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1. COIN MAIN MENU

3 SNIP - EXTRA! X-treme &

i0Ba0 8 b0 @WAlesa 8 s A o3 s el
MAIN-A COIN MAIN MENU Lods 20027200058 2len 257

V.12052006 LOC: 013 OFF: 304 ARLINGTON COUNTY

I SYSTEM MAINTENANCE

2§ BUDGET REQUEST PROCESSING

3 REIMBURSEMENT PROCESSING

4, PERSONNEL PROCESSING

B REPORTS

6 . INQUIRY

& TTF BUDGET REQUEST

5. UPDATE LOCALITY--OFFICE INFORMATION

QR TRONG
BROADCAST MESSAGES:
12312004

WELCOME TO THE COIN PRODUCTION REGION.

F1=HELP F12=LOGOFF

Keys: 190316 Saved; 0013

igstart.  [En

e Select Option #2- “Budget Request Processing”
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2. Main Menu - Option #2, Budget Request (OLB) Menu

Purpose:

The Budget Request menu is accessed from the COIN main menu. All Budget Request functionality will
be accessed through this menu. A user may choose to view the Permanent Personnel data sorted by Last
Name, or Position Number. The user may also select a starting value whereby the Permanent Personnel
screen will display the record requested or the next record in the sort sequence if the requested record was
not found.

Navigational Path

e Coin Main Menu — Select Option #2, COIN Budget Request

SHERIFF’'S AND REGIONAL JAIL SUPERINTENDENT’S

=3 SNIP - EXTRA! X-treme = [=]5<)
EDSH@¢~QU“_1‘)=é7§ﬂ§%ﬂogg’§dﬁ}?!
MCBO COIN BUDGET REQUEST F O E—I 2~ sl 27
e V.1107200686 By 2008 LOC: 013 OFF 304 ARLINGTON COUNTY

OFFICE SHERIFF ORI CER:S ARTHUR

BUDGET REQUEST MENMU

& PERMANENT PERSONNEL SORTED BY
_ LAST NAME OR STARTING LAST NAME

_ POSITION NUMBER OR STARTING POSITION NUMBER:

ENTER "X'" FOR SORT ORDER ONLY

ADDITIONAL EMPLOYEE REQUEST
TEMPORARY PERSONNEL

FULL OR PARTIALLY FUNDED PERSONNEL
OFFICE EXPENSE FUNDING

EQUIPMENT (EXCLUDING CLERKS)
RECORD WORKLOAD INMFORMATION

UPDATE LOCALITY IMNMFORMATION
SFECIAL PROGRAM CERTIFICATION
CERTIFY BUDGET REQUEST

COMMENTS

OPTION

F1=HELPF F3=MENU F4=TOTALS Flz=MAIN
AEW % 00 .1 2209

Connected to host ditmys2, state.va.us [165.176.127.4] (CIPO1C41) Keys: 190320 Saved: 0013 UM 11:26 AM
L rarvrr=—vn o v .
77 start. [Bbe o7 .. % [ 11520

Helpful Hints:

e COIN Budget Request Menu provides access to other related screens
e Locality and office code will be displayed by COIN when you log into the COIN system
e ‘FY’ - The upcoming fiscal year will be pre-filled on your COIN Budget Request Menu
v If you wish to view a prior fiscal years Budget Request, type over the supplied fiscal year

o If the required fields have not been completed, the system will not allow you to certify your Budget
Request
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Budget Request Menu - continued

231 SNIP - EXTRA! X-treme = =]X)
PDE0S damo m@e—a s S E o E iz i
Bl | MCEO COIN BUDGET REQUEST 2006-12—-20 11:27
2| v . 11072006 FY: 2008 LOC: 013 OFF 304 ARLINGTON COUNTY

OFFICE SHERIFF OFFICER: ARTHUR

BUDGET REQUEST MENMU

& PERMANENT PERSONNEL SORTED BY
_ LAST NAME OR STARTING LAST NAME

POSITION NUMBER OR STARTING FPOSITION NUMBER:

ENTER "X'" FOR SORT ORDER ONLY

ADDITIONAL EMPLOYEE REQUEST
TEMPORARY PERSONNEL

FULL OR PARTIALLY FUNDED PERSONNEL
OFFICE EXPENSE FUNDING

EQUIPMENT (EXCLUDING CLERKS)
RECORD WORKLOAD INFORMATION
UFDATE LOCALITY INFORMATION
SPECIAL PROGRAM CERTIFICATION
CERTIFY BUDGET REQUEST

COMMENT 3

OPTION

Pl =HELZE F3=MENU F4=TOTALS Flz2=MAIN

27.4] (CIPO1C41) Keys: 190320 Saved: 0013

Helpful Hints (Continued):

e The ‘Last Name’ sort is the default sort option if no sort option is selected or no partial entry is found
v' The user may enter an ‘X’ in the ‘Last Name’ sort field to start at the 1% name listed alphabetically
for your office, or
v" Tab to the “Starting Last Name’ field and input the Last Name of the employee you choose to start
the sort
v If astarting point or partial initial selection is selected but not found, the Permanent Personnel
screen will be displayed starting at the next closest record
v Only one sort order option or full/partial starting key may be chosen
e Screen selections #2 through #11 are accessed by entering the choice into the “Option” field in the
lower left hand corner of the screen
v Invalid option will result in an error message.

Procedures:

e Selectan ‘Option”

v/ If Option #1, Permanent Personnel, input *X’ next to the sort order you want to view
e ‘F’ Function Hot Keys allow back and forth movement between commonly used screens
e Press ‘F3’ or ‘F12’ to exit the screen to the COIN Main Menu
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3. Option #1, Permanent Personnel

Purpose:

The Permanent Personnel Request Screen is accessed from the COIN Budget Request menu. This screen
allows the user to review and update the Permanent Personnel for the Budget Request. The user may
update the Local Salary, Salary Amount Requested and Class Change. The Compensation Board (CB) may
update Annual Salary, Salary Amount Requested and the Class fields. Totals for various fields may be
accessed from this screen.

Navigational Path:

e COIN Main Menu - Select Option #2, COIN Budget Request
COIN Budget Request Menu — Select Option #1, Permanent Personnel

SHERIFF'S AND REGIONAL JAIL SUPERINTENDENT'S

3 SNIP - EXTRA! X-treme (A
iDa0 e dnmo A48 % BR 0B eas ]
MCBI1 COIN BUDGET REQUEST 2006-12-15 13:086

My Se..0

E}B V.11292006 FY: 2008 LOC: 530 OFF: 304 BUENA VISTA CITY

PERMANENT PERSONNEL SORTED BY LAST NAME

CHG POS SSN LAST NAME FIRST NAME
ANNUAL LOCAL SALARY AMT REOQ SALARY CLASE CLASS
APPROVED SALARY SUPPL ABOVE AMT REQ CHANGE
3 ooooz HRHHND 345 HERBERTSON DANIEL
37070 3 37070 0 0 37070 cslo ____ _
C 00001 RN 2304 JONES MATTHEW
57372 57372 0 0 57372 SHERE oo
C 00003 RN G506 MORRISON MELANIE
21338 21338 0 0 21338 SECI

F1=HELP F3=MENU F4=TOTALS F5=FIRST FE=LAST F7=PREV F8=NXT F12=MAIN
AEN 9% 00,1 11/26

Connected to host ditmysZ state.va,us [165.176.127.4] (CIPO0G26)

Keys: 188804 Saved: 0002 UM
e -
‘s start. | . [
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Option #1, Permanent Personnel
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a 213228

A=W =T 00 . T
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Helpful Hints:

e  Option #1, Permanent Personnel screens display salaries for all CB funded employees

e  This screen displays each position record for your office

v" If needed, multiple screens will be displayed to view all position records for your office

e |[f salary adjustments are made to the “Salary Amount Requested’, COIN will calculate the difference from the CB
annual salary approved and place the difference in the amount requested above field

e  Personnel changes (CB10s) processed during the time period that the online budget system is available to your

office will automatically update personnel and salary data in COIN

v" The processing of a CB10 could eliminate any salary increase and/or change requests previously entered on
this screen for the affected position if the officer has not yet signed off on the completed budget request

e  The following codes may be listed in the ‘CHG’ data field
v" Blank Space = No CB10 action taken
v/ ‘C’=CB10 Change

e |fthe type of request entered for the affected position prior to the personnel change is still desired after the
personnel change, the request must be re-entered in the permanent personnel screen of the budget request process

prior to sign off by the officer

PROCEDURES:

Annual Approved:
Local Salary:

Supplied by CB (Can be changed by CB)

Enter the total salary for each position including locality supplement if applicable. If no

local supplement funded press the “Enter” key and the CB Annual Approved Salary will be

used.
Salary Suppl:
Salary gives you the salary Supplement
Amt Req Above:
requested above
Entered by Officer or Compensation Board
Supplied by system

Sal Amt Req:

Class:

Class Change:
position.

(Do Not Enter A CB10 For This Request)

Calculated for you = Total Locality amount minus the Compensation Board Approved

Calculated for you = Salary Amount Requested — CB Annual Salary gives you amount

Enter the class you are requesting for a salary alignment for the employee currently in this

e  After all requested data has been entered, press the “Enter” key to update

e  Press ‘F8’ to proceed to the next page
e  Press ‘F3’ to exit the screen to the Budget Request Menu
e  Press ‘F4’ to display “Totals” for your office
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4. Option #2, Additional Personnel Request

Purpose:

The Additional Personnel Request Screen is accessed from the COIN Budget Request menu. This screen
will allow the User to Request Additional Personnel. The User may request additional personnel by Class
type.

Navigational Path:

e Coin Main Menu — Select Option #2, COIN Budget Request
e COIN Budget Request Menu - Select Option #2, Additional Personnel Request

SNIP - EXTRAL X -treme

DS oMo @fle = a8 8 a1 O o 824 q?!

MCB 2 COINM BUDGET REQUEST 2006 12 =20 11 :28
'éj‘a" v .12142006 FY: 2008 LOC: 013 OFF 304 ARLINGTON COUNTY
ADDITIONAL FERSONNEL REQUELST
CLASS ENTRY MUM OF TOTAL AMT
LEV SAL POSITIONS REQ
PCLS 17785 * _
PME 1) s o el
PREC 17785
FTRT TP Pes
cK A 19092 *
cs7 27148 *
2% 48 7
TOTAL
0008
ENTER MNUMBER OF POSITIONS
F1=HELP F3=MENU F4=TOTALS F5=FRST F6=LAST F7?=PREYV F8=NEXT Flz=MENU
T 00 ok 08-265

Connected to host itmvs2 state.
Sornested o b
72 start [ ®& 1o

us [165.176.127.4] (CIPO1C41) Keys: 190322 Saved: 0013 UM 11:28 AM
out. f Fvo

1852 ST - FXTRAL etreme = E 1125 am

Helpful Hints:

e  Complete this section to request additional full-time CB funded positions of a predefined class, or

e Complete this section to request additional full-time CB funded positions other than a predefined class

o Blank data fields (Class, Entry Level Salary and Number of positions) are provided to enter request for
Additional Personnel other than pre-listed CB classes and/or salaries

e COIN calculates the total amount for each class based on the number of positions requested

o  “‘Number of Positions’ fields are required, you must enter a ‘0’ or the number of additional full-time
CB funded positions requested

e Any new positions approved by the General Assembly or any reallocated positions will be allocated by
the Compensation Board in FY10, as they were in FYQ9, based upon the request and in accordance
with the Compensation Board‘s staffing standards

e Valid CB Class must be entered; salary request must be between minimum and maximum of pay band
of class requested.

