Kittitas County
2012 Preliminary Budget Narrative

AUDITOR

Departments Mission:

To provide the services fo the citizens of Kittitas County that are required
by law and directed by others in the most efficient and effective way
possible in a friendly, positive and cooperative manner. These services
include Finance and Budget, Elections, Voter Registration, Recording,
Vehicle Licensing and Administration.

Overview

The County Auditor is responsible for Budgeting, Auditing and Accounting;
Elections; Voter Registration; Recording; and Vehicle & Vessel Licensing. The
following explains my Depariments Accomplishments, Goals and 2012 Budget issues.

Departments Accomplishments:

Budgeting, Auditing and Accounting
The accomplishments for the Accounting Department are:

e Received the WFOA Annual Budget Award for the second consecutive vear
Completed the Annual Financial Report timely.

* Kept updated on new state laws particularly Department of Revenue, Empioyment
Security and Department of Retirement

» Implementation of union contracts.

e Worked with Prosecutor and Information Services for Small Works and Small Purchase

Roster.

Department of Revenue online reporting; excise and unclaimed property.

Emailing Special Purpose districts their reports instead of printing and mailing

Completed Set up of Direct Deposit for Speciai Purpose Districts

Enter the grants into QuickBooks for tracking and reporting

Enter the Homelessness and Affordable Housing grants into QuickBooks for tracking

Set up Vendor reporting on CAMAS to meet requirements, including Debarment,

Department of Retirement early retirement guidelines

e Excel Training user group for the county, which will helped the employees become
familiar with the software we are requiring them fo use

»  Setup online access for employees to receive their paystubs online
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Recording
The accomplishments for the Recording Department include:

= Continue with document archiving projects within county depariments needing to comply
with retention schedules and to address storage issues.

¢ Maintain quick turnaround time for recorded documents.

« Continued scanning and indexing project for back records.

Vehicle Licensing
The accomplishments for Vehicle Licensing Department include:
e Continued public access to Department of Licensing at the office kiosk computer.
Enabies the public to use a credit card fo pay for their license renewal and get qguicker
service,
« Continued coordination of additional vehicle title work with other counties and financial
institutions.
e« Completed the process for the Licensing Deputies to become certified with the
Department of Licensing as required beginning in the recent contract with DOL_
= Successful implementation of multiple additional requirements for licensing.
o Implemented procedures for Discover Pass.
o Assist dealerships with implementation of e-permitting process required by July
2011.

Elections
The accomplishments of Elections Department include:

¢ Maintained the mandatory level of Certified Elections Adminisirators required by state law
Continued impiementation of the necessary policies and procedures to comply with the
Help America Vote Act (HAVA).

e« Continued implementation of the Miitary and Overseas Voter Empowerment Act
(MOVE},

¢ Continued improvement of Online Video Local Voters’ Pamphlet.

* [mplemented new laws and rules resulting from legislative session.

¢ Began County Redistricting Process.

Voter Reqistration
The accomplishments for Voter Registration Department include:

= Completed clean up of all voter registration database as of closing of the poll books for
the Primary Election.

¢ Implemented all policy and procedure changes required by federal and state legislation.

¢ Iimplemented new voter registration deadlines.

Departments Goals:

Budgeting, Auditing and Accounting

The goals for the Budgeting, Auditing and Accounting department include:

Continue the inventory audit

Complete our sales tax audit

Continue completion of the County Annual Financial Report on time
Created Audit Committee

Organize our records in the basement, for recards retention

Set up credit card automatic payment process

Set up for electronic payments for Accounts Payable
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e Update and finish policies: Grant; Travel: and Credit Card

s Vehicle Maintenance records activated on CAMAS

e Purchase and install document management system for employee records, payroll and
accounts payabie

¢ Establish, with Treasurer, electronic redemption of warrants and electronic retention of
warrants

@ Allowing Districts to have access to CAMAS for their information
e Set up reporiing requiremants for the Health Care Act
¢ Set up electronic reporting for IRS 1099 forms
»  Complete Cayenta Upgrade
Recording

The goals for the recording Depariment include:

= Continue the process of scanning and indexing recorded documents back fo patent for
Kittitas County

s  Reorganize Recording and Licensing Department areas to accommodate better customer
service

