLAN
Employee Only $2.47 $3.77
Employee & Spouse $3.92 $6.10
Employee & Children $4.00 $5.98
Employee & Family $6.45 $9.84

NOTE: You must inform the doctor’s office that you are an EyeMed member prior to making your appointment. If you fail to do
so, your visit may not be covered by EyeMed. Information regarding additional discounts and Out-of-Network coverage for EyeMed
members can be found on the Employee Benefits web page — from the Employee Portal select Departments, Employee Services,

Employee Benefits.
EyeMed VISION MEMBER SERVICES
GROUP #s
Basic Plan 1002767
Premier Plan 10022768
(866) 800-5457 www.eyemed.com View Provider list
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LIF

Active Employees

Elected Officials automatically receive an amount equal to two times their annual salary in life insurance
benefits at no cost to the Official. Employees of the City Council also receive an amount equal to two times their
annual salary at no cost to the employee in accordance with Sections 17.2 and 17.3 of the Appointed Officials
and Employees Salary and Employment Plan.

Employees may purchase additional coverage by selecting to add an amount equal to one, two, or three times
their annual salary. Premiums are calculated using a predefined scale. Supplements must be purchased in
increments equal to one year’s salary.

Life Insurance Premiums 2019 (Payroll Deduction - 24 times per year)

AGE PER $1,000 PER PAY PERIOD
<30 $0.07

30-34 $0.12

35-39 $0.20

40-55 $0.25
55 + $0.29

*Active employees Life Insurance will be reduced to 65% of coverage at the end of the year which they turn 70 years of age.

Dependent Life Insurance for Spouse & Children (Payroll Deduction - 24 times per year)

BENEFIT PER PAY PERIOD
$10,000 Spouse / $5,000 each Child S1.34
$20,000 Spouse / $10,000 each Child S2.68

THE STANDARD MEMBER SERVICES
GROUP # 750973

(800) 628-8600 www.standard.com Contact the City Employee Benefits for Claims

skkkokokokskkkokokokkkkkokskkkkkokkk
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FLEXIBLE SPENDING ACCOUNTS

The City’s Flexible Benefits Plan is an IRS sanctioned, City Council approved, tax-free benefit program. There are
currently three types of flexible spending accounts offered by the City:

Medical Reimbursement
Dependent Care Reimbursement
Transportation/Parking Reimbursement

The City’s current service provider for the flexible benefits program is Discovery Benefits. Additional information
and forms can be found on the Employee Benefits web site at http://www.coj.net/benefits. January 1, 2019,
maximum allowed is $2,650.00 per year.

DISCOVERY BENEFITS

PH (866) 451-3399 PO BOX 2926
FAX (866) 451-3245 FARGO, ND 58108-2926 www.discoverybenefits.com

EMAIL customerservice@discoverybenefits.com

FOR MORE DETAILED INFORMATION ON HEALTH, DENTAL, AND VISION PLANS, LIFE INSURANCE, AND FLEXIBLE SPENDING ACCOUNTS, PLEASE VISIT THE
CITY’S EMPLOYEE BENEFITS WEB PAGE ON THE EMPLOYEE PORTAL UNDER EMPLOYEE CORNER. MAKE SURE TO SELECT THE “2019 BENEFIT
INFORMATION.” ADDITIONAL INFORMATION REGARDING ALL OF THE BENEFITS LISTED IN THIS SUMMARY IS LOCATED ON THIS WEB SITE. YOU MAY ALSO
WISH TO VISIT ONE OF THE ENROLLMENT SITES (SEE ATTACHED SCHEDULE) OR CONTACT EMPLOYEE BENEFITS DIRECTLY AT 630-1314.

Rev. 1/9/2019
10/29/2018
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IV. RETIREMENT

A. Retirement Benefits Summary
(Page 1 of 3)

FLORIDA RETIREMENT SYSTEM, JACKSONVILLE RETIREMENT
SYSTEM, & DEFERRED COMPENSATION (457 ACCOUNT)

The following information highlights benefits relating to retirement options for Elected Officials, and Appointed
Officials and Employees. Detailed information regarding each benefit can be found on the employees’ web site
known as the Employee Portal. Additional documents have also been included in this manual.

FLORIDA RETIREMENT SYSTEM (Elected Officials Only)

Initially, Elected Officials are required to participate in the Florida Retirement System (FRS). New members are
defaulted to the Investment Plan upon enrollment, but may request to enroll in the Pension Plan at the time of
enrollment. A Council Member does have the option to withdraw from FRS entirely, providing he/she: 1)enrolls
in a local retirement plan or Social Security only, and 2) does so in writing to FRS within six months of the date
they assume office.

Contribution

The City currently contributes 48.70% to FRS for City Council Members, as well as a 6.2% employer contribution
to Social Security and 1.45% contribution for Medicare. Council Members contribute 3% of their salary to FRS
plan, 6.2% to Social Security, and 1.45% to Medicare each pay period.

Benefits
The Florida Retirement System offers two retirement plans — a Pension Plan and an Investment Plan.

The Pension Plan is a defined benefits plan. The retirement benefits of the plan are determined by the
employee’s years of service, employment class, and salary. Elected Officials are vested after 8 years in office
and earn a retirement benefit based on an accrual rate of 3% per year of service. See website for more
information: https://www.myfrs.com

The Investment Plan is a defined contribution plan. The amount credited to the employee’s retirement account
(made from the total contribution made by the employer and the employee to FRS) is 11.34%. The employee
invests in a diversified set of funds. Upon completion of one year of service, the employee owns all
contributions and earnings in their account. See website for more information: https://www.myfrs.com

JACKSONVILLE RETIREMENT SYSTEM (option for all Officials and Employees; Membership for Elected Officials is only permitted if FRS
Membership has been withdrawn in writing to FRS within the first 6 months of office)

The Jacksonville Retirement System offers two plan options: a Defined Benefit Plan (which is now closed to new
members effective 10/1/2017) and a Defined Contribution Plan. Neither the City nor the employees who are
members of the Jacksonville Retirement System contributes to or participates in Social Security. Appointed
employees who do not wish to participate in the Jacksonville Retirement System may opt out and will contribute
to and be covered by Social Security only.

73



A. Retirement Benefits Summary
(Page 2 of 3)

Defined Benefit Plan

The Defined Benefit Plan was closed to new members effective 10/1/2017. Employees contribute 10% of their
salary to the Defined Benefit Plan (9.7% for pension contribution and .3% for the disability program) in lieu of
participation in Social Security. The City currently contributes a fixed dollar amount determined during the
budget process each fiscal year to fund the plan.

The Defined Benefit Plan offers retirement benefits that are calculated based on the employee’s highest
consecutive 3 years of salary within their last 10 years of service, total years of service as a pension member,
and age. The employee pays a fixed contribution each pay period, and the vesting period is 5 years of service.
See Retirement Calculation Table.

Jacksonville Retirement System Defined Benefit Plan
Retirement Calculation Table

YEARS OF
SERVICE
AGE 50 51 52 53 54 55 56 57 58 59 60 61 62 63 64 65*

20 35.00% 38.00% 41.00% 44.00% 47.00% 50.00% 50.00% 50.00% 50.00% 50.00% 50.00% 50.00% 50.00% 50.00% 50.00% 50.00%
21 36.75% 39.90% 43.05% 46.20% 49.35% 52.50% 52.50% 52.50% 52.50% 52.50% 52.50% 52.50% 52.50% 52.50% 52.50% 52.50%
22 38.50% 41.80% 45.10% 48.40% 51.70% 55.00% 55.00% 55.00% 55.00% 55.00% 55.00% 55.00% 55.00% 55.00% 55.00% 55.00%
23 40.25% 43.70% 47.15% 50.60% 54.05% 57.50% 57.50% 57.50% 57.50% 57.50% 57.50% 57.50% 57.50% 57.50% 57.50% 57.50%
24 42.00% 45.60% 49.20% 52.80% 56.40% 60.00% 60.00% 60.00% 60.00% 60.00% 60.00% 60.00% 60.00% 60.00% 60.00% 60.00%
25 50.00% 50.00% 51.25% 55.00% 58.75% 62.50% 62.50% 62.50% 62.50% 62.50% 62.50% 62.50% 62.50% 62.50% 62.50% 62.50%
26 52.00% 52.00% 53.30% 57.20% 61.10% 65.00% 65.00% 65.00% 65.00% 65.00% 65.00% 65.00% 65.00% 65.00% 65.00% 65.00%
27 54.00% 54.00% 55.30% 59.40% 63.45% 67.50% 67.50% 67.50% 67.50% 67.50% 67.50% 67.50% 67.50% 67.50% 67.50% 67.50%
28 56.00% 56.00% 57.40% 61.60% 65.80% 70.00% 70.00% 70.00% 70.00% 70.00% 70.00% 70.00% 70.00% 70.00% 70.00% 70.00%
29 58.00% 58.00% 59.45% 63.80% 68.15% 72.50% 72.50% 72.50% 72.50% 72.50% 72.50% 72.50% 72.50% 72.50% 72.50% 72.50%
30 75.00% 75.00% 75.00% 75.00% 75.00% 75.00% 75.00% 75.00% 75.00% 75.00% 75.00% 75.00% 75.00% 75.00% 75.00% 75.00%
31 77.50% 77.50% 77.50% 77.50% 77.50% 77.50% 77.50% 77.50% 77.50% 77.50% 77.50% 77.50% 77.50% 77.50% 77.50% 77.50%
32 80.00% 80.00% 80.00% 80.00% 80.00% 80.00% 80.00% 80.00% 80.00% 80.00% 80.00% 80.00% 80.00% 80.00% 80.00% 80.00%

* At 30 years of service, the employee can retire at any age with 75%

Defined Contribution Plan

Employees contribute 8% of their salary to the Defined Contribution Plan (7.7% for pension contribution and .3%
for the disability program) in lieu of participation in Social Security. The City currently contributes a 12%
contribution, as well as a 1.45% contribution to Medicare (for employees hired after April 1986).

The Defined Contribution Plan is an investment plan. The employee and the employer both make contributions
to the retirement account, but the employee determines how the funds are invested (and withdrawn upon
retirement). The value of the employee’s portion of the retirement account is determined by a vesting
schedule:
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Jacksonville Retirement System Defined Contribution Plan
Vesting Schedule
Vested Length of Service
25% 2 Years
50% 3 Years
75% 4 Years
100% 5 Years

See website for more information: http://inside.coj.net/af/ret/default.aspx.

DEFERRED COMPENSATION (457 ACCOUNT)

In addition to an employer-sponsored retirement plan, employees are provided the opportunity to contribute
pre-tax funds via payroll deduction to a separate retirement account (457 Account) of their own. Currently, the
City has one provider, Empower, for this tax-deferred savings plan. See website from the City Portal:
http://www.coj.net/departments/employee-services/employee-information/employee-information.aspx  and
select Empower Retirement Plans.
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V. ALLOWANCE, EQUIPMENT, & TRAVEL

A. Communications Allowance Policy
(Page 1 of 3)
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OFFICE OF THE CITY COUNCIL

COMMUNICATIONS ALLOWANCE POLICY
Section 10.105(c) Jacksonville Ordinance Code

Effective August 12, 2014, the City Council approved Ordinance 2014-410-E (attached)
to revise the mobile or converged communications device policy which provides fixed
allowances for City Council Members upon request. In addition, effective March 17, 2016, the
12-month period for allowances was changad from Council Year to Fiscal Year to align
payments to participants with the City Council budget. This policy provides a uniform
communications allowance to be paid monthly to participating Council Members.

AMOUNT AND TERMS OF PAYMENT

Council Members and authorized members of staff who maintain cellular telephone
service may receive a monthly allowance for a calling plan, texting, and/or data plan, not to
excead $100.00 per month. This allowance excludes expenses for taxes, fees, eguipment,
and/or secondary lines.

Allowancas will be paid the first payday of each month for the previous month.
(EXAMPLE: The allowance for service(s) for the month of October will be paid the first payday
in November.) In addition, allowances will only be paid for each full month of service. If a
Council Member or staff member terminates employment prior to the end of a month, no
Communications Allowance will be paid for that month. (EXAMPLE: Termination of
employment on June 16" would result in no Communications Allowance paid for the month of
June.}

REQUEST DEADLINE & PAYMENT SCHEDULE

The “Annual Request” pericd coincides with the Fiscal Year. Therefore, annual requests
are due by September 30" and expire on September 30" of the following year. Although these
requests are submitted annually, 30 days before the onset of the Fiscal Year, eligible
participants may request the allowance at any time during the year. However, funding must be
available and off-schedule requests must be received no later than the 1% day of the month for
which the allowance is being requested and all requests expire September 307, regardless of
the date the reguest originated. Nothing in this policy authorizes retroactive payment for
allowances that are not requested and approved prior to established deadlines. EXAMPLE: If
an eligible participant requests an allowance beginning with the month of October, the request
form is due no later than September 30" and expires September 307 of the following year. The
first allowance will be paid the first payday in November.

SUITE 425, CITY HALL " 117 WEST DUVAL STREET " JACKSONVILE, FLORIDA 22202-3418 * TELEPHOMNE (BD4) 8301277

76



A. Communications Allowance Policy
(Page 2 of 3)

Office of City Council
Communications Allowance Policy
Page 2

Upon receipt and approval of the Communications Allowance Request form, a
communications allowance will continue to be paid the first payday of each month for
service(s) for the previous month (ending September 30™ of each year) unless one of the
following occurs:

3. The participant requests to discontinue receiving the allowance.
b. The participant notifies the Director/Council Secretary that a service
will be terminated.

It is the participant's responsibility to notify the Director/Council Secretary immediately if the
telephone number and/or rate plan is changed or the service is terminated. It is also the
participant’s responsibility to submit a new request form including required documentation
prior to the end of each Fiscal Year in order for the allowance to continue.