Compensation Board 6
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Option #2, Additional Personnel Request

1 SNIP - EXTRA! X treme [BEE
H = =T Wi e T Ly P R S B, P SR e T e oY1 @f’!
MCB2 COIN BUDGET REQUEST 2006-12-20 11:28

% ¥ .121420086 FY: 2008 LOC: 013 OFF 304 ARLINGTON COUNTY

ADDITIONAL PERSONNEL REQUEST

CLASS ENTRY NUM OF TOTAL AMT
LEV SAL POSITIONS REQ

PCLS 17785 ~* -

PMED 17785 =

PREC 17785 *

PTRT 17785 *

CK A 19092 ~

cs7 27148 >

c7 27148 >
TOTAL
o008

ENTER NUMBER OF POSITIONS
F1=HELP F3=MENU F4=TOTALS F5=FRST TF6=LAST F7=PREV F8=NEXT F1l2=MENU
AEN 9% 100 1 08-25

Connected to host dimvs2 state.va,us [165.176.127.4] (CIPO1C4 L) Keys: 190322 Saved: D013 NUM 1128 AM
e X
‘4 starl @ E.o B SMIP - EXTRAL %-treme | 4 Draft % 8 11:28

Procedures:

Class: Supplied by CB. If the supplied class is not the class you wish
to add, tab to the blank field under the class column and input
the class code you wish to request. Valid CB Class must be
entered, if unknown, see salary scale in the appendix

Entry Level Supplied by CB. If the supplied salary is not the salary you
wish to request, tab to the blank field under the “Entry Level’
column and enter the salary you wish to request

Number of Positions: Enter the number of positions you are requesting

Blank Fields (Other) Enter Class, Salary and number of positions requested

Press the “Enter” key after completing the information requested
Press “F8” to proceed to the next screen

Press ‘F3=EXxit’ to exit the screen to the Budget Request Menu
Press ‘F4’ to display “Totals” for your office
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Option #2, Additional Personnel Request

SHERIFF'S

=3 SNIP - EXTRA! X-treme (AT
DO S o o] s =m 8 8 =3 Ogg’ﬁﬁr—ﬁc?!
MCB2 COINM BUDGET REQUEST 2006 12 20 11:28

Vv.lzl42006 FY: 2008 LOC: 013 QOFF 304 ARLINGTON COUNTTY

ADDITIONAL FERSONNEL REQUEST

CLASS ENTRY MUM OF TOTAL AMT
LEV SAL POSITIONS REQ

PCLS 17785 * _

PME 1) s o el

PREC 17785 *

FTRT TP Pes

cK A 19092 *

cs7 27148 *

2wl ag *

T A L
0008
ENTER MNUMBER OF POSITIONS
F1=HELPF F3=MENU F4=TOTALS F5=FRST F6=LAST F7=PREWV Fe=NEXT Flz=MENU
T00 . L 0825

Keys: 190322 Saved: 0013

SUPERINTENDENT'S

1£3 SNIP - EXTRA! X-treme = =]3)
LD LS e B o] [P = on b8 S S o e s ks 0w )
MBS COITN: -BUBGSGET REQEEST 2006—-12-06 e e

W A1 AR2 82008 Y 2008 LOoC: 450 OFF 304 RAPPAHANMNOCK SEC CTR

ADDITIONAL PERSONNEL REQUEST

CLASS ENTRY NUM OF TOTAL AMT
LEYV SAL POSITIONS EEQ
R c7 27148 * —
R CKA 18 8582 *
RPCL.S 17785 *
RFMED 17785 *
RFREC 17785 >
RPTRT 17785 2%
RBEEC1 18082 2%
TOTAL
o0

ENTER NUMBER OF FOSITIONS
F1=HELP F3=MENU F4=TOTALS F5=FR=ST Fe=LAST F7=FPREWV F8=NEXT Flz=MENU

[AEW

00 .1 0825

Connected to host ditmys2 state.vs.us [165.176.127.4] (CIP03586) Keys: 186475 Saved: 0062 MUM
74 start [

Note: Regional Jail Superintendent Positions all begin with the letter “R” to denote
Regional Jail positions
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5. Option #3, Temporary Personnel Fund Request

Purpose:

The Temporary Personnel Request Screen is accessed from the COIN Budget Request menu. The
Temporary Personnel Request Screen allows the user to review or update the total dollar amount requested
for the Temporary Personnel funding in the Budget request.

Navigational Path:

e COIN Main Menu — Select Option #2, COIN Budget Request
e COIN Budget Request Menu — Select Option #3, Temporary Personnel Request

SHERIFF’'S AND REGIONAL JAIL SUPERINTENDENT’S

MCD 3 COIN DBUDGLET RLEOUEST 2006—12—20 11 ;289
V.lz2z1l42006 TF¥: 2008 LOC: 013 QOTFT 304 ARLINGTON COUNTY

TEMFORARY FERSONNEL REQUEST

DASE AMOUNT TOTAL AMOUNT REQUIESTED
AFPFROVED REQUESTED ADOVE., DELOW

150273 a —150273

F3-MENU F4_-TOTALS F2 -FUNDING Fl2-MAIN
an

Helpful Hints:

e The budgeted amount for the prior fiscal year for Temporary Employee funding is displayed in ‘Base
Amount Approved’ column
e The ‘Total Requested’ data field should reflect your total request needed for Temporary Personnel
funding
v If no additional funds are needed above the ‘Base Amount Approved’, enter in the ‘Base Amount
Approved’ as your total request for Temporary Personnel
v If additional or reduced funding is reflected in the ‘Total Request’ data field, the ‘Amount
Requested Above/Below’ will be recalculated
e Check the Base Amt Approved to your Original July 1 Approved Budget to make sure that fund
transfers approved during the current year are not included in this figure, unless the approved
Compensation Board minutes state that this is a Base Budget Adjustment

Compensation Board 9
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Option #3, Temporary Personnel Fund Request

123 SNIP - EXTRA! X-treme (A=
P o0E0 S im0 m@lesa s & R o el
COIN BUDGET REQUEST

2006-12-20 11:2¢9

% ¥.,12142006 FY: 2008 LOC: 013 OFF: 304 ARLINGTON COUNTY
TEMPORARY PERSONNEL REQUEST
BASE AMOUNT TOTAL AMOUNT REQUESTED
APPROVED REQUESTED ABOVE, BELOW
150978 _ 0 -150878
ms.
P
ER
M
= s
e F1=HELP F3=MENU F4=TOTALS F9=FUNDING F12=MAIN
oM
© [AEN 00 1 1033
Keys: 190325 Saved: 0013 MM 11z3AM

Procedures:
Base Amt Approved: Supplied by COIN
Total Req: Enter your ‘Total Request’ for temporary funding
Amt Req Above/Below: This field will be calculated for you

e  Press the “Enter” key after completing the information requested
e Press ‘F3’ to exit the screen to the Budget Request Menu
e Press ‘F4’ to display “Totals” for your office

Compensation Board 10
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6. Option #4, Fully Or Partially Funded Personnel

Purpose:

The Fully or Partially Funded Personnel screen is accessed from the Budget Request Screen or Temporary
Personnel Screen. Total Funds, Hourly Rate, class, first name, last name, fund source, and annual hours are
displayed for a locality.

Navigational Path:

e COIN Main Menu — Select Option #2, COIN Budget Request
e COIN Budget Request Menu — Select Option #4, Fully or Partially Funded Positions

SHERIFF’'S AND REGIONAL JAIL SUPERINTENDENT'S

231 SNIP - EXTRA! X-treme EIX
© Fle Edit Yew Tooks Session Options Help

iDEmO e dabomFlesart & BR oY el
MCBD COIN BUDGET REQUEST 117282007 14:26

g V.01312007 FY: 200% LOC: 185 OFF: 307 ROCKINGHAM COUNTY

FULLY OR PARTIALLY FUNDED PERSONNEL PAGE 001 OF 001

(DOES NOT INCLUDE COMP BOARD PERMANENT PERSONNEL )
DEL LAST NAME FIRST NAME CLASS HOURLY ANNL TOTAL -FUND SOURCE -
RATE HOURS FUNDS CB LOC FED OTH

TOTAL FUNDS 0

F1=HELP F3=EXIT F4=TOTALS F5=FIRST F6=LST F7=PREV F8=NEXT F12=MAIN
E | 9% 100 1 09,03

Keys: 388327 Saved: 0288

UM

Compensation Board 11
Last Updated: 12/9/2011 @11:33 AM



CONSTITUTIONAL OFFICER’S INFORMATION NETWORK (COIN) USER’S GUIDE

Option #4, Fully Or Partially Funded Personnel

1 SNIP - EXTRA! X-treme El=]x]
© Ele Edit Yew Jook Gession Options Help

iDE08 dnmo mFlsss s & B og wnswel
MCBD COIN BUDGET REQUEST 11,28-/2007 14:26
—'g‘!” V,01312007 Fy: 200% LOC: 165 OFF: 307 ROCKINGHAM COUNTY

FULLY OR PARTIALLY FUNDED PERSONNEL PAGE 001 OF 001
(DOEZ NOT INCLUDE COMP BOARD PERMANENT PERSONNEL )
DEL LAST NAME FIRST NAME CLASS HOURLY ANNL TOTAL -FUND SOURCE -
RATE HOURS FUNDS CB LOC FED OTH

TOTAL FUNDS 0

F1=HELP F3=EXIT F4=TOTALS F5=FIRST FE=LST F7=PREV F8=NEXT F12=MAIN
EN | 4% 1001 09/03

Connected to host dtmys2 state.va.us [165.176.127.4] (CIPO1060) Keys: 386327 Saved: 0288 NUM 2zt pm
s —
/s start | e | T Draft sherif

Helpful Hints:

e This screen should be used to enter salary information of positions fully or partially funded by the
Compensation Board, the Locality or other sources.

e This does not include positions identified as current permanent employees under Option #1, which
may be supplemented by another source

o Upon entry of the required fields, the system will calculate the fund amount for each person and the
total funds for your office

e For each temporary employee for whom reimbursement will be requested from CB approved
temporary personnel funding, last name, first name, class, hourly rate, planned number of hours to be
reimbursed for the fiscal year and the source(s) of funding for the personnel must be provided
v If employee is unknown, key ‘Vacant’ in the ‘Last Name’ data field
v Annual hours cannot exceed 2,080 per individual
v Enter “X” in at least one fund source field
v' *X’ may be entered in as many of the fund source fields as are applicable for that record