Vehicle Licensing
The goais for the Vehicle Licensing include:

¢ Continue the process for the Licensing Deputies to remain certified with the Department
of Licensing

e Assist with additional on line processing of registration renewals

= Reorganize Licensing and Recording Depariment areas to accommodate better customer
service '

Elections
The goals for elections include:

= Incorporate all of the election date changes into the years schedule.
e  Successfully conduct the large Presidential General Election.
e Compiete the 2012 Redistricting process

Yoter Registration

The goais for voter registration include:

¢ Continue identifying inactive, deceased and invalid voter registration information in
cooperation with the Washington State Office of the Secretary of State

2012 Budget issues:

My 2012 budget is divided into 6 different Departments: Administration; Budgeting,
Auditing and Accounting; Recording; Vehicle Licensing; Elections and Voter
Registration.

Administration

Travel & Registration

My Travel ($1,750) and Registration (3745) budget iine items need to be maintained due fo the diversity
of responsibilities the County Auditer has in performing my duties. The following is a list of Conferences,
Committees and organizations that the County Auditor attends and beiongs to.




Conferences
Legislative Conference
Recording Conference
Licensing Conference
Finance Conference
Election Administrators Conference
Auditors’ Conference
WACO
WFOA

Commifiees
Quarterly DOL Meetings
DOL Sub-Agent Review Commitiee
State Archives Oversight Committee — Chair — Secretary of State
State Local Government Advisory Committee — State Auditor's office
Washington State Association of County Auditors Finance Commitiee Co-Chair
Washington Association of County Officials Audit Review Commitiee

Cther Memberships
AGA
NACRAC
NACO
WFOA

Budgeting, Auditing and Accounting:

The Accounting Department is responsible for Budgeting, Auditing and Accounting.  This includes
Budget, Accounts Payabie, Payroll, General Ledger, Project Accounting, Internal Auditing, Fixed Assets,
Grants, and insurance renewal for the County. There are currently 8 employees in the accounting
Department. The Accounting Department currently works with ali county offices and several state and
federal agencies and special purpose districts. The Accounting Department is the processing center for

all special purpose districts.

Supplies
We reduced the office supplies as we continue to cut back and look at operations and finding the best buy

on supplies.

Publications
The publications that we currently subscribe to include a Payroll, Accounting and Grant guides, which
keeps us updated on the law changes for both state and federal issues.

Minor Equipment
We need to purchase another caiculator,

Travel

For the past several years, employees went to training at their expense which also limits the type and
number of trainings we are able to atiend. With the new accounting principles and payroll reguiations
changing staff needs to be trained.

Software Maintenance

The maintenance costs on software are $36,900.00 on all applications the Accounting Department uses.
This includes Cayenta (Financial and Operations, including ODBC and Actuate), NOVAtime, Tax Tools,
Troy Check Scribe and Quick Books. Several other applications the Accounting Department uses are
web software and no maintenance is required, i.e.; Internal Revenue; Social Security: Employment
Security; Labor & Industries; Department of Retirement; Federal Reserve; US Bank Direct Deposit; Credit




Card Banking; Deferred Compensation; and Office of Support Enforcement, Department of Revenue,
VEBA, DIS Scan billings and Alistate insurance.

We are requesting $28,000 for Cayenta to maintain our finance software, This amount will be shared with
Public Works. Cayenta has routine maintenance and updates that needs to occur throughout the year,
These updates have not been done in over a year as Information Services is too busy. Information
Services is currently in charge of the maintenance and updates, but with Cayenta being very complex,
using 5 servers and several programs operating off of Cayenta (i.e. Actuate and ODBC) and staff being
too busy dealing with other issues the maintenance is not being done. We currently have to do a work
around with the software, which is not a good practice. Cayenta is still not compatible with Windows 7.
We are in the middie of an upgrade and it is going really slow. Information Services is stretched pretty
thin and always seem to be putting out fires instead of being proactive.

Training

Training is essential in the accounting field. There are constant changes in the payroll, accounis payable,
budgeting and financial accounting and reporting. Each has separate specialized reguirements which
need to be reviewed, analyzed and implemented.