ALLOWANCE REQUEST FORM

The Communications Allowance Reguest form (attached) must be completed, signed,
and submitted in accordance with this policy prior to the payment of any allowance. By signing
this form, participants certify and acknowledge the following information:

Receipt of this policy.

Each service is currently active.

The deadlines for submitting request forms.

The notification requirement to the Director/Council Secretary
immediately upon changa of the telephone number, rate plan, or
termination of service.

e. The City's right to verify service(s) at any time.

on oW

In order to receive the allowance(s), an eligible participant must complete and sign the
Communications Allowance Request form and submit it to the Director/Council Secretary no
later than September 30™ of each year (Fiscal Year: October 1 — September 30). A copy of the
participant’s current statement for cellular service that includes the service provider's name,

e(s) of service, rate plan{s), participant’s name, cellular telephone number, and billing date
must be attached to the request form.

CHANGE OR TERMINATION OF SERVICE FORM

A participant receiving the communications allowance must notify the Director/Council
Secretary immediately upon any change or termination of the service for which the allowance is

SUITE 425, CITY HALL * 117 WEST DUVAL STREET * JACKSONVILE, FLORIDA 32202-3418 * TELEPHONE (B04) 630-1377
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Office of City Council
Communications Allowance Policy
Page 3

being received. The Communications Allowance Change of Service form (attached) must be
completed, signed, and submitted to the Director/Council Secretary immediately to ensure the
service(s) can be werified and that no allowances are paid to the participant for
terminated/cancelled service(s). If the service was changed, a copy of the participant’s cover
page of their first statement reflecting the change(s) must be submitted immediately upon
receipt. The service provider's name, type(s) of service, rate plan(s), participant's name,
cellular telephone number, and billing date must be included on the statement.

VERIFICATION

The City reserves the right to verify service(s) at any time to ensure allowances are not
overpaid or paid for terminated/cancelled service(s). In order to do so, it is required that
participants make the Director/Council Secretary immediately aware of any changes to
service{s) that would prevent this verification, ie. changing the telephone number,
cancellingfterminating service, changing providers, etc.

Revised 10/1/2018
Revised 8/23/2016
Revised 3/17/2016
Revised 8/14/2014
Revised £/23/2011
Approved 8/16/2005

SUITE 425, CITY HALL " 117 WEST DUVAL STREET * JACKSONVILE, FLORIDA 32202-3418 " TELEPHONE (DD4) 630-1377
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EXHIBIT 4 — Communications Allowance Request Form

OFFICE OF THE CITY COUNCIL

COMMUMNICATIONS ALLOWANCE REQUEST

Mame: Cellular Telephone #:
Print Nams=

Department #: Employee ID #:

Mark Selection|s)

| request a monthly communications allowance® in the amount of
5 (not to exceed 5100) for the Fiscal Year / in accordance
with Chapter 10, Ordinance Code for mobile andfor converged data device

telephone service.

| have been given a copy of the City Council Communications Allowance Policy. | certify that each service selected
ahove is currently active. | understand that this request will expire on September 30™ and that a new request form must be
submitted before September 30™ to continue receiving the allowance(s). | will notify the Director/Council Secretary in
writing immediately upon changing the telfephone number, rate plan, or termination of this service. By my acceptance of

the allowance(s], the City reserves the right to verify service(s) at any time.

Signature Date

Approved by Director/Council Secretary Date

* Monthly Allowances are paid the first payday of each month for the previous month.

SUITE 425, CITY HALL - 117 WEST DUVAL STREET ~JACKSONVILLE, FLORIDA 32202-2418 - TELEPHONE (204) 830-1277
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EXHIBIT 5 - Communications Allowance Change Form
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OFFICE OF THE CITY COUNCIL

COMMUNICATIONS ALLOWANCE
CHANGE OR TERMINATION OF SERVICE

Name: Cellular Telephone #:
Print Mame

Department &: Employee 1D #:

Mark Selection{s)

The service(s) for which | receive a communications allowance will change

effective in the following manner:

The service(s] for which | receive a communications allowance will be

terminated effective

| hereby notify the Director/Council Secretary of change(s) or termination of service(s) for which |
receive a communications allowance. | certify that the change(s) or termination occurred on the effective date

noted above.

Signature Date

Approved by Director/Council Secretary Date

SUITE 425, CITY HALL - 117 WEST DUVAL STREET ~JACKSONVILLE, FLORIDA 222012-2418 - TELEPHONE (204) 830-1377
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B. Equipment Provided & Annual Inspection
Procedure and Requirements

EQUIPMENT PROVIDED

In addition to standard office supplies, each Council Member will be issued the following
equipment:

(a) Computer for City Council Office
(b) Printer for City Council Office

Council Members are responsible for all equipment and supplies issued to them.
Routine inspections are conducted throughout the year to ensure that all City-issued
property is working and accounted for. If any City-issued equipment requires service, a
request should be made to Steve Cassada or Louie Marino, Information Systems & AV
Managers. No Council Members or staff members are permitted to make repairs or to
contract services for repairs to City-issued equipment. *Note: No City-issued
equipment shall be removed or replaced without prior notification to the City Council
Property Officer, Nancy Carlos, Administrative Assistant .

ANNUAL INVENTORY CERTIFICATION

Each year, normally during the month of July, the Ordinance Code requires the City
Accounting Division to generate a report for certification that includes all City-acquired
equipment, furniture and other property items. It is the responsibility of each department
to locate the items listed on the annual report, prior to the imposed deadline. The
Administrative Assistant |l for the Office of City Council performs this task for annual and
routine certification. It is important that any City-issued equipment can be produced
immediately upon request.

SURPLUS OR TRANSFER OF PROPERTY ITEMS

When property items, whether tagged or untagged, are no longer needed, they are
either transferred to another City agency or transported to the surplus yard for auction.
A Transfer or Disposal of Personal Property or Surplus Material form must be
completed, signed by the Administrative Assistant |l and Council Director. Neither
Elected Officials nor employees are allowed to purchase City-acquired items prior to
surplus. However, the City surplus yard does hold noticed auctions at which City items
can be purchased.
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EXHIBIT 6 — Receipt/Acknowledgement for Equipment Form

Equipment Verification Form

Doe, John
The fallowing CHECKED items ave tn vy possession ot of the dute sigred below:
ltem ID Number Description/Comments
|:| PRINTER e HP Ofc: Jet 150G
I I COMPUTER Sroten WAR D00
I I COMPUTER egeae7 WAl D953 - Lapbap
I:l MONITOR po000a Flat Bcrean
|:| WORKSTATION e Deske
Sigmature
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C. Travel Procedures & Requirements
(Page 1 of 7)

CITY COUNCIL TRAVEL
PROCEDURES AND REQUIREMENTS
Rev. July 1, 2019

TRAVEL PROCEDURES

In order to ensure compliance with local, state, and federal laws, the following policy outlines the
requirements for all City Council related travel.

Travel Funds

Council Members may request approval from the Council President to attend events (at the City’s
expense) that are held out of the city/county, for City Council business, providing that: 1) funding is
available, and 2) they obtain prior approval by the Council President. Council Members may not
exceed $3,000 per fiscal year for Council-related travel expenses. If funding is unavailable, the traveler
may be approved for an amount not to exceed any remaining balance of their fiscal year allocation and
pay the overage from personal funds. Unused funds will not carry over to the following fiscal year and
cannot be transferred or reassigned to another Council Member or employee. The City Council travel
account for this type of travel is CCDEO11AD-04002.

In addition and in accordance with Council Rules, a Council Member who serves as a designated
member (assigned by the Council President) of the Florida Association of Counties, Florida League of
Cities, National Association of Counties, and/or National League of Cities may be approved for funding
from the “Designated Member” travel account (CCDE011AT-04002) to attend related meetings and
events. Travel expenses for this type of travel are not deducted from the Council Member’s $3,000
fiscal year allocation.

Request to Travel (Authorization to Travel Form)

At least two weeks prior to the departure date for travel, an “Authorization for Council Member Travel”
(aka Travel Authorization) form must be completed by the traveler (Council Member). This form must
be completed, signed, and submitted to the Executive Administrator who will verify that: a) all forms
have been completed in accordance with City Travel Regulations, b) required documentation is
attached, and c) funds are available to the Council Member for travel.

Travel Expense Form

Along with the Authorization for Council Member Travel form, the Council Member must complete a
Travel Expense Form prior to traveling. Section | of this form is mandatory prior to departure. If an
advance check for lodging or registration is requested, Section Il of this form must be completed as
well. The Name, Address, and Federal Tax ID# must be included for each expense in Section Il. Air
transportation expense, if approved in advance by the Council President, must also be included in
Section Il by entering the amount only (carrier information is not required for this form). Upon the
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return of the Council Member, Section lll must be completed and signed by the traveler. All original
receipts for any advance checks and for other expenses incurred while traveling must be attached.

Trip Report

Once the Council Member has returned, a “Trip Report” summarizing the events of the trip and noting
benefit(s) gained for the City and/or City Council must also be included with the travel forms and
required documentation. The Council Member should also provide a copy of the report to all Council
Members for informative purposes.

Travel Requirements

Executive Council Assistants (ECAs) are responsible for making travel arrangements, coordinating
flights (including payment with the Executive Administrator), and preparing all travel forms for their
Council Member. The forms are submitted to the Executive Administrator for verification of funds, as
well as document review and regulatory compliance. The Executive Administrator then routes the
forms to the Council President for consideration. Once authorization has been granted, the Executive
Administrator submits the original documents to City Accounting and provides copies to the ECA with
authorization signatures.

Upon the traveler’s return, all original receipts, agendas, itineraries, schedules, and other supporting
documentation must be submitted to the Executive Administrator, along with the revised Travel
Expense Form (Section Il of the form). This action is required, whether or not any reimbursement is
requested. Section lll of the Travel Expense Form must be completed and signed by the traveler. All
supporting documentation must be attached. The Executive Administrator is responsible for reviewing
the documentation to ensure compliance with the City of Jacksonville Travel Regulations and the City
Ordinance Code. The final travel forms and documentation are routed to the Council President for
approval.

Travel Expenses

There are strict laws governing travel expenses which can be found in Chapter 106 of the Jacksonville
Ordinance Code. It is important to remember that the ordinance code requires the traveler to use the
most economical (least expensive) mode of transportation. Since most City Council travel destinations
are located in Florida, driving a personal vehicle is normally the least expensive. However, if the
traveler is able to reserve a flight for less than the cost of mileage reimbursement, air transportation
may be approved. Likewise, a traveler may request to rent of vehicle rather than drive their own. If
the traveler is able to rent a vehicle (including fuel costs) for less than the cost of mileage
reimbursement, they may be approved to do so. If the traveler chooses to use transportation that
exceeds the cost of mileage reimbursement, they are responsible for paying the difference from
personal funds.
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The following summarizes expenses for transportation, lodging, registration, and meals:

a)

b)

c)

d)

e)

Air Transportation: If air transportation is approved, the ECA is responsible for obtaining three
(3) quotes for flight and approval by the Council President prior to making any flight
reservations. Once the travel request has been approved, the ECA can reserve the flight. The
ECA will coordinate with the Executive Administrator to facilitate payment for the flight. Any
flights reserved and paid for by the traveler may be reimbursed upon the traveler’s return,
providing that: a) the Council President approved the travel request, and b) three (3) quotes
were obtained (and submitted for review) prior to making the reservation. If a traveler chooses
air transportation that exceeds the cost of mileage reimbursement, the traveler may be
reimbursed the lesser amount for transportation costs.

Personal Vehicle: When driving a personal vehicle to a destination (outside of Duval County),
mileage may be reimbursed upon the traveler’s return. The mileage amount is based on the
current IRS mileage reimbursement allowance and includes fuel. The current mileage
allowance is $0.58 per mile. The number of miles to and from a destination is based on the
City’s approved mileage chart, which may differ from the actual miles driven.

Rental Vehicle: The traveler may be approved to rent a vehicle, providing that the rental fees
and fuel costs do not exceed the amount the traveler would have been reimbursed for mileage
had they driven a personal vehicle. If the traveler chooses to rent a vehicle that exceeds the
current mileage reimbursement amount, the traveler may be reimbursed the lesser amount.

Lodging: Lodging arrangements are normally selected by the organization holding the event.
Extended stays for personal reasons and/or charges for additional guests will not be reimbursed
to the traveler. Additional charges, including but not limited to telephone calls, mini-bar usage,
movie rentals, salon services, etc. are not reimbursable expenses. Baggage tips are reimbursed
at a maximum rate of $2 at check-in and $2 at check-out.

Meals: Meals during the trip are determined by the time of day the traveler leaves the City of
Jacksonville and the time of day they return. Currently, breakfast is reimbursed at a rate of
$10, lunch at a rate of $14, and dinner at a rate of $26. No receipts are required for meal
reimbursement. Any meals provided at no additional cost by the host event or the hotel cannot

be claimed for reimbursement, even if the traveler did not participate in the meal. NOTE:
Continental breakfast does not count as “breakfast.” A “Reception” that only services appetizers/finger food
does not count as “dinner.”

Other Expenses: Parking, taxi, tolls, and other expenses required of the traveler to attend the
event will be reimbursed if: a) the expense was required to attend the event, and (b) the
traveler provides an original receipt showing the date and amount of the expense.
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C. Travel Procedures and Requirements
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Reimbursement

Travel reimbursements are paid via direct deposit to the traveler’s bank account. Checks are only
issued for travelers who are not on direct deposit for paychecks. If checks are issued, the Executive
Administrator will retrieve the check from City Treasury and deliver it to the traveler or their assistant.
If an ECA is contacted by Treasury directly to pick up a check in error, the ECA is not authorized to pick
up the check and should notify the Executive Administrator immediately.