Compensation Board 12
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Option #4, Fully Or Partially Funded Personnel

=3 SNIP - EXTRA! X-treme [BE[E
{ Ele Edit Yiew Tools Session Options  Help

iDEH 8 &0 mo h@Fle-d s & R ooF el
MCBD COIN BUDGET REQDUEST 11282007 14:26

E}'B ¥.01312007 FY: 2009 LOC: 165 OFF: 307 ROCKINGHAM COUNTY

FULLY OR PARTIALLY FUNDED FPERSCONNEL PAGE 001 QF 001

(DOES NOT INCLUDE COMP BOARD PERMANENT PERSONNEL )
DEL LAST NAME FIRST MNAME CLASS HOURLY ANNL TOTAL —-FUND SOURCE —
RATE HOURS FUNDS CB LQC FED OTH

TOTAL FUNDS o]

F3=EXIT F4=TOTALS F5=FIRST Fe=LsST F7=FPREV F8=NEZXT Fl2=MAIN

00 .1 09,03

Connected ko host ditrws2, state, va,us [165,176.127.4] (CIPO1060) Keys: 388327 Saved: EiESB UM é%l.UM
3 P
’s start | 18 o e [ : SHIP - EXTRAL #-treme B o e

Procedures:

Del: Enter ‘D’ to delete entry

Last Name: Enter the employee’s last name; if Vacant, type “Vacant”

First Name: Enter the employee’s first name if known; if “Vacant’ this data
field may be left blank because the system will look for
‘Vacant’ in the ‘Last Name’ data field

Class: Enter the employee’s class (Does not have to be a CB
classification)

Hourly Rate: Enter the employee’s hourly wage rate

Annl Hours: Enter the total number of hours worked annually

Tot Funds: This field will be calculated for you

CB: Enter “X”, if employee is partially or fully funded by the CB
from temporary personnel funds

Loc: Enter “X”, if employee is partially or fully funded by the
Locality

Fed: Enter “X”, if employee is partially or fully federally funded

Other: Enter “X”, if employee is partially or fully funded by other
sources

e  Press the “Enter” key after completing the information requested
e  Press ‘F8’ for next blank page when applicable
e Press ‘F3’ to exit the screen to the Budget Request Menu

Compensation Board 13
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7. Option #5, Office Expense Funding Request

Purpose:

The Office Expense Funding Request screen is accessed from the COIN Budget Request menu. The Office
Expense screen allows the user to review or update the total dollar amount requested for the Office Expense
Budget request.

Navigational Path:

e COIN Main Menu — Select Option #2, COIN Budget Request
e COIN Budget Request Menu — Select Option #5, Office Expense Funding Request

SHERIFF’'S AND REGIONAL JAIL SUPERINTENDENT’S

P s i sy e e ][ F e = o P8 S L o % oz ez eg e B

S| MCBS COIN BUDGET REQUEST 12202006 11:30
gfé v .12142006 FY: 2008 LOC: 013 OFF 304 ARLINGTON COUNTY
OFFICE EXPENSE FUNDING REQUEST
STATIONERY OFFICE SUPPLIES. PRINTING (FORMS AND LETTERS)
POSTAGE-BOX RENTAL, TELEPHONE (TAX EXCLUDED) .
REPAIRS TO OFFICE FURNITURE AND EQUIPMENT,
UIHER NECESSARY EXPENSES LINCLUDING ASSOCLALTLON DUES
BASE AMT T TR, AMT REQ
APPROV REQ ABOVE.
BELOW
OFFICER AMTS o 0 o
CB AMTS
F1=HELP F3=EXIT F4=TOTALS Fl2=MAIN
ATE W 7 00 .1 FIO BT

& 1130

Helpful Hints:

e The total office expenses for the prior year will be displayed as your ‘Base Amount Approved’
e This screen allows you to request an increase or decrease to your office expense funding or retain the
same amount in the “Total Request” field
e  COIN will recalculate the ‘Amount Requested Above/Below’ based on the “Total Request’ entered
o Participation of the Compensation Board in Office Expenses is limited to certain items as provided by
the Code of Virginia (1950), as amended
v" Any additions or transfers made during the current fiscal year may be included in the supplied
figures
v Check the supplied amount to the original Compensation Board approved Budget, or CB approved
minutes for changes affecting the base budget.
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Option #5, Office Expense Funding

%1 SNIP - EXTRA! X treme A=
s = = T s T L P e S B, - e M e I oY k‘?!
MCBS COIN BUDGET REQUEST 12-20-2006 11:30

My Se...

g V.l2142006 FY: 2008 LOC: 013 OFF: 304 ARLINGTON COUNTY
OFFICE EXPENSE FUNDING REQUEST

STATIONERY, OFFICE SUPPLIES, PRINTING (FORMSE AND LETTERS)
POSTAGE~-BOX RENTAL, TELEPHONE (TAX EXCLUDED).
REPAIRS TO OFFICE FURMNITURE AND EQUIPMENT .,

OTHER NECESSARY EXPENSES INCLUDING ASSOCIATION DUES

BASE AMT TOTAL AMT REQ
APPROV REQ ABOVE .~
BELOW
OFFICER AMTS o 0 o
CB AMTS
F1=HELP F3=EXIT F4=TOTALS F12=MATIN
AEN F L0001 Ths T

Connected to host ditrvs2 state.va,us [165.176.127.4] (CIPO1C41) Keys: 190339 Saved: 0013 UM 50 80

Procedures:

e  Press the “TAB” key to go to the next field of entry
Base Amt Approved: Supplied by COIN
Total Request: Enter your ‘Total Request’ for office expense funding
Amt Req Above/Below: This field will be calculated for you

e  Press the “Enter” key after completing the information requested

e Press ‘F3’ to exit the screen to the Budget Request Menu

e Press ‘F4’ to display “Totals” for your office
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8. Option #6, Equipment

Purpose:

The Equipment Request Screen is accessed from the COIN Budget Request menu. Requests for Equipment
are made by Category and costs are calculated by quantity.

Navigational Path:

e COIN Main Menu - Select Option #2, COIN Budget Request
e COIN Budget Request Menu — Select Option #6, Equipment

=3 SNIP - EXTRA! X-treme [BE[E
P D0 S de B0 W [# e 2 a0 s BE o waes o2 i
MCE 4 COIN BUDGET REDUEST 12-20,2006 11:30

% V.10262006 FY: 2008 LOC: 013 QFF: 304 ARLINGTON COUNTY

EQUIPMENT REQUEST

SEL CATEGORY: A INFO TECHNOLOGY

NEW NEW NEW REL RFL RFL TOT TOTAL STRESSED
UNIT COST QTY TOQT COST UNIT COST QTY TOT COST QT COsT COoSsT
DESC:  ___
DESC: o __
DESC

F3=EXIT F4=TO0OT Fe=LsT F8=NXT F1l0=ITEM Fl2=MAIN

4% 100 .2 1109

Keys: 100342 Saved: 0013 UM 11:31 AM
[ 18 o ut.. I3 SMIP- EXTRAl %treme | 8 Drafl 07 ... & 8 11:51 am

Helpful Hints:

e The system will calculate the total amount for each equipment item requested and the total amount for
all items for your office

e These screens allow the user to request Information Technology (IT) equipment items along with the
unit cost and quantity

e NOTE: The Compensation Board may require justification for these items upon review of your budget
request.
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Option #6, Equipment

"E3 SNIP - EXTRA! X-treme =]
L0 S e B ] [ A e = s re s 2R o izt ps o2 )

MCB 4 COTIN BUDGET REDUEST 12-20- 2006 11:30
Téi B V. 10262006 FY: 2008 LOC: 013 OFF: 304 ARLINGTON COUNTY

EQUIPMENT REQUEST

SEL CATEGORY: A INFO TECHNOLOGY
NE W NEW NEW RPL RFL RPL TOT TOTAL STRESSED
UNIT COST QTY TOT COST UNIT COST QTY TOT COST 2TY COsT CosT

E3=EXIT F4=TOT E6=LST F8=NXT F10=ITEM Flz2=MAIN

00,2 11409

127.4] (CIPO1C41) Keys: 190342 Saved: 0013 UM 11:31 AM

& 8 11:31 am

Procedures:

e  User will select and enter the equipment category they wish to request
v' Category ‘A’, IT Equipment
v' Category ‘B’, Office Equipment
v' Category ‘C’, Furniture
v' Category ‘D’, Radio Equipment (Sheriffs with Law Enforcement only)
e To proceed to your next equipment category, enter in your next ‘SEL CATEGORY”’

Desc: List requested equipment
New Unit Cost:  Enter unit cost of the New equipment requested
New Qty: Enter the quantity here, if this is New equipment not presently owned

New Total Cost: Calculated

RPL Unit Cost:  Enter unit cost of the Replacement equipment requested

RPL Qty: Enter the quantity here, if this is Replacement equipment for existing
equipment being replaced

RPL Total Cost: Calculated

Total Qty: Calculated (New + Replacement)

Total Cost: Calculated (New + Replacement)

Stressed Cost: Calculated (See Operating Manual)

Press the “Enter” key after all required information has been entered
Press ‘F8= Next’ key to proceed to the next screen if additional screens are needed for your equipment
request

e Press ‘F3 = Exit’ to exit the screen to the Budget Request Menu

e Press ‘F4’ to display “Totals” for your office
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Option #6, Equipment

SHERIFF'S AND REGIONAL JAIL SUPERINTENDENT'S

Category A — Information Technology (I1T) Equipment

a1 SNIP - [XTRA! X-treme. = I[=16<)
§D\Sﬂ@-ﬁ'~uﬂ3‘)"lnr"=éyﬁﬁﬁ"%‘ﬂQGI‘Q’:‘;&’&}?!
MOB 4 COTN BUDGRT REQURST 12202006 11 30
'l"_:v,f(a V.i1lo02z62006 FY 2008 T.O0 013 OFF 304 ART.THGTOM COUNTY
FQUTPMENT REQURST
SET. CATEGORY IS THFO TREGHNOT.OGY
NEW NIEwW NEW RPL RFL RFL TOT TOTAL STRESSED
TMTT COST OTY TOT COST UNTT COST OTY TOT COST oTY cosT cOsT
DESE s
DESC: . __
oosc:
F1-HLPF F3-EXIT F4-TOT F6-L3T F8-WNXT F10-ITEM Fl2-MAIN
I T1 09