The accounting staff belongs to the Association of Government Accountants (AGA), Washington Finance
Officers Association (WFOA), and American Payroll Association (APA)Y. There are 3 conferences each
year, County Auditor's Finance Conference, WFOA Annual Conference, and AGA Annual Conference.
WFOA, AGA and APA offer additional speciaiized trainings through the year.

The Budget and Finance Manager is a Certified Governmental Financial Manager and a Professional
Finance Officer and requires training to hold the certifications. The requirements are 40 CPE hours of
professional training.

Dues and Subscriptions
This category is increased $1,000.00 to subscribe to an onfine Financial System calculator, that you

create your disclosures by answering guestions and the program assists with the proper disclosure and
the correct accounting standard for your answer,

Revenues

We show'a new revenue source for-accounting, the interfund charges for'sérvices came from theservices

we are performing for Veterans Assistance, Community Services, Homelessness and Affordable Housing.

Recording

The recording Department records legai documents, including deeds, mining claims, surveys and
anything that anyone wants to record. The staff performs, at the public’s request, record searches of the
documents recorded. - The earliest record 'dates back to 1882. The staff is also responsible for issuing
marriage licenses with license records also going back to 1882. There are currently 2.5 employees in
recording.

Training

The Recording Conference is the only time that employees in the Recording Department have the
opportunity for training. Depending on the agenda for this conference, it can be of utmost importance for
atiendance. Again, this may depend on legislation and impiementation of changes.

Vehicle Licensing

The Licensing Department issues licenses for motorized vehicles, including cars, trucks, snowmobiles,
and ATV's. Also, transfer of ownership of vehicles, sale of tonnage for trucks, and disabled person
parking permits. The county must a keep complete inventory of all items issued by the State Department
of Licensing. This includes items issued to the sub-agent, Gary Guzzie Insurance in Cle Elum. There are

currently 2.75 full time employees working in licensing.




Training

The Licensing Conference & DOL Quarterly Meetings assist with maintaining the constant changes and
upgrades that occur with the vehicle licensing system. These also bring Licensing Agents {County
Aucitors) and subagents together at the state level for communication and joint efforts for better
operations and customer service. This last legisiative session brought several additional requirements for
licensing that have been significantly challenging.

Elections

The Election Department works closely with the voter registration Department. Elections must follow the
laws and regulations set forth by RCW, WAC's and Secretary of State. The Election Department
performs elections for State, County and most of the special purpose districts. The Election Department
works with the Secretary of State, County Prosecutor, Board of County Commissioners and special
purpose districts. There are currently 1.5 employees assigned to Elections and Voter Registration.

Training

The Election Administrators Conference is the primary training venue for election workers to maintain
certification. State law requires 2 individuals within the elections department to be Certified Election
Administrators. There are now 4 in the Auditors Office, which includes the Auditor. Three staff provides
for a backup to ensure our compliance with state law. 1t is not unusual for multiple changes in state law to
change each year. It is imperative that we keep apprised of those changes and the ramifications of the
changes together with training for implementation. Redistricting is scheduled for 2012. We must be
ready for this process.

Software Mainienance
Beginning with 2011, grant funding is no longer available to pay for software maintenance. As a result,
the General Fund Electians budget will reflect these costs,

Equipment :
One of our ballot scanners is out of service. The estimated cost to repair the scanner is going to total

about $5,000. We have backup equipment to serve us for the 2011 General Eiection. We are adding the

- repair costs. to the 2012 Budget together. with an additional amount to assure we are covered for...

unanticipated costs. We are also adding $5,000 for equipment replacement rotation for all of the election
equipment. We currently have 2 scanners purchased at $16,000 each and a printer that was purchased
6 years ago at $25,000. if we had put funds aside to build the replacement we should have $21 400 set
aside for replacement and $8,900 annually. This equipment was purchase with HAVA grant funds, and
with it unlikely that the grant funds will be available in the future: we need fo set funds aside for

replacement. We would like to start the repiacement funds at $5,000.