86



C. Travel Procedures and Requirements
(Page 5 of 7)

TRAVEL PROCEDURES
STEP BY STEP

Does the Council Member want to use City funds to Travel?

YES.
a) Complete the “Authorization for Council Member Travel” Memo. Estimate the total cost of
the trip and complete each line. Identify the funding source.

b) Complete Section | of the “Travel Form” (also called Travel Expense Form). ). If the Council
Member is requesting travel to attend a City-Council related event, the index code is
CCDEO11AD. If the Council Member is requesting to travel to attend an FAC, FLC, NAC, or
NLC event as the designated member of the organization, the index code is CCDEQ11AT.

Is the Council Member requesting advanced funds for flight, lodging, or registration fees?

NO.

a) Submit both the Authorization for Council Member Travel Memo and Travel Expense Form
to the Executive Administrator, Laura Dyer, along with detailed information regarding the
trip.

YES.

a) Complete Section Il of the Travel Expense Form including the name, complete street
address, and tax identification number of the entity you wish to make the check payable to.
Enter the amount of the check requested to the right, next to the appropriate field
associated with the charge. (A W-9 form from the entity is required if the entity has not
received payment from the City of Jacksonville in the past.) If the charge is for flight,
arrangements must be coordinated with the Executive Council Administrator in order for
the City to pay the flight cost in advance. Checks are not issued for flight cost. Therefore,
flight arrangements made through other entities must be paid by the Council Member, who
may request reimbursement upon their return, providing they produce a receipt that shows
their name and the last 4 digits of their credit card number. No reimbursements are
granted until the traveler returns with confirmation of attendance.

b) Submit both the Authorization for Council Member Travel Memo and Travel Expense Form
to the Executive Administrator, along with registration form, lodging reservation
confirmation, preliminary itinerary, and any other information that provides details about
the trip.

When the Council Member returns, Section lll of the Travel Expense Form must be completed,
whether _or not reimbursement is requested. Does the Council Member wish to be
reimbursed any expenses?
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NO.

a) Complete the times at the top left corner of Section lll. These times represent the time of
day the traveler left Jacksonville and the time of day the traveler arrived back to
Jacksonville. Dates are not entered in these fields. Next, enter each date of travel at the
top of the columns for Section lll. (Remember: Times of day in the left corner and dates at
the top of the columns.)

b) Enter the prepaid expenses (i.e. flight, lodging (divided by each night), registration) on the
appropriate line. (Since no reimbursement is being requested, enter the exact amount of
the advance check(s), which must also correspond with receipts.)

c) Attach the agenda/itinerary from the event and hotel receipt showing a balance of $0.00 as
receipt for payment via City-issued check or for reimbursement request.

d) Have the Council Member sign and date the bottom right signature line of the form and
submit to the Executive Administrator.

YES.

a)

b)

c)

d)

Complete the times at the top left corner of Section Illl. These times represent the time of day
the traveler left Jacksonville and the time of day the traveler arrived back to Jacksonville. Dates
are not entered in these fields. Next, enter each date of travel at the top of the columns for
Section lll. (Remember: Times of day in the left corner and dates at the top of the columns.)

Enter the expenses (i.e. flight, lodging (divided by each night), registration, meals, parking) on
the appropriate line.

If mileage reimbursement is requested, enter the mileage from City to City located on the Out
of City Mileage Chart.* The One-Way Trip miles shown on the chart are entered into the “TO
DESTINATION” field. Likewise, the same One-Way Trip miles are entered on the “FROM
DESTINATION” field.

If the event is held at a location other than the lodging location, the traveler is eligible for
“VICINTY MILES” while traveling. A maximum of 15 miles for Vicinity Mileage is acceptable.

* Actual mileage from the odometer of the vehicle is not valid. Copies of the City’s approved
Mileage Chart is included in this section.

Attach receipts for all expenses (excluding meals which are paid at a set rate, or per diem). Also
required are the agenda/itinerary and hotel receipt showing a balance of -0- as receipt for
payment. Receipts are required, whether expenses are prepaid via City check or paid with
personal funds with reimbursement.
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e) Have the Council Member sign and date the bottom right signature line of the form and submit
to the Executive Administrator.

NOTE: ALL RECEIPTS LESS THAN 8.5” x 11” PAPER MUST BE TAPED ON ALL FOUR SIDES TO A
BLANK SHEET OF PAPER. NO BITS OF PAPER ARE ACCEPTED DUE TO THE NUMBER OF
PHOTOCOPIES MADE BY CITY COUNCIL AND CITY ACCOUNTING PERSONNEL. PLEASE

REFRAIN FROM STAPLING ANY FORMS/ATTACHMENTS TOGETHER, A PAPERCLIP IS
PREFERRED.

For actual Travel Procedures and Requirements, see more detailed information in the Jacksonville
Ordinance Code and the City’s Travel Instructions (included in this section).
Please see the Executive Administrator for assistance.
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EXHIBIT 7 — Travel Authorization Form

OFFICE OF THE CITY COUNCIL
AUTHORIZATION FOR COUNCIL MEMBER TRAVEL

DATE:
TO: Council President
FROM: Council Member, <insert District or AL Group>

| request authorization and funding for travel expenses to attend the following:
DESTINATION (City, State):

DATE{S) OF TRAVEL:

PURPOSE OF TRAVEL:

BEMEFIT TO CITY COURNCIL:

APPROXIMATE TOTAL COST (include lodging, transportation, registration, mileage, & meals):

5.00

FUNDING SOURCE: ___ Council Member's Fiscal Year Allocation (53,000)
___ Designated Member for FAC, FLC, NAC, & NLC
__ Special Assignment (made by the Coundl President)

APPROVAL:

Funding Availability Verified by: Date

, Council President Date

SUITE 425, CITY HALL - 117 WEST DUVAL STREET ~JACKSONVILLE, FLORIDA 32202-3418 - TELEPHONE {304) 630-1377
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EXHIBIT 8 — Travel Expense Form

CITY OF JACKSONVILLE
TRAVEL FORM VP#
BECTION | APPROVAL TO TRAVEL
TRAVELERS AME: DESTINATION TRAVEL DATES FROM ™
CEFTIVIS Jadksomdle CRy Councl IMDEX. CCOEDTIAC  EUB-DBJ. 4002 REASDM
AFPROVING ESTIMATED TOTAL mom Huriber
AUTHORITY: TETAL EXFEMEE M TE SR S000  ADVAMCED CHECK ROTIFICATIIN: L Dyer PROMEESTH1A03
PRIAT PR ME 2Aaron Bowman, Counc] President DATE: ADCITIORAL 1RO CONTADT: PHOHE
BECTION I AINENCE REGUER
.| S
MAKE CHECK PAYABLE Tox VINDOR ~ PURCHASE  CHECK
TAX ID# camD
FURKISH; TAX ID NUMBER, HRAME AND
COMPLETE ADDRESS
ACCOUNTING
AIRLINE TICKET fo-icicceccadd 3 K ! PURCHASE CARD
AUDIT:
H ] TRAMSPORTATION: OTHER THAK FLIGHT
DATE:
H 5 LODGING
H ] FECISTRATION
“COFY OF AD AND REGETRATION REGUIRED
PAYARLE TO TRAVELER 2 ¥ MEALS BALANCE FOR
"TRAVEL MUST BE 5 CAYS OR LONGER OTHER EXPENSES

TOTAL AfVANCES 3 <l <]
=ALL AOVARCES MUST B REFORTED OF THE EXPEHSE SECTE OF THIS FORK AMND JUSTIFIED WITH PAD RECEWFTS

SECTION Bl EXPEMEE REPORT
CATE & HOUR OF TRAVEL DATE: DATE: DATE: BATE: BATE:

Tirea of Deparisn: am e

Time of Reham: am pm
AMOURT ANOUNT AMOUNT ANOUNT ANOUNT TOTALS
TRAMSPORTATION (Alsine Oniy) £ 5 5 5 5 5 oo
LODGENG {SMGLE ROON) ¥ E ] £ E 1 E 1 ¥ 000
REGETRATION £ ] 3 ¥ ¥ L] oo
MEALS PER-DIEM 520 ¥ ¥ 5 k] 5 3 e i
[~ TR il o
EREAKFAST §10 - Balors fam aiber Sam | F E ] £ E 1 E 1 ¥ 000
LUNGHE14 - Befors 12pm after Zpm (5 ¥ ¥ ] ] k] oo
OMKER £25 - Balors Spm aiter Spm | § E ] 3 E ] E 1 E ] 0LO0
PARKMG ¥ £ % ¥ ¥ ¥ oo
Taxi ¥ ¥ ¥ ] ] 3 aoo
COMMUNKICATION [BLSINESE) 3 ¥ ¥ ] ] k] oo
TOLLS ¥ £ 3 ¥ ¥ ¥ 100
BAGGAGE TIFS - meguins ¥ E ] ¥ E 1 E ] E ] o0
o mors than 12 nAR ol
Tiws ¥ ¥ % ] ¥
or Accauusng anly]
ALTO MILEACE. To DESTIRATION FROM DESTINATION TOTAL MILES
T & FROM DESTIRATION 0 MULTWPLED - \ILO0
WVICINITY MILES: 0 OY THE CLFRENT  § oo
AIRPORT MILES [LIMIT 15 EACH WaaY) o RATE PER MILE 3 000
DRIVER LICERSE CERTIFIGATION YEEB R
TOTAL EXFENSESS LOn
| HEREE'Y CERTIFY OR AFFIRM THAT THIS TRAVEL CLAIN IS THUE AND CORRECT M EVERY MATERIAL MATTER, THAT EXPENSES LESS ADVAMNCES S LO0
WERE ACTUALLY INCLIRRED BY THE TRAVELER A% NECESSARY TRAVEL EXPENSES N THE PERFORMANCE OF OFFICIAL DUTES, Ty rErusck 100
AND THAT SAME CORPORMS iN EVERY RESFECT WiTH THE REQUIRENENTS OF CHAPTER 108, PART ¥, OF THE ORDBANCE TRANVILER FEFLRGE LOO
COOE OF THE CITY OF JACKSOMVILLE
T3 L)
TRAVELER J
AFPROVED BY. DATE BHEMATURE: CATE ACCOLNTING
MIRNE ———
FRNT NAME Aaron Bowman, Cound] President PHOMEE-128E PRINT MAKIE: PHOME:
DAaTE:

Form: Feb 5, 2AD
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EXHIBIT 9 — Travel Expense Form Instructions
(Page 1 of 3)

TRAVEL EXPENSE FORM INSTRUCTIONS

Select Travel Form Worksheet, a Dialog Box will pop-up. Select Save File and specify the file directory of your choice. Select
OK.

The City of Jacksonville Travel Form, was created in Excel 5.0. Cells have been locked to allow data entry only in the
required fields. Document protection has been activated to prevent accidental adjustments or deletion of the format.

The Travel Form is the only authorized and acceptable means of securing travel approval, advances and reimbursements of
travel expenses. The Travel Form includes three sections; Section I-Approval to Travel, Section II-Advance request(s) and
Section Ill-Expense Report.

SECTION I: Approval To Travel

Should be filled out by the traveler or desigee. This section includes:
(a) the traveler's name;

(b) the destination of the traveler;

(c) the dates traveled;

(d) the name of the department, division or agency;

(e) the index code (account number) to be charged for the expense;
(f) the sub-object to be charged;

(g) the reason for the travel

(h) the estimated total amount of the travel (including advances and estimated out of packet expenses, such as meals,
mileage and incidental expenses);

(i) the name and telephone extension of the contact person (usually the person designated by the department as the travel
coordinator);

(j) the name (typed or printed) of the person providing the authorized signature;
(k) the approval signature (see part 6.05 of the TRAVEL REGULATIONS)

If no travel advance is required, or if flight cost is the only advance, this form does not need to be routed to Accounting
until after the travelers return.
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EXHIBIT 9 — Travel Expense Form Instructions
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SECTION II: Advance Request

This section will be filled out only if an advance is requested.

The information required is as follows:

(a) the dollar amount to be paid for flight cost.

(b) the name of common carrier, and the amount to be paid to them. (other than City-arranged flight)

(c) name of lodging provider and the amount to be paid to them, (single room rate times number of nights).

(d) name of payee for registration, as directed by the sponsor of the conference. (copy of brochure and application must
accompany request for advance).

(e) per diem (meals) at $50 per day times the number of full days (travel must be for five full days or more to request per
diem in advance)

If an advance is requested for b, ¢, d, or e above, the original of this form which includes the approval (section I) and
advance request (section Il) shall be submitted to accounts payable along with any required documents. An approved BU
Form H must be attached if required.

A copy of this approved form shall be maintained by the travel coordinator to be used for submitting an expense report at
completion of travel.

Remember to “SAVE” the computer file so that it is available to complete Section Il upon the traveler’s return.

SECTION IiI: Expense Report

This section must be completed upon the traveler’s return, and submitted to Accounting within ten (10) working days, even
if no refund or reimbursement is required. Justification, receipts, and documentation for travel advances are required.

(a) Retrieve the initial Excel file, complete Section Ill, and attach a copy of the original travel packet.

(b) The time of departure and the time of return must be entered on the first line of this section. It will not be necessary to
repeat this information unless the traveler entered a non-travel status and reentered a travel status on the same day.

(c) Each date of travel (including partial days) will be entered at the top of each column. The items of travel expense
applicable to that day will be entered on the appropriate line of that column. Total cost of transportation and registration
may be entered on day "one" of travel.