Koys: 190342 Saved: 0013 U 11031 Am

P in ) o e oy PEy e S| e e e e 8 B 2 4 O O wer iz 25 o
e o TN hBUnDGTT RROURET TEro o Ae e e T 56
v . lozezooe i woos Lo 0l O S04 ALL LNGULON  COUNL Y
EEUITMENT REEQUEST
STT. CATHGORY » TNTO TTOTTNGT. oG
pER e g L Ll L 4o LA L Sl s s e D
L Gos o SO oS LM L GO s G L Gos PRI Cosr [ETEYER

I ey ——
EQUIFPMENT ITEM

limt =ontains

Help Pop-Up Screens - Within Alpha Data Fields (Resgportal only)

This option is used to select pre-defined equipment from the list.

e Utilize ‘F1=Help’ in any blank data field if you need help with a COIN data field

e Utilize ‘F3 =Exit’ to close the help window

e Ultilize “F7 = Previous’ to move to the previous screen

e Utilize ‘F8= Next’ to move to other listed equipment categories

o Utilize ‘F17 = Substitute Value’ (‘Shift + F5’), to replace a blank field with a selected value within
the help screen. Using your arrow keys, place the curser under the 1* position of your selection and
press F17.
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Option #6, Equipment

SHERIFF'S AND REGIONAL JAIL SUPERINTENDENT'S

Cateqgory B — Office Equipment

'Ea SNIP  EXTRA! X treme

(1 === =T A e 7T |

T e |

Keys: 190340 Saved: 0013

Category C — Furniture Equipment

= MCE 4 COIN BUDGET REQUEST 12-20,-2006 11:31
= V.10262006 FY: 2008 LOC: 013 OFF 304 ARLINGTON COUNTY
EQUIPMENT REQUEST
SEL CATEGORY: B OFFICE EQUIPMNT
NE W NEW NEW REL REPL RFL TOT TOTAL STRESSED
LI CIE B Ly ey M eE. 0 LI CIOET [OhEe EEay ot @ o | D6 ¢ CIOysCr el G E o B
DESC -
DESC: ____ ________________
THESSHE B cmemo e g g e e o
F1=HT.P FR3=EXTT F4=TOT F5=FRST FE=T.ST F7=PRV F&=NXT FI10=TTEM Fl12=MaATN
[AEW T3 00 . 1 11-09

%1 SNIP - EXTRAI X-treme (==
O3 O 5 e ) B 0 [0 [Pl — 72 08 & BuFl o @ i 24 o2

MCB 4 COIN BUDGET REQUEST 12202006 11 :32

% v.l0262006 FY: 2008 LOC: 013 OFF 304 ARLINGTON COUNTY

EQUIPMENT REQUEST

F3=EXIT F4=TOT F5=FRST Fe6=L3ST F7=PRV F8=NXT F10=ITEM

SEL CATEGORY'! (o} FURNITURE

NE W NEW NEW REPL RPL RPL TOT TOTAL STRESSED
UNIT COST QTY TOT COST UNIT COST QTY TOT COST oTY COoOsT CosT
DESC -
BEESEE § 0 mee o eom o geceecenen won e oo gy
DESC

Flz=MAIN

Keysi 190352 Saved: 0013
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Option #6, Equipment

SHERIFF'S

Category D - Radio Equipment

THIS SECTION APPLIES TO SHERIFFES
WITH LAW ENFORCEMENT
RESPONSIBILITIES ONLY

%3 SNIP - EXTRA! X treme EEX
{0 EH S kB0 W Ae 6 r & RE OB s R )
MCB4 COIN BUDGET REQUEST 12,20,20086 11:32

%?i V.10262006 FY: 2008 LOC: 013 OFF: 304 ARLINGTON COUNTY

EQUIPMENT REQUEST

SEL CATEGORY: D RADIO EQUIPMENT

NEW NEW NEW RPL RPL RPL TR TOTAL STRESSED
UNIT COST QTY TOT COST UNIT COST QTY TOT COST (T COST COsT
bEZC. o _ ___ _

DESE i s s o cene o oo e
DESC

F3=EXIT F4=TOT F5=FRST F7=PRV F10=ITEM F12=MAIN

9% 0001

Keys: 190356 Saved: 0013 MUM
—_ =
‘4 start Inbox frou., 3 SuIp-EXTRA! %treme | ) Draf
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9. Option #7, Record Workload Information

Purpose

The Record Workload Information menu is accessed from the Budget Request menu. Users can select the
frequency for recording workload information.

Navigational Path:

e COIN Main Menu - Select Option #2, COIN Budget Request
e COIN Budget Request Menu — Select Option #7, Record Workload Information

SHERIFF’'S AND REGIONAL JAIL SUPERINTENDENT’S

L3 ) S e ) B D [ [P e e i 08 S e = o OF sl s o W
MO e COTHM BRUDGRT REQURST 1Ta-R0- 2008 1132

v .11302006 Lwy: 2008 LOC: 013 OLL 04 ARLLINGLION COUNLDY

RECORD WORKLOAD INFORMATION

SELECLT RECORDING FREQUENCY OF WORKLOAD LHEFORMALLON:

1 MOMTHT. v

Ed QUARTRERRT. Y

El AMMUALLY

CALEMDAR YEAR: 2006

Ol on

F1=HELD F3=MENL F4=TOTALS Filz=MaIN

e InJanuary 2009 offices must record one full year of workload data for Calendar Year (CY) 2008
e Provide requested information in accordance with Section 15.2-1636.7, Code of Virginia. Information
requested is based on the most recent calendar year
e Select ‘Option 3’ and press the “Enter” key to proceed to the next screen
e The Workload Measures screens must be processed and an amount must be entered for each workload
measure for the most recent ending calendar year
v" The screens will also display the amounts for the previous two calendar years and an average will
also be displayed for papers received.
v Enter the number of transactions for each workload measure listed; if not applicable, to your office
enter ‘0’, and “TAB” to the next field
v" Do Not Leave Blanks or the system will default the item to zero

e  Press the “Enter” key after all requested information has been entered

e Press ‘F3=Exit’ to exit the screen to the Budget Request Menu

e  Press ‘F12=Main’ to return to the COIN Main Menu

e The following pages display the individual Workload Measures by program that must be completed
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Option #7, Record Workload Information

Option #3 Annual

SHERIFF'S AND REGIONAL JAIL SUPERINTENDENT'S- Annually

123 VITA1 - Rick - EXTRA! X-treme B EE
 Fle Edit Vew Took Session Options Help P D Sl LD c = A P8 RO E L }?!
MCBH - & COIN BUDGET REQUEST 11-24-2008 16:33
% V.11212008 FY: 2010 LoOoC: 013 OFF: 307 ARLINGTON COUNTY
RECORD WORKLOAD INFORMATION - ANNUALLY
CALENDAR YEAR 2006 2007 2008
1. cIVIL

SUBPOENAS RECEIVED

JURY SUMMONGS RECEIVED

CRIMINAL WARRANTS RECEIVED

DMV NOTICES RECEIVED

LEVIES RECEIVED

OTHER CIVIL PROCESS RECEIWVED

2l INMATES
INMATE TRAMNSPORTS OTHER THAN TO LocC CRTS 2624 &R ememeee e
MENTAL PATIENT TRIPSZ WITHIN JURISDICTION 182 240 __ _____
MENTAL PATIENT TRIPS OUT OF JURISDICTION e EBWH  comme s s
EXTRADITIONS COMPLETED 274 Zednds
FED PRISONER DAYS 207 46 25187 L T S v
FED PRISONER AMT PER DAY 3. 2t ul

FE1=HELF F3I-=-MENU Il BT F12=MAIN

g2 R € 1 A B 07 63

Connected ta host ditmys2 state.va,us [165.176.127 4] (CIPO16DA) Keys: 292211 Saved: 0000 S 4:34 PN

1. CIVIL NOT APPLICABLE FOR REGIONAL JAILS
la. SUBPOENAS RECEIVED: Enter the number of subpoenas received.
1b. JURY SUMMONS RECEIVED: Enter the number of jury summons received.
1c. CRIMINAL WARRANTS RECEIVED: Enter the number of criminal warrants received.
1d. DMV NOTICES RECEIVED: Enter the number of DMV notices received.
le. LEVIES RECEIVED: Enter the number of levies received.
1f. OTHER CIVIL PROCESS RECEIVED: Enter the number of civil process received.

The Virginia Sheriff’s Association recommended changes to the staffing standards for allocation of
positions and the Compensation Board approved the following:

= Change in Data collection from “papers served” to “papers received”

= Change from on year’s data to a 3-year average of papers received to moderate unusual data
fluctuations

= Addition of hours for in-jurisdiction (3 hours) and out of Jurisdiction (4 ¥ hours) to be added for court
services deputies.

= Moratorium on the position reallocation policy until such time as the 3 years of “papers received” data
is available.
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Option #7, Record Workload Information

1 VITA1 - Rick - EXTRA! X-treme E =]
I Ele Edit Yiew Iook Session Options Help N s T2 YOO R W [a] [@]e= = 4 8 & BR OB ZE#ed ;‘?!
MCEBEH - & COIN BUDGET REQUEGST 11-24-2008 16:33
'éis V.11212008 FY: 2010 LOC: 013 OFF: 307 ARLINGTON COUNTY
RECORD WORKLOAD INFORMATION - ANWNUALLY
CALENDAR YEAR 2006 2007 2008
1. CIVIL

SUBPOENAS RECE I'VEDN

JURY SUMMONS RECEIVED

CRIMINAL WARRANTS RECEIVED

DMV NOTICES RECEIWVED

L.EV I ES RECEIVED

DTHER Q@TVIL PROCESS REDEI VED

e INMATES
INMATE TRANSPORTS OTHER THAN TO Lo . RTS 2624 EBWE s
MENTAL PATIENT TRIPS WITHIN JURISDICTION 182 280 e
MENTAL PATIENT TRIPS OUT OF JURISDICTION 332 LGB, emmeane w e ove
EXTRADITIONS COMPLETED 274 Z2FY o
FED PRISOMNER DAYS 20746 25187 s e
FED PRISONER AMT PER DAY 91 91 ul

F1=HELP F3=MENU Fa=NXT F12=MATIHN

3 W G 07 ~63

Connected to host ditmvs2 state.va.us [165.176.127.4] (CIPO18DA) Keysi 292211 Saved: 0000 MM 4i34 PM.

2. INMATES (REQUIRED FOR REGIONAL JAILS)

2a. INMATE TRANSPORTS: Enter the number of trips to transport inmates to doctor, hospital,
courts outside jurisdiction, other jails, Department of Corrections. Do not include transports to court
in your jurisdiction.

2b. MENTAL PATIENT TRIPS WITHIN JURISDICTION: Enter the number of trips to
transport mental patients within jurisdiction.

2c. MENTAL PATIENT TRIPS OUT OF JURISDICTION: Enter the number of trips to transport
mental patients out of jurisdiction.

2d. EXTRADITION COMPLETED: Enter the number of trips for Extraditions completed.

2e. FED PRISONER DAYS: Enter the number of Federal prisoner days, charged/sentenced,
violation of U.S. Code.