Printing and‘Supplies :

During 2012 we will bring 5 school district maintenance & operation elections and the large General
Election. Additional costs will be incurred to ramp up for these elections. Also, the State does not
reimburse its share of election costs in even years, so the revenue will be reduced to compensate,

Voter Registration

The voter registration Department works closely with Elections and follows requirements set forth by the
Washington Constitution, RCW's, and WAC's regulated by the Secretary of State. The county can not
refuse to register anyone to vote or they can be fined as a misdemeanor. Voter regisiration files are
closed for 29 days before an election and 8 days for new registrations. With the possibility of changing
Congressional Districts, we need o be prepared to mail every registered voter a new voter registration
card reflecting any precinct or district changes.




County Auditor

The County Auditor:

RCW 36.22

(1) Shali be recorder of deeds and other instruments in writing which by law are
to be filed and recorded in and for the county for which he or she is elected;

{2) Shall keep an account current with the county treasurer, charge all money
received as shown by receipts issued and credit all disbursements paid out
according to the record of settlement of the treasurer with the legislative
authority;

(3} Shall make out and transmit to the state auditor a complete statement of the
state fund account with the county for the past fiscal year certified by his or her
certificate and seal, immediately after the completion of the annual settlement of
the county treasurer with the legislative authority. The statement must be
available to the public:

(4) Shall make available a complete exhibit of the prior-year finances of the
county including, but not limited to, a statement of financial condition and
financial operation in accordance with standards developed by the state auditor.
This exhibit shail be made available after the financial records are closed for the
prior year.

(5) Shall make out a register of all warrants legally authorized and directed to be
issued by the legislative body at any regular or special meeting. The auditor shall
make the data available to the county treasurer. The auditor shall retain the
original of the register of warrants for future reference:

RCW 29A
(6} Shall be the supervisor of all primaries and election, general or special, and
shall provide places for holding such elections: to appoint election officers; and to

provide the supplies and materials necessary for the conduct of elections.

There are other duties as required by RCW, but to numerous o list.



The County Auditor’s has 5 basic functions, which are:
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Budget Auditing & Accounting

The Accounting Depariment is responsible for Budgeting, Auditing and
Accounting.  This includes Budget, Accounts Payable, Payroll, General
Ledger, Project Accounting, Inventory, Grants, Auditing and insurance for
the County. There are currenty 6 employees in the Accounting
Department.

The Accounting Department currently works with ali county offices and severai
state and federal agencies and special purpose districts. We are also the
processing center for 19 special purpose districts for accounts payable and payrol.

The Accounting Department is currently audited by the State Auditor, IRS, Employment Security,
Labor & Industries, DSHS, Department of Retirement, Department of Revenue, Department of
Commerce, and other granting agencies.

Currently, the staff of the Auditor's Accounting Department performs accounting duties that are
charged to other funds due to the nature of the duties. These funds include the Veteran's
Assistance; Community Services (Elmview, Alcohol Drug & Dependency, and Central
Washington Comprehensive Mentai Health); Homelessness and Affordable Housing grant
tracking and reporting; Stadium Fund (Hotel-Motel) grant tracking and reporting; Historical
Document grant reporting and tracking; additional sales tax tracking and reporting; and E-911
grant tracking and reporting

The current software used by the Accounting Department includes:

Caventa Financials ~ integrated accounting software system. The software is shared with Public Works, and
other users for inquiry only in Public Health, Sofid \Waste and Human Resources.

Caventa Asset Management System- asset tracking system. This system is used to track all county assets
including equipment, iand, buildings and improvements for GASB 34 reporting purposes.

NOVAlime — time and attendance system. This system is used for alf employees to track their attendance,
leave banks and hours spent on projects.

QuickBocks ~ accounts receivable system. This system is used to track all the receivables the Accounting
Department is responsible for billing,

Troy System (ChequeScribe) — check imprinting and signing software. This system uploads the information
10 sign and produce all warrants.

CashTax — This systern is the Treasurer's system. We use this system for making deposits, posting internai
transfers and auditing transactions.

Tax Tool - This system allows us to review all sales tax collections.

CAMAS - This system is used by all departments to process their Accounts Payable and FATS, a county
wide Fixed Asset Tracking system,

Miscellaneous Softwarg - inciudes PS-BOS; PC-ACH, UIFastTax alf used in completing the payroll process.