(d) Per diem or meal allowances will be claimed as provided in section 3.15 of the Travel Regulations. When subsistence
rates are used, the rates for the eligible meal will be entered in the column on the day claimed. If the per diem rate is used,
the traveler must have been in travel status for the entire day (6:00a.m. through 8:00p.m.). Do not submit meal receipts -
all meals not provided to the traveler by the host event are paid per diem (based on the departure and arrival times of the
traveler).

(e) Auto Mileage
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e To & From Destination: The Florida Department of Transportation Maps will be the official source of mileage
between destinations. The chart provided as Part 6.07 of the Travel Regulations, contains the most frequently
used travel destinations. Any mileage submitted in this section that exceeds the maximum allowed will be
adjusted accordingly before payment is made.

e Vicinity Miles: Any miles, in excess of the allowable destination miles, that were reasonable and necessary in
performance of city business.

e Airport Miles: Limited to 15 miles each way.

Mileage reimbursement is authorized at the rate per mile recognized by the United States Internal Revenue Service (IRS)
pursuant to current IRS rules and regulations.

(e) all other expenses associated with travel are to be entered in the appropriate column and row of the form.

(f) city refund: any vendor refunds payable to the city. This refund must be supported by an actual check, or written
statement from the vendor, before the amount will be refunded to the traveler.

(g) traveler refund: any amount refunded directly to the traveler by a vendor.
(h) Attachments:
e traveler's copy of the airline ticket or boarding pass/receipt
e original detailed paid hotel bill (showing $0.00 balance)
e paid receipt for registration (not required if registration was paid by COJ check) and copy of agenda/itinerary

e original paid receipts for tolls, parking, taxi, or other means of transportation

e an affidavit for each undocumented travel expense

e Approval Signature as specified in 6.05 of the Travel Regulations and Chapter 106.701(b) of the Ordinance Code.
e Traveler’s Signature
The approving party and the traveler are also signing the following certified statement:

| hereby certify or affirm that this travel claim is true and correct in every material matter, that expenses were actually
incurred by the traveler as necessary travel expenses in the performance of official duties, and that same conforms in every
respect with the requirements of Chapter 106, Part 7 of the Ordinance Code of the City of Jacksonville.

Forward the original Travel Expense form with all required attachments to the Accounting Division.
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EXHIBIT 10 — Out of City Mileage
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OUT OF CITY MILEAGE

JACKSONVILLE TO:

Altamonte Springs
Amelia Island
Apalachicola
Arcadia

Barton

Bartow

Belle Glade
Blountstown
Boca Raton
Bonifay
Boynton Beach
Bradenton
Bristol

Bronson
Brooksville
Bunnell
Bushnell
Callahan

Cape Canaveral
Captiva Island
Chattahoochee
Chipley
Clearwater
Cocoa

Coral Gables
Crawfordville
Crescent City
Crestview
Cross City
Crystal River
Dade City
Daytona Beach
Deerfield Beach
Defuniak Springs
Deland

Delray Beach
Destin

Disney World
Fernandina Beach

ONE WAY

TRIP

FLORIDA CITIES

125

44
231
239
200
189
286
212
303
254
290
227
207

94
147

68
133

25
148
359
203
246
197
153
348
178

78
309
113
143
155

89
315
281
100
295
331
166

33

95

ROUND
TRIP

250

88
462
478
400
378
572
424
606
508
580
454
414
188
294
136
266

50
296
718
406
492
394
306
696
356
156
618
226
286
310
178
630
562
200
590
662
332
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EXHIBIT 10 — Out of City Mileage
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Flagler Beach 72 144
Fort Lauderdale 320 640
Fort Myers 286 572
Fort Pierce 221 442
Fort Walton Beach 314 628
Gainesville 69 138
Green Cove Springs 27 54
Grenelefe 183 366
Haines City 180 360
Hialeah 343 686
Highlands 394 788
Hilliard 35 70
Hollywood 327 654
Homestead 371 742
Inverness 126 252
Jacksonville Beach 18 36
Jasper 89 178
Jupiter 250 500
Key Biscayne 374 748
Key West 498 996
Keystone Heights 49 98
Kissimmee 152 304
Labelle 274 548
Lake City 60 120
Lake Butler 53 106
Lake Buena Vista 166 332
Lakeland 180 360
Lakeworth 284 568
Largo 225 450
Leesburg 123 246
Live Oak 83 166
Longwood 140 280
Macclenny 29 58
Madison 111 222
Maitland 145 290
Marco Island 370 740
Marianna 227 454
Marineland 58 116
Mayo 100 200
Melbourne 174 348
Merritt Island 160 320
Miami 345 690
Miami Beach 342 684
Milton 339 678
Miramar 327 654
Monticello 141 282
Moore Haven 276 552
Mount Dora 144 288
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Naples

New Smyrna Beach
North Miami Beach
South Miami Beach
Ocala
Okeechobee
Orange Park
Orlando

Palm Beach Gardens
Palm Coast
Panama City
Pensacola

Perry

Plant City
Pompano Beach
Ponte Vedra

Port St. Joe

Punta Gorda
Quincy

Raiford

Sanford

Sarasota

Sebring

St Augustine

St Johns County
St Petersburg
Starke

Stuart
Tallahassee
Tampa

Tavares

Temple Terrance
Titusville

Trenton

Vero Beach
Wauchula Springs
Wauchula

West Palm Beach
Winter Haven
Winter Park
Yulee

Zephyrhills

322
104
333
335

95
240

14
147
280

60
261
354
126
180
311

15
253
264
185

45
118
240
219

39

33
210

43
239
163
190
119
196
134

98
207
178
215
277
180
135

25
185

97

644
208
666
670
190
480

28
294
560
120
522
708
252
360
622

31
506
528
370

90
236
480
438

78

66
420

86
478
326
380
238
392
268
196
414
356
430
554
360
270

50
370



EXHIBIT 10 — Out of City Mileage

(Page 4 of 4)
JACKSONVILLE TO: GEORGIA CITIES
Atlanta 362 724
Athens 383 766
Brunswick 72 144
Crystal River 127 254
Macon 265 530
Marietta 368 736
Savannah 154 308
St Simons Island 76 152
Kings Bay 70 140
JACKSONVILLE TO: OTHER
Alexandria Virginia 699 1398
Astor Park 160 320
Avon Park 215 430
Bal Harbour 351 702
Charleston SC 244 488
High Point NC 479 958
New Orleans LA 549 1098
North Charleston SC 220 440
O'Leno State Park 80 160
Raleigh NC 467 934
Treasure Island 220 440
Virginia Beach 641 1282
Washington DC 708 1416
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EXHIBIT 11 — Affidavit for Undocumented Travel Expenses

DUVAL COUNTY )
) ss.
STATE OF FLORIDA )

AFFIDAVIT FOR UNDOCUMENTED TRAVEL EXPENSES

Comes now and makes this affidavit as follows:

1. The affiant performed official travel for
and incurred certain reimbursable travel expenses in connection therewith.

2. The travel expense noted on this affidavit by a check mark in the
appropriate spaces below were paid from a travel advance, but affiant does not have appropriate or adequate
receipts or other documentation therefore.

3. The travel expenses for which affiant is making this affidavit are as
follows (check only travel expenses actually paid from travel advance):

transportation expenses S
lodging expenses S
meals S
taxi or ferry fares S
bridge, road tunnel tolls S
communication expense S
storage fees S
parking fees S
conference registration fees S
Total expenses S
Name
Signature

Sworn to and subscribed before me
this

Notary Public, State of Florida
My commission expires:
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EXHIBIT 12 — Travel Advance & Expense Report Checklists
(Page 1 of 2)

TRAVEL ADVANCE CHECKLIST

Please ensure the following fields have been completed for Section | of the travel form.

OooooOoooooo

The Traveler’s name

The Destination (City, State)

The Date(s) of the travel

The Department name

The Index code of the department (CCDEO11AD or CCDEQ11AT)

The Sub-object for travel funding (04002)

The reason for travel

The total cost estimate of the trip

Contact (name and phone number for person completing the form, i.e. ECA)

Please ensure that the following information has been entered to Section Il of the travel form if you are
requesting direct payment to entities prior to the departure date. (The travel form must be approved by the
approving authority prior to confirming travel arrangements)

g
O

I [ |

The quoted price for flight (if applicable)

The hotel name, address, telephone number, and Federal Tax Identification Number, as well as the total
lodging cost (less taxes if located in Florida)

The name, address, telephone number, Federal Tax Identification Number of the host organization, as well
as well as the cost of the registration

Backup Documentation Required

Copy of flight information/quote that shows the traveler’s name and flight cost

Copy of completed registration form (if applicable)

Hotel reservation confirmation (if applicable)

W-9 form for hotel, organization, or other entity that advance checks are being issued for

The invitation, announcement, or other information regarding the trip (include preliminary agenda/itinerary
if provided)
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EXHIBIT 12 — Travel Advance & Expense Report Checklists
(Page 2 of 2)

OoOoOooo0ooo

TRAVEL EXPENSE REPORT CHECKLIST
Items to collect to complete Section Il of the Travel Expense Form upon return

Airline boarding passes (include receipt for ticket if paid by Traveler)

Hotel receipt showing a $0.00 balance due (Express checkout does not produce the required receipt)

Copy of Itinerary/Agenda

Original parking receipts

Original taxi/toll receipts

Rental Car and Gasoline Receipts showing a $0.00 balance due (if applicable)

Any other documentation regarding the trip (Must attach any refund checks owed to the City prior to
submitting request for final reimbursement.)

Organizing the Information

Tape any pages or receipts that are smaller in size than 8.5” x 11” to an 8.5” x 11” sheet of paper. Tape all
four sides of the receipt to prevent shredding during the photocopying process.

Please ensure that all required information in Section Ill has been completed

O

I sy I |

OoOoOoooooo

O

Date & Hour of Travel: Enter the “time” of departure from Jacksonville and the “time” of arrival back to

Jacksonville (using HH:MM format). Do not enter dates in these fields. (These times determine meal

reimbursement)

Dates (Enter at the top of each column using MM/DD/YY format)

Transportation (Airline/Flight cost only)

Lodging (Broken down by day)

Registration

Meals per diem (Broken down by day)

O Breakfast (must depart Jax before 6 AM on first day of travel or arrive back to Jax after 8 AM on the last
day of travel)

O Lunch (must depart Jax before 12 PM on the first day of travel or arrive back to Jax after 2 PM on the
last day of travel)

0 Dinner (must depart Jax before 6 PM on the first day of travel or arrive back to JAX after 8 PM on the
last day of travel)

Parking (Enter total for each day)

Taxi (Enter total for each day)

Communication (Business) (Enter total for each day)

Tolls (Enter total for each day)

Baggage Tips (S2 upon arrival, $2 upon departure)

Auto Mileage (Please reference the City’s Out of City Mileage Chart)

Trip Report attached (Summary of information gained from the event in Memo form & addressed to the CP)

Traveler has signed and dated the bottom right corner of the form. (initials or electronic copies are not

accepted)

Approving authority has signed and dated the bottom of the form. (initials and electronic copies are not

accepted)
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EXHIBIT 13 — Travel Regulations
(Page 1 of 12)

CONSOLIDATED GOVERNMENT TRAVEL REGULATIONS
PART 1. GENERAL PROVISIONS

1.01 Purpose; authority. This manual is issued by the Director of Administration and Finance to implement the provisions of
Part 7, Chapter 106 Ordinance Code of the City of Jacksonville. These travel regulations are issued under the authority of
Section 106.702 O. C., and are applicable to those offices, departments or agencies as listed in s. 106.103(h). The
Department of Administration and Finance is responsible for the proper administration of Chapter 106 Part 7. This
responsibility involves determining whether claims for travel expenses are in accordance with the law and these travel
regulations, disallowing or recommending the disallowance of improper claims and seeking reimbursement of improperly
claimed and paid travel expenses.

1.02 Reference applicable to amendments. Whenever a reference is made to these regulations or a portion thereof, the
reference shall apply to and be construed to include all amendments, supplements and revisions as promulgated by the
Director of Administration and Finance.

1.03 Scope. The travel regulations shall apply to all City and Independent Agencies using Part 7, Chapter 106.0.C. as
authority to pay or reimburse for expenses of persons traveling on official business of an agency. Waivers to or
modifications of these regulations are not permitted unless authorized by law or by the Director of Administration and
Finance, as stipulated by published supplements to this document. No authority, authorization or permission may be
assumed if it does not appear in the travel regulations.

1.04 Definitions. In the travel regulations:

(a) the terms agency, approving authority, common carrier, conference, traveler and household goods and personal effects
have the meanings given to them by 106.701, O.C.

(b) a chartered vehicle is any vehicle for hire, including an aircraft, a vessel, a bus or any other conveyance hired to
transport persons, with baggage, equipment and material, from the City to another destination, specifically for this purpose
and not as a part of a scheduled route.

(c)Department means the Department of Administration and Finance of the City of Jacksonville.
(d)Director means the Director of Administration and Finance.
(e) O.C. means the Ordinance Code of the City of Jacksonville.

(flovernight means that the traveler is actually or constructively in a travel status during the hours from 8:00 p.m. to 6:00
a.m..

(g) principal workplace means that public office, public building or public facility where the traveler performs most of his
official duties or, where he reports to receive instructions and to be paid.

(h) 7-106 means Part 7, Chapter 106, Ordinance Code of the City of Jacksonville.

(i) vicinity mileage means mileage driven by a traveler at the travel destination in connection with official business, and
mileage to and from the terminal of a common carrier.

(j) travel regulations include all of the text of this manual, and changes promulgated and issued as supplements to this
manual.
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1.05 Travel defined. Only those incidents that require a traveler to leave the City (Duval County) to conduct
official business for the City or Independent Agency, are considered travel, or as detailed in 106.710.0.C. Official
travel status encompasses the time from the departure from a traveler’s home or principal workplace to his
arrival back to his home or principal workplace, unless he conducts personal business unconnected with the
authorized purpose of his trip. During the time of this unofficial business, the traveler is considered in non travel
status not entitled to any of the provisions of Part 7, Chapter 106 of the Ordinance Code; provided, that a
traveler will not be considered in a non travel status if, in the opinion of the approving authority, the unofficial
business is conducted incidentally to the official business and separating the two periods would be impractical.