2f. FED PRISONER AMT: Enter the amount charged per prisoner day (dollars and cents e.g.
$30.00) to house Federal prisoner
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Option #3 Annual

SHERIFF’S - Annually

23 VITA1 - Rick - EXTRA! X-treme

e e e G b PO H S e P o] [Ale = A 8 R B W O GF R Pg 0P !
EH. MCBH - B COIN BUDGET REQUEGST 11-24-2008 16: 38
My 5,
é?i ¥.11212008 FY: 2010 LOC: 013 OFF: 307 ARLINGTON COUNTY
RECORD WOREKLOAD INFORMATION - ANWUALLY
CALENDAR YEBAR 2006 2007 2008
< CIRCUIT COURT
CIRCUIT COURT DA&YS 817 BEIHE! s s
AVGE NUM CIRCUIT JUDGES 4 4 o_ _ _
4 . GENERAL DISTRICT COURT
GENERAL DISTRICT CT DAYS 943 PHEL i e o
AVG NUM GEN DIST CT JUDGE 4 4 o__ _
St JUVENILE AND DOMESTIC RELATIONS COURT
JDR COURT DAYS 431 420 __ __ _ __
AVG NWNUM JDR JUDGES 2 2 Lo
s
R
]
M
s
= F1=HELF F3=MEHNU F7=PRV FB=HNXT Fl12=MAIN
og”m
FEI R e 07 ~63
Connected ta host ditmvs2.state.va,us [165,176.127.4] (CIPD18DA) Keys: 292211 Sawed: 0000 UM 433 PM

NOTE: NOT APPLICABLE FOR REGIONAL JAILS

3. CIRCUIT COURT
3a. CIRCUIT COURT DAYS: Enter the total number of court days of Circuit Court.
3b. AVG NUM CIRCUIT CT JUDGES: Enter the average number of Circuit Court judges
regularly sitting in your jurisdiction.
4. GENERAL DISTRICT COURT
4a. GENERAL DISTRICT CT DAYS: Enter the total number of court days of General District
Court.
4b. AVG NUM GEN DIST CT JUDGES: Enter the average number of General District Court
judges regularly sitting in your jurisdiction.
5. JUVENILE AND DOMESTIC RELATIONS COURT
5a. JDR COURT DAYS: Enter the total number of court days of Juvenile and Domestic Relations
court.
5b. AVG NUM JDR JUDGES: Enter the average number of Juvenile and Domestic Relation court
judges regularly sitting in your jurisdiction.
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Option #7, Record Workload Information

Option #3 Annual

SHERIFF'S AND REGIONAL JAIL SUPERINTENDENT'S- Annually

3 VITA1 - Rick - EXTRA! X-treme EEIX)
©Ele Ede Yew Toos Sessen Opfions Heb i [ 3 (] & o o 39 ¢= = A P8 & D E 0¥ B ixg!
_MCEI—B COIN BUDGET REQUEST 11-24-2008 16:39
% V.01212008 F¥Y: 2010 LOC: 013 OFF: 307 ARLINGTON COUNTY
RECORD WORKLOAD INFORMATION - FTE TOTALS
BAPRIL (BEFORE ALLOCATIONS)

Law ENFORCEMENT

DUE

DUE ADD REQUEST

POPULATION POSITIOHNS DUE ADD ADJ N EW RATIO

COURT SERVICE

PROCESS® COURT MEED REQUEST
HOURS HOURS POSITIONS POSITIONS ADD NEW
o o 18 o.o0a0 -18 .00 o

TOTAL POSITIONS

CURRENT NEED ADD ADJ NEED Z
18 o.on 0o.00 -18.00 -1o00.00
F1=HELP F2=AUTH EUDGET F3I=MENTU F4=TOTALGS® F7=PREV Flz=MAIN
1 .00, 3 0o1~-01

Connected ta host ditmys2 state.va.us [185.176.127.4] (CIPO15DA) Keys: 292212 Saved: 0000 UM 4140 PM

This screen shows:
Law Enforcement

Population- Fiscal year population used for staffing as provided by Weldon Cooper
Positions- The number of full-time positions currently in the office

Due- The number of positions the office should have based on the workload data entered
Due Add- The number of positions the office is “due” based on the difference between “Law
Enforcement positions” and “Law Enforcement Positions Due”

Due Add Adj.- An adjustment of Additional Due

Request New- The number of positions requested by the officer

Ratio- Population divided by the number of law enforcement positions

Court Service

Process Hours- The number of hours calculated to process papers received

e  Court Hours- The number of hours used to calculate how many court services positions are needed

e Positions- The number of full-time court services positions currently in the office

e Need Positions- The number of positions the office should have based on the workload data
entered

e Add- The number of additional positions the office is “due” based on the difference between court
services positions and court services positions needed

e Request New- The number of positions requested by the officer
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Option #7, Record Workload Information

3 VITA1 - Rick - EXTRAL X-treme EEIX)
i Ele Edt Vew Tools Sesson Options Heb i [y (% [ & & ] T ] [@]e = A 08 & R oW £884 02 !
EHI_MCEI—B COIN BUDGET REQUEST 11-24-2008 16:39
%;i V.01212008 F¥Y: 2010 LOC: 013 OFF: 307 ARLINGTON COUNTY
RECORD WORKLOAD INFORMATION - FTE TOTALS
BAPRIL (BEFORE ALLOCATIONS)
Law ENFORCEMENT
DUE
DUE ADD REQUEST
POPULATION POSITIONS DUE ADD ADJ NEW RATIO
COURT SERVICE
PROCESS COURT NEED REQUEST
HOURS HOURS POSITIONS POSITIONS ADD HEW
] 0 18 0.00 -18.00 i
TOTAL POSITIONS
CURRENT WEED ADD ADJ WEED %
18 0.o00 0.00 -18.00 -1i00.00
F1=-HELP F2=AUTH BUDGET F3=MEHNU F4=TOTALS F7=-PREV F12-MAIN
i :00.3 01-01

Connected to host ditmys2. state.va.us [1565.176.127.4] (CIPO18DA) Keys: 232212 Saved: 0000 UM 4:40 PM.

Total Positions

e  Current- Total number of positions (both law enforcement and court services) currently in the
office

Need- Total number of positions the office should have

Add- Number of positions that should be added

Adj.- The difference between “Current” and “Need”

Need %- The percentage of need for your office based on the workload data that was entered

All information is provided for you by COIN, based on the workload data entered during the budget

request process
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Option #7, Record Workload Information

Beginning February 1% of each year, offices can begin recording workload data monthly, quarterly
or annually for the calendar year.

This can be done by selecting options 1, 2, or 3 from the “Record Workload Information” menu

If you choose option 1 “monthly” you will need to enter workload data each month but will not
have to enter quarterly or annual data

If you choose option 2 “Quarterly” you will need to enter workload data each quarter but will not
have to enter monthly or annual data

If you choose option 3 “Annual” you will only have to enter workload data in January for the
previous year

Follow the same steps as those used for the annual data to input CY 2008 data

Option #1 Monthly

POk B Mew Took aen Sutbe b Doy [ o e o] T 0 [00] [ Fle = A P8 S WO WF ez eacs ow I
MCBE -4 COLN BUDGETL REQUESTL Ti1-224-2008 16:42
v.o0i1102000 F¥: 2010 LOC: 013 OFF: 307 ARLINGTON COUNTY
RECORD WORKLOAD INFORMATIOMN = MONTHLY
CALENDAR YEAR 2008 oeT Mo DEC QURRTER 4
1 civIr

SUBPOENAS SERVED

JURY SUMMONS SERVED

CRIMINAL WARRAWMTS SERVED

DMV NOTICES SERVED

LEVIES EXECUTED

OTHER CIVIL PROCESS SERVED

INMATES

TR CRATSG RS PSTISER TEAD MY LOE C REE e 0 o 2
MENTAL PATIENT TR LB WITHIN JURISDICTION o_ _ _ _ _ _ [u} o o
I i N o o 0
L P § 8 §
PED RS b o
FED PRISONER AMT R DAY
P S B o PR FiE R E

EN : 00 . 2 07 .~ 47
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2 Seere e G0 S 01 S e ST D [0 [ 08K B R0 e ases aw
Sc MCBF - B COIN BUDGET REQUEST 11242008 16: 44
Tl:‘!j v.oi18z008 FY: 2010 LOC: 013 OFF: 307 ARLINGTON COUNTY
RECORD WORKLOAD IMFORMATIOMN - MONTHLY
CALENDAN YEAR ZUuUd v Nowv DEC  QUARTER 4
3. CIRCUIT COURT
CIRCUIT COUR DAYS ) S S a o o
AVG NUM GTROUTT TUDGES I
1. GENERAL DISTRICT COURT
SENERAL DISTRICT CT DAYS o El o o
AVG WUM GEN DIST CT JUDGE __ __
5 . JUVENILE AMND DOMESTIC RELATIONS COURT
JDR COURT DAYS o_ ___ __ a o o
AV G MU M J DR JUDGES

F1=HELP F3=MENU F7=PREV F9=-PREV QTR Fl2=CAaAN

Connected to host ditwysz va.us [165.176.127.4] (CIFO10DA) Keys: 292217 Saved: 0000 UM 4145 P
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Option #7, Record Workload Information

Option #2 Quarterly Screens

If you choose option 2 “Quarterly” you will need to enter workload data each quarter but will not
have to enter monthly or annual data
Quarterly data will first be entered in March

: Eile Edit View Took Session Options Help 10 T O T I o = = A P8 & [ RO R LA k‘?!
MCEG - A COIN BUDGET REQUEGST 11-24-2008 16:45
¥v.01192008 FY: 2010 LOC: 013 OFF: 307 ARLINGTON COUNTY
RECORD WORKLOAD INFORMATION - QUARTERLY
CALENDAR YEAR z007 -4 zoos -1 2008 -2 2008~ 3
1 GBIV BT
SUBPOENAS SERVED T S
JURY SUMMONS SERVED
CRIMINAL WARRANTS SERVED
DMV NOTICES SERVED
LEVIES EXECUTED
OTHER CIVIL PROCESS SERVED
2. INMATES
INMATE TRANSPORTS OTHER THAN TO LOC CRTS [1} s} o _______
MEWNTAL PATIENT TRIPS WITHIN JURISDICTION 3} [z} o
MEMNTAL PATIENT TRIPS OUT OF JURISDICTION [1} s} o _______
EXTRADITIONS COMPLETED [1} s} o _______
FED PRISONER DAYS 0_ _____
FED PRISONER AMT PER DAY o
F1=HELP F3=MENU F8=NEXT F9-PRV QTR F1O0-WEXT QTR F12=-CAN
EN i7 100 .3 07 771

Connected ko host ditmvs2 state.vs.us [165.176.127.4] (CIPO18DA)

Keys: 202221 Saved: 0000 NUM 4146 PM

123 VITA1 - Rick - EXTRA! X-treme =]
: Fle Edit View Took Session Options Help [ T T TR R W ) - = A P8 & R0 W e }9!
MCBG-B COIN BUDGET REQUEST 11-24-2008 16:45
v.01192008 F¥: 2010 LOC: 013 OFF: 307 ARLINGTON COUNTY
RECORD WORKLOAD INFORMATION - QUARTERLY
CALENDAR YEAR 2007 -4 2008~ 1 2008 -2 2008~ 3
3. GIRCUIT COURT
CIRCUIT COURT DAYS o o [
AVG NUM CIRCUIT JUDGES o
ZER GENERAL DISTRICT COURT
GENERAL DISTRICT €T DAYS 0 0 |- S
AVG NUM GEN DIST CT JUDGE _ _ _ _
5 . JUVENILE AND DOMESTIC RELATIONS COURT
JDR COURT DAYS o o o _
AVG NUM JDR JUDGES e
F1-HELP F3-MENU F7-PREV F9=-PRV QTR F10-NEXT QTR Flz=-CAN
1 00.1 057 #°7 1
Connected to host ditmvsZ state.va.us [165.176.127.4] (CIPO18DA) Keys: 292221 Saved: 0000 UM, 4i46 PM.
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10. Option #8 - Update Locality Information

Purpose:

This screen will be displayed when ‘Option #8, Update Locality Information’ is selected on the Budget
Request Menu. This screen is available for updating the locality address, phone, and fax numbers. It is
also used to advise the Compensation Board staff of appropriate contacts for questions regarding the budget
request, personnel processing, and reimbursement processing.