The Accounting Department is under incredibie deadlines. There are certain financial penalties
that can be assessed to the county if these deadlines are not met. They can be as minimal as
$8.00 a day assessed from the retirement systems for not receiving their reports on time;
$26,000.00 from the [RS for being late on the payroli taxes; or failing to foliow through with
auditing and reporting requirements and lose the federal funding for the county of $4,229 711, or
not to have the inventory completed and have the Board of County Commissioners removed
from office.



Budget, Auditing & Accounting con’t

The following graph shows the total amount of accounts payable warrants issued for all sounty

Departments,
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The following graph shows the amount of gross salaries paid to all county employees.
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The following graph shows the number of paid employees not the positions.
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Elections

The Election Department works closely with the Voter Registration Department.
Efections must follow the laws and regulations set forth by RCW's, WAC's, the
Secretary of State and Federal Election Laws.

The Election Department performs elections for Federal, State, County and most of
the special purpose districts.

The Election Department works with the Secretary of State, County Prosecutor, Board of County
Commissioners and special purpose districts.

The current software/hardware used is Hart for the scanning & tally system.
Audits are performed by the Secretary of State and State Auditor's office.

Funding is generated by candidate filing fees and each entity paying for their share of the election
costs. The State currently pays for odd year elections, which are for measures only. Thereis a
request for legisiation for the state to pay for even year elections.

There are currently 1.5 employees assigned to Elections and Voter Registration.
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Recording

The Recording Department records legal documents, including deeds, mining claims,
surveys and anything that anyone wants fo record. The staff performs, at the
public's request, record searches of the documents recorded. The earliest record
dates back to 1882,

The staff is also responsible for issuing marriage licenses with license records | /
alsc going back to 1882, -

The Recording Department receives direction from the Secretary of State — archiving
following the RCW's and WAC's as the regulation.

The staff also works with the County Treasurer, Assessor, Public Works, Community
Development Services, title companies, surveyors, banks, attorneys, collection agencies, IRS,
DSHS, DNR and Employment Security.

The Recording Department is currently audited by the State Auditor's office.

The current software used is Eagle systems and this software was purchased with the Auditor
Historical Document funds.

There are currently 2.5 employees in recording.

County revenues collected by Recording are recording fees, records searches, marriage licenses,
survey-plat map recordings and copy of records

The number of transactions the Recording Department performed during the past vears is:

e fof Recorded Documents
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Vehicle Licensing

The Licensing Department issues licenses for motorized vehicles, including éé;’s, irucks,
snowmobiles, and ATV's. Also, transfer of ownership of vehicles, sale of tonnage for trucks, and
disabled person parking permits.

The county must keep a complete inventory of all items issued by the State Department of
Licensing. This includes Hems issued to the sub-agent, Gary Guzzie Insurance in Cle Elum.

There are currently 2.75 full time employees working in ficensing.

The Licensing Depariment works primarily with the Washington State Department of Licensing
and Department of Revenue, which provides the laws & regulations (RCW's & WAC's) to follow.
The staff also works with the County Assessor and County Treasurer, car dealerships, and sub-
agents.

The State DOL provides the computer software and hardware, forms, tabs, and plates. The
county provides the staff, space and minor operating supplies and equipment.

Each year DOL reviews the expenses of the County to make sure revenues collected fund the
expenses of the county. The Licensing Department is audited by DOL, DOR and State Auditor.

The revenues coliected are from vehicle licensing and internet sales of licenses.

The following are the number of county fransactions that the Licensing Department performed by
year.

# of Licensing transactions
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Voter Registration

The Voter Registration Department works closely with Elections and
follows requirements set forth by the Washington Constitution,
RCW's, WAC's regulated by the Secretary of State.

The county can not refuse fo register anyone fo vote or they can be
fined with & misdemeanor.

Voter registration files are closed 29 days before an election and 8 days for new registrations.
Every 2 years, an address verification process must take place to clean up the files.

The precinct boundaries must be maintained and redistricting may occur.

Voter registration works with Secretary of State, County Public Works, GIS, Assessor, the Courts
Department of Health and other counties.

The software used is VEMACS.
Each city is billed for their share of voters based on the actual expenses.

The numbers of total registered voters of the past few years are:

# of Registered Voters
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