1.06 Forms. The form to be used in authorizing and documenting travel is illustrated in Part 6. This form may be
locally produced by the using agencies according to current technology but, must be presented to the
Department with proper authorization signatures. Electronic transmission, instead of a signed copy of this
approved form, is currently not authorized.

1.07 Designation of travel coordinator. Each department or agency director shall name a person to coordinate
the travel for the department. This person will be responsible for submitting the required information with
authorized forms to the Department for processing. This person will be the contact between the traveler, travel
vendors and the Department, and should be familiar with all rules and regulations regarding travel. This does
not preclude the assignment of other persons to make the travel arrangements within an area of operations and
provide the documentation to the department/agency coordinator.

Part 2. AUTHORIZATION TO
TRAVEL; TRAVEL ADVANCES

2.01 Approval for travel. No traveler may be reimbursed for travel expenses unless, prior to such travel, the
approving authority has authorized and approved the travel. Authorization to travel shall be shown in the
Approvals to Travel@ portion (Section |) of the Travel Form. The approving authority is as defined in 106.701(b),
0.C.

2.02 Approving authorities to permit only lawful travel. Only Travel for a public purpose connected with the
duties, responsibilities and mission of the approving authority shall be authorized. Other travel for personal
reasons, or for a purpose not supported by the mission of an agency may not be approved for payment from
public funds. This will not prevent an authority from authorizing travel for any lawful purpose at no cost to the
consolidated government.

2.03 Joint approvals. Two or more approving authorities may authorize travel, when such travel is for a public
purpose connected with the mission of each approving authority. The cooperating authorities will determine the
method by which the traveler will be reimbursed. Never shall joint approval of travel be construed as authority
for reimbursement of payment of travel expenses in any amount greater than that which could be claimed if the
travel had been conducted for only one approving authority.

2.04 Travel advances.

(a) Authorized expenses. An approving authority may authorize an advance to cover the anticipated cost of the
travel. The amount of the advance may include the quoted costs of:

(1) transportation by common carrier, payable to the common carrier,
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(2) lodging, at the single room rate, payable to the provider,
(3) registration fees payable to the sponsor of the conference, and

(4) meals, at the per diem rate, if travel is expected to last five full days or longer, payable to the authorized
traveler, for the traveler and any person transported in the care and custody of the traveler in the performance
of the traveler’s official duties. The advance shall be estimated according to Part 3.

No other expenses shall be authorized or included in the advance. In extraordinary cases, the Director may
authorize the traveler to use cash to pay for transportation and lodging expenses instead of checks payable to
the providers. In no case will cash be provided for the purpose of paying registration.

A traveler who is provided with a cash advance shall be personally liable for the amount thereof.

(b) How authorized. Using the form illustrated in Part 6.08, an approving authority, will authorize the travel on
Section |, and may prepare and submit to the Department a request for travel advance per Section Il of the same
form. The Department, for those agencies using the financial services of the Department, will audit the request
for accuracy and may correct any errors before the checks are drawn. The checks will be returned to the
approving authority after signature by the Treasurer. The approving authority accepts responsibility and
accountability for the advances and, at this point, the traveler becomes responsible to the approving authority
for the final accounting of the expenses of the travel. This accounting, by the traveler, shall be made within five
(5) working days of the completion of the travel. The traveler shall return to the approving authority:

(1) the amount of the cash advance that was not expended on lawful travel expenses, and

(2) receipts, tickets and other documentary evidence of the amount that was expended, as required by Part 6,
except that receipts for meals are not necessary.

The amount of cash returned plus the cash total of the documentary evidence shall equal the amount originally
advanced. If such amounts do not equal, the traveler will provide an affidavit that clearly states the travel
expense that was paid by the difference.

If advance checks were drawn to the providers of transportation and lodging, the traveler’s copy of the
transportation ticket and the original detailed paid receipt provided by the lodging establishment must be
attached to and become part of the travel form. In the event that the travel is not performed, or the cost of
those items for which advances were made is less than the advance, the traveler is responsible to the City or
approving authority for the return of any funds due from the common carrier, conference sponsor or lodging
establishment. When a non-refundable ticket is ordered and then is not used, it is the responsibility of the
traveler to notify the travel coordinator of his department or agency. This person will call the travel agent to
notify them of the unused ticket. The ticket will then be picked up by the travel agent for credit against a future
trip by the same traveler. The new travel date must be within one year from date of issuance of the returned
ticket. This is in compliance with air line policies. Failure to comply with this regulation does not release the
authorizing agency from the liability for the requested ticket.
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PART 3. REIMBURSABLE
TRAVEL EXPENSES

3.01 Purpose of Part 3. The purpose of this part is to define which expenses incurred by a traveler will be
considered reimbursable travel expenses, and to prescribe the methods by which the reimbursable amounts will
be determined. It is the responsibility of the traveler to claim reimbursement only for the official travel, and the
necessary expenses of that travel in the performance of official business.

3.02 Constructive point of origin. In the case of travel by:

(a) common carrier (excluding a rental automobile), travel will originate at the place where the traveler boards
the conveyance, with mileage to and from such place as provided in Part 3.11.

(b) motor vehicle (including a rental automobile), travel will originate:

(1) in the case of a traveler who is an officer or employee, at City Hall, or, at the traveler’s home, whichever is
the lesser actual mileage to the destination.

(2) For any other traveler, at the traveler’s home or place of business, or at the place the travel commenced,
whichever is the lesser actual mileage to the destination.

3.03 Constructive travel time. Travel will be deemed to have commenced, the shorter of the time the traveler
actually began travel, or the latest time reasonably possible to arrive at the destination at the time required to
accomplish the purpose of the travel.

The same constructive travel time will be applied in the return of the traveler. The purpose of applying this
constructive travel time regulation is to assure that the traveler spends the least possible time on official travel.
If personal business is conducted during the travel, reimbursement for lodging and meals shall be based on and
approved for only the constructive travel time as determined by this section, for the official travel.

3.04 Most direct routes of travel; official maps. Reimbursement for transportation expenses will be allowed
only for the distance necessary, or the most direct route of travel to accomplish the official business of the
traveler. The most current maps used by the State Department of Transportation will be the official reference
for distances and mileage. In case of questioned distances and mileage, the official maps will be final and
conclusive upon all approving authorities and travelers.

3.05 Mode of transportation, generally.

(a) Authorized modes. Travel on official business may be by a public motor vehicle, a common carrier, a
chartered vehicle or a private motor vehicle.

Approving authorities shall designate the mode of transportation in advance of the travel. A public motor
vehicle is preferred, followed by the other modes in the order listed. An approving authority should be prepared
to justify the particular mode authorized. The cost of the transportation is not the sole criterion to justify a
particular mode.

(b) Most economical mode. An approving authority shall designate the most economical mode of transportation
for the travel to be performed based on the following:
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(1) the nature of the official business to be accomplished during the travel;

(2) the time, to be taken by the traveler away from his duties in the City, the cost of transportation and the
meals, lodging and incidental expenses estimated;

(3) the number of persons who are traveling and the equipment and material that will be transported during the
travel.

Approving authorities should approve only the number of travelers who are necessary to accomplish the
purpose of the travel. Compliance with the Mayor’s Executive Order concerning the number of travelers will be
required. The burden will be upon the approving authority to justify variances from this regulation.

3.06 Public motor vehicle. Travel by public motor vehicle will be performed according to rules promulgated by
the Fleet Management Division. Currently the use of public motor vehicles for travel is prohibitive except in
those cases where one has been provided to specific individuals. Therefore, the use of private motor vehicles,
common carrier or chartered vehicles is necessary.

3.07 Common carrier. Travel by common carrier shall be authorized only at the coach fare rate, except that the
first-class fare is authorized if coach fare is not available at the time the travel reservation was made or the
ticket purchased. This must be certified in writing by the common carrier. This certification must be attached to
the travel expense form when submitting for reimbursement.

The coach fare rate shall be that rate for the least expensive passenger travel on the common carrier, as stated
in the carrier’s published tariffs. Where the common carrier is one of many carriers that provide the required
transportation, the approving authority shall use the least expensive of all common carriers which were
available and could provide the required transportation. If a traveler chooses to travel in an accommodation
more expensive than coach without authorization by the approving authority, reimbursement shall be
authorized only at the coach fare rate of the common carrier used.

3.08 Chartered vehicle. A chartered vehicle will be authorized by an approving authority when it is the most
economical mode of transportation available. Usually this would be considered when there is a large or bulky
amount of equipment or material to be transported, or, when there is a large group of travelers authorized to
travel to the same destination. The transportation expense authorized by the approving authority shall be the
cost of the charter, and incidental expenses applicable to the transportation of the authorized travelers in the
chartered vehicle.

3.09 Private motor vehicle. A private motor vehicle may be authorized by an approving authority when there is
no public vehicle or common carrier available, or would be less economical. Reimbursement for the use of a
private vehicle will be according to Sec. 3.11.

3.10 Transportation furnished by another traveler. An approving authority shall not authorize or approve
reimbursement for transportation expenses, whether actual or on a mileage basis, when a traveler is
transported gratuitously by another traveler who is entitled to reimbursement for transportation expenses for
the same travel. Without evidence to the contrary, it will be presumed that the traveler furnishing the
transportation is entitled to reimbursement for the expenses of such transportation. The burden is on the
traveler who is being gratuitously transported to show that he is, in fact, entitled to reimbursement for all or any
portion of such transportation expenses. A statement of the facts shall be attached to the travel form. This
statement shall be made under the same penalties of perjury as the travel form.
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3.11 Mileage reimbursement out of City travel. If travel outside the City is authorized by private motor vehicle,
reimbursement is authorized at the rate per mile recognized by the United States Internal Revenue Service (IRS)
pursuant to current IRS rules and regulations, for the distance actually traveled on official business, including
travel to and from the destination and necessary vicinity mileage while at the destination; provided, that if the
total mileage from point of origin to the travel destination, not including vicinity mileage, exceeds four hundred
miles, the mileage reimbursement shall be limited to the lesser of;

(a) the current IRS rate per mile for the entire distance including vicinity mileage; or

(b) the airline common carrier coach fare from the City to the airport nearest the point of a travel destination for
all travelers using the private motor vehicle, plus the IRS rate per mile for mileage equal to the distance from the
airport to the point of a destination and for vicinity mileage.

No other reimbursement for transportation expenses, except incidental expenses as described in Section 3.13 of
these regulations, will be authorized or approved when a private motor vehicle is used.

When traveling by common carrier, the traveler may claim reimbursement for automobile travel from his
principal workplace to the terminal of the common carrier and return. The distance to the Jacksonville
International Airport and return will not exceed fifteen miles in each direction. The mileage shall be entered on
the travel form for mileage reimbursement claimed under this section.

3.12 Mileage reimbursement in city travel. The travel regulations contained in Sections 3.04 through 3.11 are
available for travel performed on official business within the City. An employee who uses his private vehicle on
official business within the City is entitled to reimbursement at the current rate per mile established by the IRS,
at the time the mileage occurs. These reimbursements are paid by an entry into the payroll system in
accordance with the time entry instructions in the Time Entry Help module. The reimbursement will be made for
any time period the approving authority decides, except that in the case of requirements of the union contracts
that payment is made within certain time frames, the using authority will make every reasonable effort to
comply. The approving authority may stipulate to the forms required to be filled out by the employee, but in
each instance will be required to maintain proper records in compliance with the Internal Revenue Service
Regulations. In the event of an IRS audit the employer must prove that the payment was for a reimbursement
and not subject to taxes. In no event will the forms and proof of expenses associated with automobile
reimbursement be submitted to the Department, but will be maintained in the records of the approving
authority.

3.13 Incidental transportation expenses. Enumeration; Limitations. The following expenses incidental to
transportation of the traveler may be reimbursed by the approving authority:

(a) taxi fares, if the traveler is traveling by common carrier, or by chartered vehicle incapable of being driven in
the vicinity of the travel destination;

(b) ferry fares; bridge, road and tunnel tolls, with receipts;

(c) storage and parking fees; which may include drayage fees for equipment and material accompanying the
traveler for official business;

(e) communications expenses, including charges for telephone, telegraph, radiotelephone, radiotelegraph,
facsimile transfer and cable messages and service between the City and the travel
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destination, between local points at the travel destination, and between the travel destination and other points
on the travel itinerary, if necessary to confirm reservations or conduct official business.

(f) reasonable tips for transportation of baggage, not exceeding one dollar per bag per transfer, limited to no
more than two dollars per transfers.

3.14 Lodging. Reasonable reimbursement will be made for the cost of lodging when the traveler is away from his
place of residence overnight. If at all possible, lodging will be secured by advance reservation, and paid by a City
check. In many cases this avoids the payment of local taxes, such as sales and uses tax, and in some locals the
tourism taxes. The traveler should carry a copy of the City Tax Exemption Certificate as proof of the exemption
from certain sales and uses tax. The traveler should make a reasonable effort to inform the provider of lodging
of the City’s exemption from such taxes. If the taxes are still assessed, reimbursement to the traveler is
appropriate.

The least expensive single-room rate at the travel destination will be selected unless the approving authority
authorizes another single-room rate consistent with the official business to be performed.