Navigational Path:

e COIN Main Menu - Select Option #2, COIN Budget Request
e COIN Budget Request Menu — Select Option #8, Update Locality Information

1241 Copy of VITAZ - Rick - EXTRA! X-treme LEX
© Fle Edit Yiew Jook Session Options Help
iDEH 8 dnhobiAesa 8t 8RR OE @AM %?!

MCSs2 COIN BUDGET REQUEST 12/01/2009 16:36

V.10272009 FY: 2011 LOC: 001 OFF: 307 ACCOMACK COUNTY

UPDATE LOCALITY/OFFICE INFORMATION

LOCALITY INFORMATION

OFFICER:z:uf LARRY J GIDDENS SR

TLELEE s e o § SHERLEF

LOCALITY...: ACCOMACK COUNTY

ADDRESS....: POB 149

EETE Y s w5« & ACCOMAC _
STATEsssnius VA ZIP: 23301 = 0149
TELEPHONE.,. , & 7377871131 [EXT: 12

EAX vsvies ws v o ¥ FOT7BZ2Z310

WEBSITE....: ACCOMACKCOUNTYSHERIFFSOFFICE.ORG

CONTACT PERSON

FULL NAME..:

TELEPHONE. .: EXT:
EMALL w0 w65 b

F1=HELP F3=MENU F12=MAIN
Y| 4 :00.7 11/41

Connected ko host ditmysZ, state.va,us [165.176.127.4] (CIPD6SS7) Keys: 246042 Saved: E‘E‘ﬂf WJM
. = - -
+4 start ]
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Option #8 — Update Locality Information

13 Copy of VITAZ - Rick - EXTRA! X-treme EEX

Dl Bt Wew sl Sesson Cptins  Hel

(D0 e snmoMacsnct & BR 0B s w]
MCS2 COIN BUDGET REQUEST 12/01/2009 16:36
V.10272009 FY: 2011 LOC: 0OL OFF: 307 ACCOMACK COUNTY

UPDATE LOCALITY/OFFICE INFORMATION

LOCALITY INFORMATION

OFFICER....: LARRY J GIDDENS SR

TEELE v v« o % SHERIEF

LOCALITY...: ACCOMACK COUNTY

ADDRESS....: POB 149

CITY e v« =« § ACCOMAC _
STATE:s 2w ini VA ZIP: 23301 - 0149
TELEPHONE. . ¢ 7o/78/1131 [EXT: 12

FAX vsoven v ww & FOTEBEZIL0

WEBSITE....: ACCOMACKCOUNTYSHERIFFSOFFICE.ORG

CONTACT PERSON

FULL NAME..:
TELEPHONE. .: EXT:
EMATL v suiwt
F1=HELP F3=MENU F12=MAIN
AEl % :00.7
host d\tvszstatava‘us [18¢ 76-127‘4 (CIPOESST)
‘s start | [ "3 Copy of wrTaL - Rick ...

Helpful Hints:

e Enter the SCB USERID of the person completing the specified task, then depress the “enter” key to
auto-fill the name associated with this USERID

e Data fields on the Update Locality Information screen must be completed before Certifying the Budget
Request

e Itis very important that we obtain the name of the person we can contact if we have questions
regarding your Budget Request

e Screens will time out after 15 minutes of inactivity.

e Budget Contact- office contact for current budget request submission

e Personnel Contact- office contact for personnel questions (CB10s)

e Reimbursement Contact- office contact for reimbursement information

e These contacts may be the same or different employee(s)

e Cannot update any contact information fields until the SCB USERID is entered
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Information

e L I T e T O = = W= T - S = 0 == e |
COIN BUDGET REQUEST 1z /01 2009 16:36
co1L OFF:

DICETEY,. AL

ZO7 ACCOMACK COUNTY

UPDATE LOCALTTY OFFTCE TNFORMATTION

WEBSITE. .. .: ACCOMACKCOUNTYSHERIFFSOFFICE.ORG

EFS—MENU Fiz—=MATN

11731

Procedures:

This screen is used to update the address, website address, phone, and fax numbers for your
office. Please also provide the primary contact person, his/her phone number and, an email
address so that we may contact you directly should there be questions regarding your budget.

To change the information currently displayed on the screen type over the information and depress the
“enter” key. You will receive an update confirmation message.

1. Press the “TAB” key to move to the desired field.
2. Enter the following information to update the locality information

Officer Name: For display purposes only (will change when personnel action
has been entered)

Title: For display purposes only.

Locality: Enter the locality name.

If the locality field includes the officer’s title, please
remove it so it only shows the locality name, including
distinction between city or county (see example).

Address: Enter the correct mailing address for your office (street
number or P O Box)

City: Enter the correct City for your mailing address.

State: Enter the correct State for your mailing address.

Zip: Enter the correct Zip code for your mailing address. If the last
4 positions of the zip code are not known, you may leave this
field blank.

Telephone: Enter the Correct Phone number for your office.

Fax #: Enter the Correct Facsimile number for your office.

Website: Enter the correct website for your office.

Contact Person:

Telephone: Ext:

Type the first and last name of the contact person for the
Budget request
Type the phone number and ext of the contact person for the

budget request.
Type the email address of the contact person for the budget
request.

3. Press the “ENTER” key, when you have corrected or completed the information requested
4. Press ‘F3 =Exit’ to exit the screen to budget request menu

NOTE: When changes in the address occur during the year you may use
option 8 from the COIN Main Menu to update this information.

Email:
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Update Officer and/or County/City Administrator Email Address
(Compensation Board Website www.scb.virginia.gov)

5. If you wish to receive communications from the Compensation Board via email, you may update the
email addresses for Constitutional Officers, Contact or county/city administrators for your offices by
clicking on the link below and following these instructions:

a. http://www.scb.virginia.gov/cbemaill.cfm

b. Enter your FIPS Code 001-840 (Accomack-Winchester) The number you use to access
COIN each month

c. Enter you Office Code -307 (Sheriff)

d. County/City Administrators enter office code -100

e. Click ‘SUBMIT’

f.  Toadd a new email address Click ‘ADD EMAIL ADDRESS’

g. To delete an email address, click on the email address to be deleted and click ‘DELETE’

h. To change a current email address click on the email address, correct the email address
and then click ‘UPDATE’
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11. Option #9, Special Program Certification

Purpose

To certify special programs, which exist in your office. These screens are used to certify that you
or your employees are eligible to receive or maintain up to a 9.3% salary increase.

Navigational Path:

e COIN Main Menu - Select Option #2, COIN Budget Request
e COIN Budget Request Menu — Select Option #9, Special Program Certification

Procedures:

o Read through each Special Program Certification Screen and if you comply with the program criteria
as stated
v Enter the Officer’s SCB USERID as the Approval User-ID

e  Sheriff’s select option 1 if your office meets all of the minimum criteria for the Certification program
or option 2 if your office meets all of the minimum criteria for the Accreditation program.

e Both Sheriff’s and Regional Jail Superintendent’s must select option 3 if your deputies meet the
criteria for the Master Deputy Program, even if your office is not currently funded for the Master

Deputy program.
SHERIFF'S and REGIONAL JAIL SUPERINTENDENT'S
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1241 Copy of VITAZ - Rick - EXTRA! X-treme LEX
© Fle Edit Yiew Jook Session Options Help
RS T = e e ¥ee T [, SN M. B =" eI et %?!

MCB9-A COIN BUDGET REQUEST 12/01/2009 16:39

V.10152009 FY: 2011 LOC: 001 OFF: 307 ACCOMACK COUNTY

CAREER DEVELOPMENT CERTIFICATION MENU

1. SHERIFFS CAREER DEVELOPMENT PROGRAM CERTIFICATION

2. CERTIFICATION OF ACCREDITATION FOR SHERIFFS - CDP-30A

3. CERTIFICATION OF MASTER DEPUTY CAREER DEVELOPMENT PLAN (CDP)

4. PLANNED JAIL EXPANSION

OPTION __

F1=HELP F3=EXIT F4=TOTALS F12=MAIN
FEN i :100.4

Connected ko host ditmvs2 st:

[185.176.127.4] (CIPORSST) Keys: 246062 Saved: 0001
:4 start Inl | B Copy of WITAL - Rick .. Copy #z-Rick... | 2o atd, .. T Sheriff F¥11Budget R...,

Option #1 Sheriffs Career Development Program Certification
Option #2 Certification of Accreditation for Sheriffs

Option #3 Certification of Master Deputy Career Development Plan
Option #4 Planned Jail Expansion

Option #9 Special Program Certification
Option #1 Sheriffs Career Development Program Certification (Sheriffs only)

Screen 1 of 1
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€1 SNIP - EXTRA! X-treme E=)X]
iDEH S damo hfle=4 0t & BE OW M k‘?!
MCCK - & COIN BUDGET REOUEST