3.15 Meals. Authorization; limitation. Travelers are authorized to be reimbursed for meals while in travel status
at the following fixed subsistence rates, or, at the travelers option, at the amount submitted but not in excess of
the following maximum subsistence rates, only when travel begins before and extends beyond the times
specified:

(a) Subsistence allowances. (i) breakfast: ten dollars, when travel begins before 6:00a.m. and extends beyond
8:00a.m.;

(i) lunch: fourteen dollars, when travel begins before 12:00 noon and extends beyond 2:00p.m. ;

(iii) dinner: twenty six dollars, when travel begins before 6:00p.m. and extends beyond 8:00 p. m., or when
travel occurs during nighttime hours due to special assignments.

Subsistence allowances are paid for individual meals if they are itemized on the travel form in Section Ill. The
statement should show only those meals for which the traveler is authorized as defined in paragraph (a) of this
part. Attention must be paid to the time limitation as stated in Section 106.708 O.C., and the constructive travel
time as defined in Section 3.03 of this document.

(b) A fifty dollar per diem allowance is paid, at the option of the traveler, in lieu of subsistence allowances for
meals on a day of travel only when travel begins before 6:00a.m. and ends after 8:00 p.m.. If travel begins
subsequently to 6:00a.m.or ends prior to 8:00 p. m., the reimbursement for meals will be paid in accordance
with the time and amount limitations as detailed in Section 3.15(a). If attending a conference, and the traveler is
provided one or more meals without a specific charge being made for the meal, the traveler is not entitled to
any per diem allowance for the day on which the meal is so furnished, nor for any subsistence allowance for the
meal that was furnished. A meal provided by a common carrier is exempt from this ruling, and does not preclude
the traveler from receiving subsistence or per diem allowance, if otherwise entitled.

3.16 Conference registration fees. Registration fees are allowable expenses of travel and may be paid in
advance of the travel, paid by City check and taken to the conference or reimbursed to the traveler when paid
by him, at the discretion of the approving authority. Registration fees must be accounted for on the travel form
in Section Ill. For payment to be made or reimbursed, a traveler must submit a copy of the brochure describing
the conference and a copy of the registration form to the
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Department at time payment is requested. If there was no advance for the registration, and traveler is to be
reimbursed, a paid receipt must accompany the travel form.

PART 4. RECRUITMENT AND
RELOCATION EXPENSES

4.01 Scope. An approving authority may authorize reimbursement of expenses for a person being considered for
top-level executive or professional positions who is a bona fide candidate, including such person who has been
offered the position but has not yet accepted employment under the regulations in 106.710(b) O.C. Relocation
expenses may be paid to or on behalf of any such person who has been offered and accepted employment with
the City or Independent Agency, under the regulations in 106.710(c) and (d).

(a) Recruitment expenses. A traveler who is a candidate and is not a resident of the City, and when authorized
by the approving authority, such person’s spouse, may be reimbursed for the following travel related expenses:

(1) round-trip travel, under the provisions and limitations of 106.706 O.C. from his current residence to the city
and return, as often as authorized by the approving authority, for the purpose of employment interviews. Such
authority may include such candidate’s spouse.

(2) While in the city for employment interviews, the traveler and spouse may receive reimbursement for lodging
and meals in accordance with Part 3 of these Travel Regulations.

(3) If authorized by the approving authority, the traveler and spouse may receive reimbursement for travel
within the City in compliance with Section 3.09 of these Travel Regulations and to the limitations of 106.706(c)
O.R, for purposes of viewing the City and looking for suitable housing that may be available.

(b). Relocation Expenses. A traveler who has accepted employment, as defined in 106.701(f)(4)(ii) O.C., and who
qualifies under 106.710(a)0.C., may be reimbursed for the following expenses in connection with relocating to
the City.

(1) Transportation to seek permanent residence quarters in the City for the traveler and spouse, as provided by
106.706 O.C., and reimbursement for lodging and meals while traveling to and from the city and while in the
city, under the limitations of 106.707 and 106.708 O.C.. Expenses for this purpose may be allowed for only one
round trip.

(2) Transportation expenses, for the traveler and up to three members of his immediate family from his former
residence to the city for the purpose of taking up residence. Limited to the provision of 106.706 O.C.

(3) Lodging and meals The traveler and up to three members of his immediate family may be reimbursed for
lodging and meals in compliance with Part 3.14 and 3.15 of these regulations. In accordance with 106.710(c)(3)
0.C,, the traveler and each such member of his immediate family shall be entitled to a separate reimbursement
at either the subsistence rates or per diem, whichever is applicable under 106.708 O.C.

(4) The approving authority may authorize reimbursement for the transporting, packing, crating, temporarily
storing, draying and unpacking the household goods and personal effects of the traveler
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and his immediate family, but not in excess of a predetermined amount by weight to be specified in advance of
such travel. If the traveler wishes to transport a house trailer or mobile dwelling for use as his permanent
residence, the approving authority may authorize the following:

(i) A reasonable allowance, not in excess of twenty cents per mile, for transportation, if the traveler is
transporting the house trailer or mobile dwelling; or,

(ii) Commercial transportation of the house trailer or mobile dwelling, or reimbursement therefore, including
necessary tolls, charges and permit fees. But in either case payment under this paragraph may not exceed the
amount approved under the first sentence of this section.

(c) None of the relocation expenses enumerated under paragraph (b) may be paid by the approving authority
until and unless the newly hired employee agrees in writing, prior to the authorization of such travel and
transportation, to remain in the employ of the authority for at least twelve months after his employment date,
unless separated for reasons beyond his control and agreed to by the approving authority. If the individual
violates this agreement, the money expended by the approving authority is recoverable from the individual as a
debt due to the City or Independent Agency. The agreement may provide for a pro ration of the recoverable
amount over and during the twelve-month period.

PART 5. LOBBYING AND LEGISLATIVE DELEGATION STAFF

5.01 General prohibition. Section 106.715, O.C. prohibits payment of any amounts paid or incurred for travel for
the purpose of advocating passage or defeat of legislation by the Florida Legislature, except as provided therein.
The prohibition is upon lobbying in general, not only upon travel to Tallahassee for the purpose of lobbying
during sessions of the Legislature; therefore, travel to any point in the State for the purpose of lobbying is not-
reimbursable under 106.715, O. C., whether or not the Legislature is in session.

5.02 Exceptions to general prohibition. The prohibition of 106.715, O.C. does not extend to lobbying activities
before Congressional committees or subcommittee, nor to appearances before administrative, quasi-judicial or
executive agencies, whether State or federal, for the purpose of supporting or opposing matters before such
agencies. Travel may be authorized by approving authorities for such activities and appearances, and exceptions
provided in 7-106 for travel in general.

5.03 Authorization for lobbying. When travel for the purpose of lobbying is authorized under any of the
exceptions stated in 106.715(a)-(d), O.C., the request or approval shall be in writing and attached to or indicated
on the travel form before it is transmitted to the Department for audit at the conclusion of the travel. A travel
form submitted for travel expense reimbursement that appears to involve lobbying will be rejected by the
Department and returned to the approving authority unless the authorization for the lobbying is attached to or
indicated on it as required by this section.

5.04 Legislative delegation staff. The Coordinator and Secretary of the Duval County Legislative Delegation are
entitled to reimbursement at the per diem rates authorized by 106.716, O.C. It is the responsibility of the
Coordinator and Secretary to provide the Director with the latest approved per diem rates established by the
President of the Florida Senate for senate employees. In the absence of the latest approved per diem rates, the
Director will approve reimbursement only at the rates available to him or, if no such rates are available, at the
rates authorized by 7-106, for other travelers.
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PART 6. DOCUMENTATION AND FORM REQUIREMENTS

6.01 Scope. This part of the travel regulations will dictate the method of preparing and submitting the travel
form and documents. The form illustrated in 6.08, named City of Jacksonville Travel Form, is the only authorized
and acceptable means of securing travel approval, advances and reimbursements of travel expenses. The Travel
Form includes three sections; Section | Approval to Travel, Section Il Advance Request, and Section Il Expense
Report.

This part is mandatory, and all approving authorities as designated in 106.103(h), O.C., and travelers are
expected to comply.

6.02 Travel Approval. Section | of the Travel Form should be filled out by the traveler or designated travel
coordinator for an agency. This section includes:

(a) the traveler’s name;

(b) the destination of the traveler;

(c) the dates encompassed by the travel;

(d) the name of the department, division or agency;
(e) the index code to be charged for the expense;
(f) the sub-object to be charged;

(g) the reason for the travel

(h) the estimated total amount of the travel (including advances and estimated out of pocket expenses, such as
meals, mileage and incidental expenses);

(i) the signature of the person authorizing and approving the travel, see part 6.05 of this document; and the
typed/printed name of the person so designating;

(j) the name and telephone extension of the contact person (usually the person designated by the department
as the travel coordinator).

If no travel advance is necessary, Section Il will be left blank and this approved form shall be maintained by the
agency pending completion of travel.

6.03 Travel Advance; Section Il This section will be filled out only if an advance is requested.
The information required is as follows:

(a) name of common carrier, and amount to be paid to them. Please note: The agency under contract with the
city is to be used to arrange air fare by all departments and agencies whose books are being maintained by the
Department of Finance and Administration. An advance payment to them is not required as they will bill on a
monthly basis, however, the air fare cost should be entered on this form where indicated.

(b) name of lodging provider and amount to be paid to them, (single room rate times number of nights.)
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(c) name of payee for registration, as directed by the sponsor of the conference. Copy of brochure and
application must accompany request for advance payment.

(i) if travel is for five complete days or more, per diem at $50.00 per day may be requested to be payable to the
traveler.

The original of this form which includes the approval (Section 1) and the request for advance payments (Section
I1) shall be submitted to the Department together with any required documents for checks to be drawn. A copy
of this approved form shall be maintained by the travel coordinator to be used for submitting a travel expense
report to justify advances and request reimbursement of out of pocket travel expenses.

6.04 Expense Report; Section lll. Section Three of the travel form must be filled out subsequent to the travel,
and within five working days after completing the authorized travel; failure to account for the total amount of
the advance within this time shall be prima facie evidence that the traveler owes the entire sum of the advance
to the approving authority that made the advance. This sum may be recovered by civil action. This accounting
must be filed with the Director, even in such cases where there is no reimbursement to the traveler. This ruling
is to show justification of the travel advances. The traveler must include a detailed copy of the paid hotel bill and
the traveler’s portion of the common carrier ticket stub. The following rules apply to this section:

(a) The approval to travel that was retained by the agency pursuant to section 6.05(a) of these regulations, or
the copy of the original approval to travel should be completed as to Section Ill and submitted for an authorized
signature. The traveler also signs this part to certify that it is true and correct in every material matter. Anyone
submitting a false claim, or assisting in submitting a false claim shall be personally liable and shall be guilty of a
class D offense. This form is then returned to the Department. Allow at least five (5) working days for the
Department to audit the claims for travel expenses in accordance with 106.7 of the Ordinance Code and with
these regulations. Any questionable expenses or failure to provide the necessary documentation will extend this
time frame.

(b) The time of departure and the time of return will be entered on the first line of this section. It will not be
necessary to repeat this information unless the traveler enters a non-travel status and reenters a travel status
on the same day.

(c) Each day of travel (including partial days) will be entered in a separate column. The items of travel expense
applicable to that day will be entered on the appropriate line of that column. Total cost of transportation and
registration may be entered on day one (1) of travel.

(d) Per diem or meal allowances will be claimed as provided in section 3.15 of this document. When subsistence
rates are used, the rates for the eligible meal will be entered in the column of the day claimed. If the per diem
rate is used, the traveler must have been in travel status for the entire day from 6:00 a.m. through 8:00 p.m.

(e) Auto mileage must reflect actual miles traveled on official business, except as provided in section 3.11. The
Florida Department of Transportation Maps will be the official source of mileage between destinations. The
chart herein provided as Part 6.07, contains the most frequently used travel destinations. Any other miles
traveled must be reported as vicinity miles. The approving authority shall determine if vicinity miles seem
reasonable or excessive.

(f) All other expenses associated with travel are to be entered on the form in the appropriate place.
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(g) The traveler’s copy of the common carrier ticket stub, detailed paid hotel bill, parking receipts, toll receipts,
storage or drayage receipts and taxi or ferry fare receipts must accompany the request for reimbursement. If the
registration was not paid for an advance, a copy of a receipt and a copy of the brochure is required.

(h) An affidavit for each undocumented travel expense must be provided in lieu of actual receipts.

6.05 Designation of Authority to Approve Travel. Chapter 106.701(b) O.C., defines the approving authority as:
(a) the council in accordance with council rules for members of the council, council staff or council auditors;
(b) governing body of an agency for members of that independent agency;

(c) chairman or vice-chairman of the board of an independent agency for the chief executive officer of that
agency;

(d) elected official (other than the council) for the elected official;

(e) the chief executive officer of an agency for all travelers of an agency;
(f) department director for all travelers of his department;

(g) in the case of any other office, the person in charge of the office; or,
(h) if no department or office is involved, the Mayor or his designee.

Current regulations, per Mayor’s executive order, require a BU FORM H approval by the budget office prior to
travel for all offices under the Mayor.

6.06 City Contractor - Air Travel. The use of the contractor obtained by RFP is required by all departments and
agencies whose books are maintained by the Department of Administration and Finance. Each month the travel
agency will bill for the travel on a separate statement by department. The department head or other approving
authority will verify these charges and sign to show approval to pay. This statement will then be forwarded to
the Department for a check to be drawn.

6.07 Mileage Chart. The mileage chart attached is to be referred to for the distance to the destinations from the
City. This chart will become part of these regulations and shall be known as Part 6.07. Any destinations not
shown may be determined by the American Automobile Association maps.

6.08 Authorized Form. The Travel Form attached is to be used for approval, advances, justification of advances
and reimbursement of travel expenditures. Any forms in official use before the effective date of these travel
regulations are superseded by the form prescribed herein.
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EXHIBIT 14 — Chapter 106, Part 7, Ordinance Code
(Page 1 of 10)

ORDINANCE CODE
City of
JACKSONVILLE, FLORIDA

All bills enacted through September 26, 2017.
(Supplement No. 47, Update 3)

Chapter 106 BUDGET AND ACCOUNTING CODE*

PART 7. TRAVEL EXPENSE REIMBURSEMENT

Sec. 106.701. Definitions.

As used in this part:
(a) Agency includes all of the agencies listed in_Section 106.103(h) and the Duval County School Board.
(b) Approving authority means:
(1) As to travel by members of the Council and the Council staff, the Council, in accordance with
its rules.
(2) As to travel by members of an independent agency (including the Duval County School
Board), the governing body of the agency.
(3) As to travel by the chief executive officer of an independent agency (including the Duval
County School Board), the chairman or vice-chairman of the agency.
(4) As to travel by an elected official, other than a member of the Council, the elected official.
(5) As to travel by the employees of an agency and by other travelers to be reimbursed from
agency funds, the chief executive officer of the agency.
(6) As to all other travel to be reimbursed from city funds, the appropriate department director or
a deputy director designated by the director, or, in the case of other offices, the official in
charge of the office, or, if no department or office is involved, the Mayor or his designee.
(c) Common carrier means commercial means of transportation operating scheduled vehicles, and
rental vehicles of an established rental firm.
(d) Conference includes any conference, convention, seminar, short course, or similar assembly of
persons.
(e) Household goods and personal effects means such personal property of a traveler under subsection
(f)(4)(ii) of this Section and his dependents as the approving authority authorizes to be transported or
stored at the expense of the approving authority, but not including motor vehicles.

114




EXHIBIT 14 — Chapter 106, Part 7, Ordinance Code
(Page 2 of 10)

(f) Traveler means a person in one of the following categories:
(1) An officer or a full-time employee of the city or of an agency.
(2) A person other than an officer or full-time employee who is authorized by the approving
authority to incur travel expenses in the performance of his official duties.
(3) A person who is called upon by the city or an agency to contribute time and services as a

consultant or advisor.
(4) A person who:

(i) Is a candidate for an executive or professional position but is not a resident of the
city, and, when authorized by the approving authority, such person's spouse; or
(i) Has accepted employment with the city or independent agency in an executive or

professional position and is not, at the time of such acceptance, a resident of the city.
(Ord. 77-691-638, § 2; Ord. 81-775-491, § 1; Ord. 83-591-400, § 1)

Note—Former_8 126.701
Sec. 106.702. Scope.

The provisions of this Part 7 shall apply to and authorize reimbursement for expenses incurred in connection
with travel performed to and from destinations outside the City on official business of an agency. This part
shall be the exclusive authority for reimbursement for such travel expenses. The Director of Finance and
Administration is authorized to make rules for the implementation of this part.

(Ord. 77-691-638, § 2; Ord. 83-591-400, 8§ 1; Ord. 2016-140-E § 16)

Editor's note—

Ordinance 2007-839-E, § 18, authorized updated department/division names pursuant to reorganization.

Note—Former_§ 126.702
Sec. 106.703. Authority for reimbursement for travel expenses.

No traveler may be reimbursed for travel expenses pursuant to this part unless he has obtained, in advance
of performing the travel, written approval to travel from the approving authority. Reimbursement shall be
made only to travelers and shall be made only for those expenses necessarily incurred by them in the
performance of a public purpose authorized by law to be performed by the agency whose funds are
involved. No traveler shall be allowed to receive funds or be reimbursed for travel as a gift to an individual
from any prohibited party as such party is identified in Section 602.701, Ordinance Code, and, F.S. §
112.3148. Any receipt of funds or reimbursement for travel as a gift to an individual from any other non-
prohibited party for City business may only be done upon prior written approval from the Ethics, Compliance
and Oversight Office and the Office of the General Counsel. Disclosure and/or reporting of such gifts shall
be in accordance with all applicable Federal, State and local law.

(Ord. 77-691-638, § 2; Ord. 83-591-400, 8§ 1; Ord. 2013-351-E, § 1)

115



EXHIBIT 14 — Chapter 106, Part 7, Ordinance Code
(Page 3 of 10)

Sec. 106.704. Constructive point of origin.

For purposes of reimbursement of travel expenses, all travel shall be deemed to have commenced at the
place where the majority of the work of the traveler is performed, in the case of officers and employees of an
agency, and at the usual place of business or residence or the place where the travel actually commenced,
whichever is less, in the case of other travelers.

(Ord. 77-691-638, § 2; Ord. 83-591-400, § 1)

Note—Former § 126.704
Sec. 106.705. Constructive travel time.

For purposes of reimbursement for travel expenses, all travel shall be deemed to have commenced at the
time the traveler actually commenced travel or at the latest time the traveler could reasonably have departed
in order to arrive at his destination at the time required to accomplish the purpose of the travel, whichever is
later.

(Ord. 77-691-638, § 2; Ord. 83-591-400, § 1)

Note—Former 8 126.705

Sec. 106.706. Transportation expenses.

(a) Reimbursement shall be made only for travel performed over a usually traveled route to the
destination. When travel is by indirect route for the traveler's own convenience, reimbursement for
expenses shall be based only on such charges as would have been incurred by travel over a usually
traveled route.

(b) Reimbursement may be made for travel performed by public motor vehicle, common carrier,
chartered vehicle or privately-owned vehicle, as approved by the approving authority in advance of
the travel subject to the regulations provided in this part and the rules of the Director of Finance. The
approving authority shall designate the most economical mode of travel, taking into consideration the
following factors:

(1) The nature of the business.
(2) The time of the traveler, cost of transportation and meals, lodging and incidental expenses

required.
(3) The number of persons traveling and the equipment and material to be transported.
(c) With respect to travel by motor vehicle:

(1) Travel by public motor vehicle shall be performed in accordance with the rules of the Fleet
Management Division. Travel by private motor vehicle in lieu of a public motor vehicle or
common carrier may be authorized by an approving authority if a public motor vehicle is not
available or would be less economical.
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(2)

3)

If travel is by private motor vehicle, reimbursement is authorized at the rate per mile
authorized and recognized by the United States Internal Revenue Service (IRS) pursuant to
current IRS rules and regulations. All mileage shall be computed from the constructive point
of origin, as provided in_Section 106.704, to the point of destination. When possible, mileage
shall be based upon the current map of the State Department of Transportation. Vicinity
mileage necessary for the conduct of official business may also be reimbursed, when
separately stated. If the total mileage from point of origin to point of destination exceeds 400
miles, the mileage reimbursement shall be limited to the lesser of:
(i) The IRS rate per mile.
(i) The airline common carrier coach fare to the nearest airport for all travelers using the
private motor vehicle plus the IRS rate per mile from the airport to the point of
destination.

No other reimbursement for expenses related to the operation, maintenance and ownership

of a vehicle shall be allowed when a private motor vehicle is used on public business.
The provisions of this subsection shall be available for travel performed on public business
within the city.

(d) Transportation by a chartered vehicle when traveling on official business may be authorized by the
approving authority if it is the most economical mode of travel available.

(e) All travel by common carrier shall be reimbursed only at the coach fare rate, except that the first-
class fare rate is authorized if coach fare is not available, as certified in writing by the common
carrier. A reimbursement request for common carrier fare shall be accompanied by the traveler's
copy of the ticket or an actual receipt.

(f) No traveler shall be reimbursed for transportation expenses, either mileage or actual, when he is
gratuitously transported by another traveler who is entitled to reimbursement for transportation
expenses.

(9) The following expenses incidental to transportation of the traveler may be reimbursed:

(1)
(2
(3
(4
(

)
)
)
5)

Taxi fare.

Ferry fares, and bridge, road and tunnel tolls.

Storage and parking fees.

Communication expenses.

Reasonable tips for transportation of baggage, as fixed from time to time by the Director of
Finance.

(Ord. 77-691-638, § 2; Ord. 80-250-87, § 1; Ord. 83-591-400, 8§ 1; Ord. 91-352-205, § 1; Ord. 91-1149-435, § 1; Ord. 2016-

140-E § 16)

Editor's note—

Ordinance 2007-839-E, § 18, authorized updated department/division names pursuant to reorganization.

Note—Former § 126.706.
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Sec. 106.707. Lodging.

Reimbursement is authorized for lodging expense whenever the traveler is reasonably required to be away
from the city overnight or, in the case of a traveler who is not employed in the city, away from the location of
his residence overnight. Reimbursement requests for lodging expenses shall be accompanied by actual
receipts. Lodging shall be reimbursed at the reasonable, actual and necessary expense thereof, not to
exceed the single-room rate. A traveler shall select lodging which is the most economical available
consistent with the duties being performed.

(Ord. 77-691-638, § 2; Ord. 83-591-400, § 1)

Note—Former § 126.707.

Sec. 106.708. Meals.

(a) Reimbursement is authorized for meals for all travelers while in a travel status at the following fixed
subsistence rates, or, at the traveler's option, at the amount submitted, not to exceed the following
fixed maximum subsistence rates, but in any case only when travel begins before and extends
beyond the times specified:

(1) Breakfast: $10, when travel begins before 6:00 a.m. and extends beyond 8:00 a.m.

(2) Lunch: $14, when travel begins before 12:00 noon and extends beyond 2:00 p.m.

(3) Dinner: $26, when travel begins before 6:00 p.m. and extends beyond 8:00 p.m., or when
travel occurs during nighttime hours due to special assignments.

(4) At the option of the traveler, a per diem rate of $50 will be paid for an entire day when travel
begins for that day before 6:00 a.m. and extends beyond 8:00 p.m. This per diem rate is in
lieu of individual meal allowances and may not be claimed for a day of travel if subsection (b)
of this Section applies to that day.

(b) No reimbursement is authorized for any meal which is made available without specific charge
therefor to travelers attending a conference.

(Ord. 77-691-638, § 2; Ord. 81-526-234, 8§ 1; Ord. 83-591-400, § 1; Ord. 2004-604-E, § 1)

Note—Former § 126.708.
Sec. 106.709. Registration fees.

Reimbursement is authorized for registration fees and other expenses incident to the attendance by
travelers at conferences.

(Ord. 77-691-638, § 2; Ord. 83-591-400, § 1)

Note—Former § 126.709.
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Sec. 106.710. Recruitment and relocation expenses.

(a)

An approving authority may approve the payment of recruitment and relocation expenses only for
persons being considered for such top-level executive or professional positions as have been
defined, approved and to the extent limited by Council resolution and for persons who have been
newly hired in such positions but who have not yet become residents of the city. Recruitment
expenses may be paid to any such person who is a bona fide candidate, including a person who has
been offered employment but has not yet accepted such employment, under the regulations in
subsection (b) of this Section. Relocation expenses may be paid only to or on behalf of any such
person who has been offered and who has accepted employment with the city or independent
agency, under the regulations in subsections (c) and (d) of this Section.

A traveler who is a candidate, as defined in_Section 106.701(f)(4)(i) and qualifies under the criteria of

Section 106.710(a); may be reimbursed for round-trip travel, under the provisions and limitations of

Section 106.706, from his current place of residence to the city and return, as often as authorized by

the approving authority, and such authority may include such candidate's spouse, for the purpose of

employment interviews. While in the city for employment interviews, the traveler (and authorized
spouse) may receive reimbursement for lodging and meals, under the provisions and limitations of

Sections_106.707 and_106.708. If authorized by the approving authority, the traveler (and authorized

spouse) may receive reimbursement for travel within the city, under the provisions and limitations of

Section 106.706(c), for the purpose of viewing the city and looking for suitable housing that may be

available in the city.

A traveler who has accepted employment, as defined in_Section 106.701(f)(4)(ii) and qualifies under

the criteria of Section 106.710(a), may be reimbursed for the following expenses in connection with

relocating in the city:

(1) Transportation to seek permanent residence quarters in the city for the traveler and spouse,
under the provisions and limitations of Section 106.706, and reimbursement for lodging and
meals while traveling to and from the city and while in the city, under the provisions and
limitations of Sections_106.707 and_106.708, for this purpose. Expenses under this
paragraph may be allowed for only one round trip.

(2) Transportation expenses, under the provisions and limitations of Section 106.706, for the
traveler and up to three members of his immediate family from his former place of residence
to the city for the purpose of taking up residence in the city.

(3) Lodging and meals, under the provisions and limitations of Sections_106.707 and_106.708,
for the traveler and up to three members of his immediate family while en route between his
former place of residence and the city. For the purposes of this paragraph, the traveler and
each such member of his immediate family shall be entitled to a separate reimbursement
under_Section 106.708, at either the subsistence rates allowed by Section 106.708(a)(1)—(3)
or the per diem rate allowed by Section 106.708(a)(4) for all persons traveling together.
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(4) The expenses of transporting, packing, crating, temporarily storing, draying and unpacking
the household goods and personal effects of the traveler and his immediate family, not in
excess of a maximum amount by weight to be specified by the approving authority in
advance of the authorization of such transportation. In lieu of such transportation, the
approving authority may authorize the traveler who transports a house trailer or mobile
dwelling for use as his permanent residence in the city to receive:

(i) A reasonable allowance, not in excess of $0.20 per mile, for transportation of the
house trailer or mobile dwelling, if the trailer or dwelling is transported by the traveler;
or

(i) Commercial transportation of the house trailer or mobile dwelling at public expense,

or reimbursement to the traveler therefor, including the payment of necessary tolls,
charges and permit fees, if the trailer or dwelling is not transported by the traveler;
but in either case payment under this sentence may not exceed the maximum
payment to which the traveler otherwise would be entitled under the first sentence of
this Section for transportation and temporary storage of his household goods and
personal effects.