E;E V.012%2007 FY: 2008 LOC: 013 QOFF: 307 ARLINGTON COUNTY

SHERIFFS CAREER DEVELOPMENT PROGRAM CERTIFICATION

I CERTIFY THAT I HAVE MET THE COMPENSATION BOARD MINIMUM CRITERIA AS REQUIRED
FOR THE SHERIFFS' CAREER DEVELOPMENT PROGRAM: COMPENSATION BOARD CERTIFICATION
AND I HAVE BEEN NOTIFIED BY THE COMPENSATION BOARD OF MY SUCCESSFUL COMPLETION
OF THE CERTIFICATION AUDIT. I UNDERSTAND THAT I MUST APPLY FOR CERTIFICATION
ANMNUALLY IN JUNE TO MAINTAIN MY CAREER DEVELOPMENT INCREASE AND THAT I MUST
REQUEST THE INCREASE ANMNUALLY AS A PART OF MY COMPENSATION BOARD BUDGET REQUEST
ON OR BEFORE FEBRUARY 1. I HEREBY REQUEST THE APPROPRIATE CAREER DEVELOPMENT
SALARY INCREASE AS SET FORTH IN THE APPROPRIATION ACT, AND CERTIFY THAT I AM

ELIGIBLE TO RECEIVE AND/OR MAINTAIN SUCH SALARY INCREASE EFFECTIVE JULY 1:

APPROVAL: . OFFICER USER-ID:

F1=HELP F3=MENU F4=TOTALS F12=MAIN

T VN R § 18240

Connected ko host ditmvs2 st:

Y stant |

[165.176.127.4] (CIPO3834) Keys: 367052 Saved: 0002 M 851 A
Out.. | B FY0SCOINUSER GUIDE 83 Shie - EXTRA! wtreme | 0 Draft 4 Sherff FYo) A

Helpful Hints:

e Officer must certify in June of each year that he meets the Compensation Board
minimum criteria of the Sheriffs Career Development Program to receive the salary
increase the following July.

e Officer will be audited between July 1% and November 30th of each year.

e Prior to January 1%, the Compensation Board will notify each Sheriff, seeking
certification, of the status of their request.

e Officer must request the salary increase in the Compensation Board Budget request
by February 1% of each year to receive the salary increase in July.

e Officer must certify in June to maintain the salary increase associated with the
Sheriff’s Career Development program.

Option #9 Special Program Certification

Option #1 Sheriffs Career Development Program Certification (Sheriffs only)
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LDEE S cano mFle=sn ot & R 0% il
MCCK-A COIN BUDGET REQUEST

V.012%2007 FY: 2008 LOC: 013 QOFF: 307 ARLINGTON COUNTY

SHERIFFS CAREER DEVELOPMENT PROGRAM CERTIFICATION

I CERTIFY THAT I HAVE MET THE COMPENSATION BOARD MINIMUM CRITERIA AS REQUIRED
FOR THE SHERIFFS' CAREER DEVELOPMENT PROGRAM: COMPENSATION BOARD CERTIFICATION
AND I HAVE BEEN NOTIFIED BY THE COMPENSATION BOARD OF MY SUCCESSFUL COMPLETION
OF THE CERTIFICATION AUDIT. I UNDERSTAND THAT I MUST APPLY FOR CERTIFICATION
ANMNUALLY IN JUNE TO MAINTAIN MY CAREER DEVELOPMENT INCREASE AND THAT I MUST
REQUEST THE INCREASE ANMNUALLY AS A PART OF MY COMPENSATION BOARD BUDGET REQUEST
ON OR BEFORE FEBRUARY 1. I HEREBY REQUEST THE APPROPRIATE CAREER DEVELOPMENT
SALARY INCREASE AS SET FORTH IN THE APPROPRIATION ACT, AND CERTIFY THAT I AM

ELIGIBLE TO RECEIVE AND/OR MAINTAIN SUCH SALARY INCREASE EFFECTIVE JULY 1:

APPROVAL: . OFFICER USER-ID:

F1=HELP F3=MENU F4=TOTALS F12=MAIN

Keys: 367052 Saved: 0002

Procedures:

Read the Sheriff’s Certification Screen and if you comply with the certification
statement,

e Enter the Officer’s SCB USERID on the line provided
e Press the “enter” key
Option #9 Special Program Certification
Option #2 Certification of Accreditation for Sheriffs (Sheriffs only)
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Screen 1 of 4

3 SNIP - EXTRA! X-treme E]@
D EE 8 dermobfe =6 8 % A 0§ 244 %?!
MCCC-A COIN BUDGET REQUEST lz2-,20-,20086 11:37

% V.11302006 FY: 2008 LOC: 013 OFF: 304 ARLINGTON COUNTY

CERTIFICATION OF ACCREDITATION FOR SHERIFFFS [(CDP-30A4)
I HEREBY CERTIFY THAT I HAVE MET OR EXCEEDED THE FOLLOWING CRITERIA:
A, I HAVE COMPLETED 8 HOURZ OF COMPENZSATION BOARD APPROVED LAWFUL EMPLOYMENT

TRAINING IN CALENDAR YEAR ¥YYYY ., OR, THE FOLLOWING MEMBERS OF MY

STAFF COMPLETED 8 HOURS OF COMPENSATION BOARD APPROVED LAWFUL EMPLOYMENT

TRAINING IN CALENDAR YEAR YYYY . (EFFECTIVE NOVEMBER 1, 2006)
CLASS
SSN: LAST NAME FIRST NAME ATTENDED HRS DATE
____________________________________________________________ MM .~ DD ~ YYYY
,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,, MM »~ DD ~/ YYYY
,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,, MM »~ DD ~/ YYYY
,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,, MM ~ DD ~/ YYYY
____________________________________________________________ MM ~ DD ~~ YYYY

F1=HELP F3=MENU F4=TOTALS FE =FLEST Fe=LAST F7=PREV F8=NXT F12=MAIN

o001 094312

Comnecked to host dimys2 state. va,us [165.176,127.4] (CIPO1C41) Keys: 190386 Saved: 0013 NUM

Procedures:

e Enter the Last name, First name, the class attended, the number CLE hours associated
with the training and the date of the class. (Enter 2 numbers for the Month, 2 numbers
for the day and 4 numbers for the year).

Option #9 Special Program Certification

Option #2 Certification of Accreditation for Sheriffs (Sheriffs only)
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Screen 2 of 4

3 SNIP - EXTRA! X-treme EEX
D E0.8 dan0 Wds= s 0t & BE OB KM ﬁ!
MCCC-B COIN BUDGET REQUEST lz2-,20-,20086 11:37

%fi V.11302006 FY: 2008 LOC: 013 OFF: 304 ARLINGTON COUNTY

APPROVE BUDGET REQUEST
I HEREBY CERTIFY THAT I HAVE MET OR EXCEEDED THE FOLLOWING CRITERIA:

B. I ADOPTED THE COMPENZATION BOARD'S MINIMUM CRITERIA FOR MASTER DEPUTY

PROGRAM ON 07 » 01 ~ 13224

C. THE MOST RECENT AUDITS BY THE APA AND LOCAL GOVERNMENT AUDITOR REPORTED NO
FINDINGS OF MATERIAL WEAKNESS UNDER THE DIRECTION OF THE SHERIFF AMND NO
INTERNAL CONTROL WEAKNESSES IDENTIFIED IN THE PRICR YEAR MANAGEMENT LETTER
WERE REPEATED IN THE MOST RECENT AUDIT

D, THIS OFFICE HAS A WEBSITE PROVIDING, AT MINIMUM, SERVICES PROVIDED, HOURS
OF OPERATION AND CONTACT INFORMATION. (EFFECTIVE JULY 1., 2006)

WEBSITE ADDRESS: BARTHUR@GARLINGTONVA US
. THIS OFFICE HAZ A VCIMN TERMINAL AND LIVESCAN FINGERPRINT CAPABILITY. OR
PLAN TO DO S0O. (EFFECTIVE JULY 1, 2008)

PLAN DATE: 07 ~ 01 »~ 1998

F1=HELP F3=MENU F4=TOTALS FE =FLEST Fe=LAST F7=PREV F8=NXT F12=MAIN

001 0595427

Connected to host ditmvs2 state.va,us [165.176.127 4] (CIPO1C4L) Keys: 190387 Saved: 0013 UM 1138 AN
(g ra=rrr=m = :
s Start [ 18 1nbos - . Bysup-ExTRAIRtreme | D Draft

Procedures — continued

e B. Type the month, day and year (enter 2 numbers for the month and day, and 4
numbers for the year) that your office adopted the minimum criteria of the Master
Deputy Program

e D. Type the website address that meets the minimum criteria

e E. Type the planned date (enter 2 numbers for the month and day, and 4 numbers for
the year) to have a VCIN and/or Live Scan fingerprint capability for your office.

Option #9 Special Program Certification

Option #2 Certification of Accreditation for Sheriffs (Sheriffs only)
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Screen 3 of 4

1 SNIP - EXTRA! X-treme (= I[=]¢)
DS S b fle = ar 08 8 B[l O el 8 Ed }?!
MCCC—C COIN BUDGET REQUEST 10-19-2007 08:086

Vv.0l1l242007 F¥Y: 2008 LOC: 013 OFF 307 ARLINGTON COUMNTY

CERTITICATION OF ACCREDITATION TFOR SIIERITTFS (CDEF-30a)

I HEREBY CERTIFY THAT I HAVE MET OR EXCEEDED THE FOLLOWING CRITERIA

o I HAVE ACHIEVED ACCREDITATION--CERTIFICATION FROM (ENTER Y OR N FOR EACH)

¥ THE VIRGINIA LAW ENFORCEMENT PROFESSIONAL STANDARDS COMMISSION

FROM a3z .~ 01 .~ 1997 TO: 03 .~ 30 . 2010
v THE AMERICAN CORRECTIONAL ASSOCIATION
FROM 01 .~ 14 .~ 1896 TO: 10 .~/ 30 . 2007

N THE COMMISSION ON ACCREDITATION FOR LAW ENFORCEMENT AGENCIES

FROM - - T - 5
F1=HELP F3=MENU F4=TOTALS Fiby=-E LR 1] F6=LAST F7=PREV F8=NEXT Flz=MAIN
[ATEW X 00 o 11.-0¢

s < (165176177 4] (CTPNas23)

Keys: 376R1R Saved: (218 i 7 am

e Enter “Y” or “N” for each item
e Enter date of accreditation/certification with the accrediting agency for each “Y”

Screen 4 of 4

% SNIP - EXTRA! X-Lreme = =)<
[ e S — e B W | &= = oh C8 T% L4 O SF € 8l 24 Q‘B’l
T COTN BUDGRT REQURST 12202006 11 38
= V.11302006 FY: 2008 LOC: 013 OFF 304 ARLINGTOM COUNTY
CERTIFICATION OF ACCREDITATION FOR SHERIFFFS (CDP-30A)

I UNDERSTAND THAT THIS CERTIFICATION MAY ONLY BE SUBMITTED AS PART OF MY
ANNUAL BUDGET REQUEST 1O THE COMPENSALTLON BOARD BY FEBRUARY 1 OF EACH YEAR AND
AT WO OTHER TIME IN ORDER TO BE CONSIDERED FOR A 9 .3% PAY RAISE EFFECTIVE THE