(d) An approving authority may pay relocation expenses under subsection (c) of this Section only after
the newly hired employee agrees in writing, prior to the authorization of such travel and
transportation, to remain in the service of the approving authority for at least 12 months after his
employment date, unless separated for reasons beyond his control which are acceptable to the
approving authority. If the individual violates the agreement, the money spent by the approving
authority for the expenses and allowances authorized under subsection (c) of this Section is
recoverable from the individual as a debt due the city or independent agency, as the case may be;
provided, that the agreement may provide that the amount recoverable shall be reduced on a
periodic basis during the 12-month period.

(Ord. 81-775-491, § 3; Ord. 83-591-400, § 1)
Editor's note—
Res. 82-468-167 and Res. 83-646-206 defined and approved certain positions within the JEA as "top-level

executive or professional positions," but limited reimbursements under this Section to no more than five such
positions in any fiscal year without further Council approval.

Note—Former § 126.710.
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Sec. 106.711. Advances.

An approving authority may authorize an advance to cover anticipated costs of travel. The amount of the
advance may include estimated costs of transportation, lodging and meals of the traveler and any person
transported in the care or custody of the traveler in the performance of his duties subject to final accounting
when the travel has been completed. Payment for common carrier fare shall be made directly to the carrier.
Payment for lodging shall be made directly to the place furnishing the lodging. Payment for a registration fee
shall be made as directed by the sponsor of the conference. A traveler who is provided with a cash advance
to cover anticipated costs of travel shall be personally liable for the amount thereof and shall account to the
approving authority for the expenditure thereof within five working days after completing the authorized
travel; failure to account for the total amount of the cash advance within this time shall be prima facie
evidence that the traveler owes the entire sum so advanced to the city or agency that made the advance,
which may be recovered by a civil action.

(Ord. 77-691-638, § 2; Ord. 81-775-491, § 2; Ord. 83-591-400, § 1)

Note—Former § 126.711.
Sec. 106.712. Request for reimbursement.

The Director of Finance and Administration shall establish a uniform travel reimbursement form which shall
be used by all travelers when requesting reimbursement for traveling expenses under this part. In addition,
the Director of Finance and Administration is authorized to consider the special needs of an independent
agency and to establish a travel expense reimbursement form that better suits the needs of such
independent agency; provided however, the independent agency continues to follow the provisions of this
part with respect to travel expense reimbursement. No travel expense shall be reimbursed unless it is
requested on the established form and is accompanied by approved authorization to travel required by
Section 106.703. Travel expense reimbursements shall be approved prior to payment by the Director of
Finance and Administration, as to requests for reimbursement from City funds, and by the Chief Finance
Officer or Controller of an agency, as to requests for reimbursement from independent agency (including the
Duval County School Board) funds. The approving officer may designate a subordinate to perform this
function.

(Ord. 77-691-638, § 2; Ord. 81-775-491, 8§ 2; Ord. 83-591-400, § 1; Ord. 2001-446-E, § 2, Ord. 2016-140-E § 16)

Editor's note—

Ordinance 2007-839-E, § 18, authorized updated department/division names pursuant to reorganization.

Note—Former § 126.712.
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Sec. 106.713. Fraudulent claims.

Every claim submitted pursuant to this part shall be substantiated by receipt or voucher, shall contain a
statement that the expenses were actually incurred by the traveler as necessary traveling expenses in the
performance of his official duties and shall be accompanied by a written declaration that it is true and correct
as to every material matter. Any person who wilfully makes and subscribes any such claim which he does
not believe to be true and correct as to every material matter, or who wilfully aids or assists in, or procures,
counsels or advises the preparation or presentation under the provisions of this part of a claim which is
fraudulent or is false as to any material matter, whether or not such falsity or fraud is with the knowledge or
consent of the person authorized or required to present such claim, shall be guilty of a class D offense.
Whoever shall receive an allowance or reimbursement by means of a false claim shall be personally liable in
the amount of the fraudulent payment for the reimbursement of the public fund from which the claim was
paid.

(Ord. 77-691-638, § 2; Ord. 81-775-491, § 2; Ord. 83-591-400, § 1)

Note—Former § 126.713.
Sec. 106.714. Travel outside continental United States.

The City and its Independent Agencies are authorized to make reimbursements at double the rates provided
in this part for travel expenses incurred outside the continental United States. Any such reimbursements
shall remain subject to all other limitations, restrictions and exceptions provided in this part.

(Ord. 77-691-638, § 2; Ord. 81-775-491, 8 2; Ord. 83-591-400, § 1; Ord. 2004-604-E, § 2)

Note—Former § 126.714.
Sec. 106.715. Travel expenses for lobbying.

No appropriation shall be encumbered or expended for travel for the purpose of advocating passage or
defeat of state legislation, and no officer or employee of the city or any independent agency shall perform
any such travel or advocacy during official duty hours, except:

(a) As requested in writing by a committee or subcommittee of the Florida Legislature or by the Duval
delegation thereto.

(b) With respect to independent agencies, as approved in advance by the governing body of the
independent agency.

(c) With respect to members or employees of the Council and members or employees of boards
appointed by the Council, as approved in advance by the Council or in accordance with its rules.

(d) With respect to the Mayor and other officers and employees of the city, except as provided in
subsection (c) of this Section, as approved in advance by the Mayor or his designee.

(Ord. 77-691-638, § 2; Ord. 81-775-491, § 2; Ord. 83-591-400, § 1)
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Sec. 106.716. Reimbursement to Duval County legislative delegation coordinator and secretary.

The Director of Finance and Administration is authorized to make reimbursement to the Coordinator and
Secretary of the Duval County legislative delegation at the per diem and travel rates established by the Joint
Legislative Management Committee of the Legislature, notwithstanding the rates authorized by Sections
106.706, 106.707 and 106.708.

(Ord. 79-1363-684, 8§ 1; Ord. 80-1138-577, § 1, Ord. 81-775-491, § 2; Ord. 83-591-400, § 1, Ord. 2016-140-E § 16)

Editor's note—

Ordinance 2007-839-E, § 18, authorized updated department/division names pursuant to reorganization.

Note—Former § 126.716.
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VI. OFFICE SUPPLIES, ADVERTISING, MAIL OUTS, STATIONERY, & BUSINESS CARDS

A. Procedures for Ordering Supplies
(Page 1 of 2)

ORDERING SUPPLIES, EQUIPMENT, & SERVICES

PROCEDURES AND REQUIREMENTS
Rev. January 1, 2018

The following procedures have been established to ensure all that requests are processed in

compliance with the Purchasing code and other applicable laws.

ADMINSTRATIVE PROCEDURES

The Administrative Assistant Il is responsible for maintaining the inventory of standard office
supplies, which includes ordering all office supplies and equipment, both standard and special
orders. Other employees do not have the authority to purchase any goods or enter into any

agreements for services that would result in cost to the Office of City Council.

Office Supplies

Office supplies are located in the Copy/Supply Room in Suite 425 near the Director’s Office. The
Supply Room is stocked with standard office supplies such as paper, pens, folders, envelopes, ink
cartridges, etc. Special orders to meet an individual’s personal preference (for a different brand or
type than what is already provided) are not accepted. However, special order items do include
items like calendars, trash cans, scissors, desk trays, etc. (items needed on an individual basis that
are not routinely stocked) and are ordered upon request, subject to approval by the Council

Director.

To request specific supplies that are not stocked in the supply room, please refer to the current
office supply catalog (issued to each Executive Council Assistant) to locate the item(s). Send a
detailed email to Administrative Assistant Il, Nancy Carlos, that includes the item description, item
number, page number, price, quantity needed, and brief explanation of need. In the absence of the

Administrative Assistant Il, supply requests are accepted by the Chief of Administrative Services.

Equipment

Employees are provided with standard office equipment such as computers, printers, monitors, and
telephones. Requests for equipment not provided must be approved in advance by the Council
Director. Employees are not authorized to remove equipment or supplies from the City Council

offices without approval from the Council Director.

Services

To report issues or to request assistance with computers, printers, telephones, or recording
equipment, contact one of the City Council’s IT Staff, Steve Cassada or Louie Marino. In most cases,
the Office of City Council can meet the need internally, thereby reducing costs associated with
outside sources. If an employee requires service from an outside entity, a request stating the

specific need must be made to the Council Director.
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Mass Mailings & Other Projects

Copiers and printers located in the City Council suites are intended for small print jobs and are not
to be used for large projects. Large projects, defined as more than 50 one-sided black & white
pages or more than 25 one-sided color pages, should be sent via email to the Copy Center at
COPYCENTER@coj.net to request a quote for the cost of supplies and services (see POLICY AND
PROCEDURES FOR USING CENTRAL COPY CENTER SERVICES attached). Cheryl Brown, Council
Director, and Laura Dyer, Executive Administrator must be copied on the email so that verification
of available funds and approval can be accomplished on the same email thread. The Copy Center is
not authorized to perform any services without first having the approval of the Council Director.

Internal city services, like the Copy Center, charge the cost of their supplies and services to the
requesting department’s budget. District Council Members are allocated a specific amount each
fiscal year for large print jobs and postage. The fiscal year allocation is determined during the
Budget preparation process for the following fiscal year. At-Large Council Members receive no
allocation, but may request approval from the Council President for specific projects. The City
Council policy and procedures for mass mailings, large print jobs, and other projects is attached to
this section.

e  Effective October 1, 2017, District Council Members are allocated $1,000 per fiscal year and At-
Large Members have no allocation. However, if an At-Large Council Member requires printing
and/or mailing services, the Council President may authorize the expenses.

The Office of City Council uses standard 4.25” x 6” cards for large mailings. These cards are ordered
upon request and are most commonly used for Community Meeting notices. Any other form of
mass mailing, including the use of envelopes, requires special approval by the Council Director.
(See example)
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POLICY AND PROCEDURES FOR USING CENTRAL COPY CENTER SERVICES

1. The Copy Center will perform print/copy/assembly/mailing jobs for Council Members. Prior
approval by the Council Director for each job is required and expenses are monitored to ensure
no Council Member exceeds their annual allocation. Although this does not include routine
mail, mass mailings (more than 25 pieces of mail), packages, and large print jobs (more than 50
one-sided black & white pages or more than 25 one-sided color pages) require prior approval
by the Council Director and will be processed by the Copy Center. The printers located in the
Council suites are not to be used for large print jobs.

2. A request form will be initiated by the Executive Council Assistant (ECA) for any services
requested by their Council Member. This includes requests for all services, i.e. printing,
copying, assembling, binding, and mass or bulk mailing. The request is submitted via email
(request form attached) to the email group COPYCENTER, as well as Cyndi Miller, Cheryl Brown
(Council Director), and Laura Dyer (Executive Administrator).

3. Once a request for services has been received by the Copy Center, a cost estimate for each job
(including postage if associated with print job and/or it exceeds 25 pieces of first class mail) will
be provided to the Executive Administrator to determine funding availability and to the Council
Director for consideration, prior to the commencement of any services performed.

4. The Copy Center is not authorized to perform any services for Council Members or their ECAs
(including but not limited to those services specified in #2 above) without approval from the
Council Director.

5. Services for Council Members will be charged to internal services accounts for index code
CCDEO11AD. The Executive Administrator will maintain account balances to ensure that no
Council Member exceeds their annual allocation and that funds are available.

6. Expenses for the Value Adjustment Board will be charged to CCCS011. The Value Adjustment
Board staff will be responsible for notating the VAB index code for all services requested.
Expenses for the Tourist Development Council will be charged to CCTD132AD. The Executive
Director for the TDC will be responsible for notating the TDC index code for all services
requested.

7. Employees from other departments, including but not limited to the Council Auditor’s Office
and Office of General Counsel, are not authorized to charge any services to the City Council’s
budget, without prior approval by the Council Director.

The Copy Center will continue to process requests for routine services by Administrative Services,
Legislative Services, Research, and the Office of Director, with or without the Director’s signature.
These expenses will continue to be billed to CCSS011AD (the operational budget for the City Council).
REQUEST FOR SERVICES FORM ATTACHED
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EXHIBIT 16 — Copy Center Services Request Form

REQUEST FOR COPY CENTER SERVICES

CCDED11AD
REQUESTOR 1D BADGE COUNCIL PROJECT DATE
NAME NUMBER MEMBER DESCRIPFTION OLANTITY MEEDED

1
2
3
4

Requestor's Signature Date

Council Director or Designes Date

COPY CENTER COST ESTIMATE

Cost for Printing/ Assembling: | |

Postage Cost: "'l |

Total Cost: | |

Date Expense Approved
[via email or signature)

F\EXCELYFORMS | Acrounting Forms\Copy Center Request Form.ikx
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B. Procedures for Advertising

ADVERTISING
PROCEDURES AND REQUIREMENTS

The following procedures have been established to ensure that all advertising for meetings and
other City Council events is processed in compliance with the Purchasing Code:

ADVERTISEMENTS

Approval

Council Members may request that their community meetings be advertised in The Florida
Times Union (and other newspapers upon request). All advertising must be submitted to the
Chief of Administrative Services in order to be placed. Neither Council Members, nor
Executive Council Assistants are permitted to place their own ads.

Specifications

It is the requesting staff member’s responsibility to specify which newspaper and to ensure that
all of the information in the ad is correct including spelling, dates and times, and location. The
document(s) must be initialed by the staff member indicating their approval prior to the
placement of the ad.

The standard size for ads will be 3” x 5”. Requests for ads in other sizes must be approved by
the Director.

When advertising in The Florida Times Union, the ad will be placed in the Community Paper
section. Requests for ads to be placed in other sections require the Director’s approval.
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EXHIBIT 17 — Example of Mass Mailing Post Card
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Ciry Hall-117 W. Duval St., Ste. 425
Jacksonville, Florida 32202
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