FOLLOWIMNG JULY 1871

I AGREE TO PROVIDE SUCH DOCUMENTATION AS NECESSARY TO SUBSTANTIATE THIS CERT-—
TFTCATTON UPON REQUEST OF THRE COMPRENSATTION BOARD., MY GOVRERNTING BODY OR  aMWY
INDIVIDUAL OR ORGANIZATION COVERED UNDER THE FREEDOM OF INFORMATION ACT I
UNDERSTAND IF THE ACCREDITATICN OF THIS OFFICE EXPIRES PRIOR TO JULY 1 ©OF THE

FOLLOWING FISCAL YEAR AND IS NOT RENEWED THAT I WILL MNOT RECIEVE ANY SALARY

INCLREASE . 1 UNDERSLTAND THALDT 1 WIlLL HAVE SEVEN BUSINESS DaAYS 10 RESLPOND 1O
COMPEMNSATION BOARD REQUESTS. AMND THAT FAILIURE TO RESPOMND WITHIN THE TIME LIMIT
WLlLlL RESULL LN MY APPLICALTION FOR CERULFLICALLIOM BEING DEMLED FOR THAaAL YHAR i
HavFE PROVINDED A COPY OF THTS CRERTTIFTCATTION TO MY GOVERNTING BODY
PARTTICOTPATRE TN CARERER DREVETOPMENT PROGRAM (% . M) -y
APPROVAL : . OFFICER USER-ID: __ _

F1=HELP F3=MENU F4=TOTALS FS5=FIRST Fée=LAST F7=PREV Fs=NxXT Flz=MAIN

Keys: 190309 Soved: 0013

e Entera“Y” or “N” for participation in career development program
Use the officer’s SCB USERID to signoff. All Offices must certify Y’ for Yes or
‘N’ for No on this screen. This screen verifies that you or your staff actually read this
certification.

Option #9 Special Program Certification

Option 3 Certification of Master Deputy Career Development Plan (Sheriffs and
Regional Jail Superintendents)
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e Read all screens to determine compliance

Screen 1 of 7

= PXTRAL X -1 reme = =)<
B e e T |

MCCE — A COIN BUDGET REOUE=T 1z-20-2006 11 38
¥.11302005 F¥Y: 2008 LOC: 013 OFF 304 ARLINGTON COUNTY
CERTIFICATION OF MASTER DEPUTY CAREER DEVELOPMEMNT PLAMN (CDP)

L HEREBY CERIULEY THALD THE MASTER DELPULTY CAREER DEVELODPMENLD LLAN FOR THLS
SITERITTA-RVEGTONAT, JTATT. TNCORFPORATRS TIT TOTLT.OWTNG CRTTTERTA

S THE DEPUTY MUST REQUEST CONSIDERATION FOR PARTICIPATION INM THE CDFP

B. A CAREER DEVELOPMENT BOARD (CDB) SHALL BE ESTABLISHED AND MAKE

RECOMMEMNDATIONS TO THE SHERIFF REGARDIMNG SELECTION

< THE DECISIONM OF THE CDEBE MaAY BE APPEALED BY THE DEFPUTY .
D COMPETITIVE SELECTION PROCESSE IN WIIICII TIIE SIIERIFF-SUFPERINTENDENT MAKDES
THE FIWNAL DECISION REGARDING SELECTION

E. THE MINIMUM LENGTH OF SERVICE REQUIREMENT IN THE OFFICE NECESSARY TO BE

COMSIDERED FOR SELECTIONM IS THREE YEARS

F1_-HELP F

u

—MENLI F4_TOTALS FO_FIRST F&_LAST F7? _PREWV Fa_MxXT Fl1z_-MaIN

To0 . 2 060z

1am 176 177 47 (CrPn1cs 1) Koy 160797 Sl an1a

Read and then press “F8” to proceed to the next screen

Screen 2 of 7
EXTRA! X treme = 1=]3<)

=1

D S e[ :#ﬁﬂ%‘l&iogﬁizrﬁ;@!
MCCE—B COIN BUDGET REQUEST 12-20-2006 11:38
¥.11302005 F¥: 2008 LOC: 013 OQFF 304 ARLINGTON COUNTY
CERTIFICATION OF MASTER DEFPUTY CAREER DEVELOPMENT PLAN (CDP)

I HEREBY CERTIFY THAT THE MASTER DEPUTY CAREER DEVELOPMENT PLAN FOR THIS
SHERIFF-REGIONAL JAIL INCORPORATES THE FOLLOWING CRITERIA

F JOBE PERFORMANCE INCLIUDING TWO CONSECUTIVE AMNNUAL EVALUATIONS THAT MEET

ABOVE AVERAGE RATINGS.

G. MO MORE SERIOUS DISCIPLIMARY ACTIOMN THAM OMNE WRITTEM REPRIMAND WITHIN

THE PAST TWO YEARS IMMEDIATELY PRECEDING APPLICATION FOR SELECTION

11. NoT IIAVE MORE TIIAN ONE FREVENTADBLE ACCIDENT IN TIIE FAST TIIREE YEARS.

T ANNUAL QUALIFICATION WITH A DEPARTMENT-APPROVED FIREARM WITH A SCORE OF
NOoT LESS THaN 80 FOR THE MANDATORY IN-SERVICE FIREARM QUALIFICATIONS
COURSE . EQUAL CONSIDERATION MUST ALSO BE GIVEN ToO JUDGMENT AND ACTIONS
BASED ON THE APPROPRIATE USE OF FORCE

F1=HELP F3=MENU F4=TOTALS PE=FIRET Fe=LAST F7=PREWV F8=NXT Flz=MAIN

T00 .1 o101

Koys: 100302 Sovod: 0013

Read and then press “F8” to proceed to the next screen
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Option #9 Special Program Certification

Screen 3 of 7

=3 SNIP - EXTRA! X -treme [BEE
DS e s D = =/ r8 s B o @ e ed 0w
| MCCE—-C COIN BUDGET REQUEST 1220200686 1L 39

[
éj ¥ I A 302008 BY 2008 LOoOC: -3 OFF 304 ARLINGTON COUNTY

CERTIFICATION OQF MASTER DEPUTY CAREER DEVELOPMENT PLAN (CDP)

I HEREBY CERTIFY THAT THE MASTER DEPUTY CAREER DEVELOPMENT PLAN FOR THIS
SHERIFF-REGIONAL JAIL INCORPORATES THE FOLLOWING CRITERIA

J . COMPLETION OF A MINIMUM OF 40 HOURS OF SPECIALIZED TRAINING IN ADDITION
TO THE 40 HOURSE MANDATED IN-SERVICE TRAINING REQUIRED BY DCJIS THIS
TRAINING SHOULD BE DESIGNED TO ENHANCE THE CAREER OF A MASTER DEFPUTY AND
MUST BE OTHER THAN THOSE RECQUIRED BY LAW OR REGULATIONS AS MINIMUM
TRAINING REQUIREMENTS . THE COURSE WORK MUST BE APPROVED BY THE SHERIFF
OR COMPLETED AT A CERTIFIED CRIMINAL JUSTICE ACADEMY ANY JOB-RELATED
COURSE OF AT LEAST 3 CREDIT HOURS MAY BE SUBSTITUTED FOR THE ADDITIONAL
40 HOURS SPECIALIZED TRAINING. COPIES OF OFFICIAL TRANSCRIPTS FOR ALL
COLLEGE CREDITS CLAIMED MUST BE PROVIDED, A& MINIMUM GRADE OF 'C' MUST BE
ACHIEWVED. AND THE CREDITS MUST HAVE BEEN EARNED AT A COMMUNITY COLLEGE.
COLLEGE OR UNIVERSITY ACCREDITED BY THE STATE COUNCIL OF HIGHER
EDUCATION OF VIRGINIA (SCHEWV) . OR LIKE AGENCY IN OTHER STATES

F3=MENU F4=TOTALS FPE=FIRET Fe=LAST F7=PREWV F8=NXT Flz=MAIN

00 I O l~01

127.4] (CIPO1CH1) Keysi 190393 Saved: 0013

Read and then press “F8” to proceed to the next screen

Screen 4 of 7

122 SNIP - EXTRA! X-treme =%
LD e Bl S e == -t & B o @ wazes e
MCCE —D COIN BUDGET REQUEST 12202006 11 :39

Téj V1A 302008 Y 2008 LOoC: D3 OFF 304 ARLINGTON COUNTY

CERTIFICATION OF MASTER DEPUTY CAREER DEVELOPMENT PLAN ey

I HEREBY CERTIFY THAT THE MASTER DEDPUTY CAREER DEVELODPMENT PLAN FOR THIS

SHERIFF-REGIONAL JAIL INCORPORATES THE FOLLOWING CRITERIA

K. INCLUDE SPECIFIC RULES REGARDING EXPECTED USE OF SICK LEAVE AND REPORTING
REQUIREMENTS AND MUST BE CONSISTENT WITH THE AGENCY 'S POLICIES REGARDING
THIS AREA

L. INCLUDE A PROCEDURE FOR THE REMOVAL OF DEPUTIES FRCOM THE CDP WHO DO MNOT

MAINTAIN PRESCRIBED MINIMUM STANDARDS

M. INCLUDE A STATEMENT THAT CAREER DEVELOPMENT OFPPORTUNITIES ARE AVAILABLE
TCO ALL GRADE 8 DEPUTIES, AND THAT SELECTION WILL BE MADE REGARDLESS OF
RACE . RELIGION, GENDER. NATIONATL ORIGIN OR POLITICAL AFFILIATION OF

DEFPUTIES WHO CHOOSE TO APPLY

. MUST BE AVAILABLE IN ITS ENTIRETY TO ALL EMPLOYEES OF THE OFEFICE.

F1=HELP F3=MENU F4=TOTALS FPE=FIRET Fe=LAST F7=PREWV F8=MNXT Flz=MAIN

00 I O l~01

127.4] (CIPD1C41) Keys: 190394 Ssved: 0013

Read and then press “F8” to proceed to the next screen
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Option #9 Special Program Certification

Screen 5 of 7

3 SNIP - EXTRAL X treme EEE
P DEa S s mD ==/ 08 8 Ml OB ases 0w
Sc MCCE-F LN - BUBGET REQUWEST 122072 B 06 E23: 3%
Téj 'S 143020508 Y 2008 LOoC: 013 OoFF 304 ARLINGTON COUNTY

CERTIFICATION OF MASTER DEPUTY CAREER DEVELOPMENT PLAN Ry

I HEREBY CERTIFY THAT THE MASTER DEPUTY CAREER DEVELOPMENT PLAN FOR THIS

SHERIFF-REGIONAL JAIL INCORPORATES THE FOLLOWING CRITERIA:

. CONTAIN A STATEMENT THAT ANY DEPUTY SELECTED FOR THE CDP SHALL NOT HAVE
HIs STATUS REWVOKED SOLELY A3 A RESULT OF A REDUCTION IN THE TOTAL NUMBER
OF ELIGIBLE GRADE & COMPENSATION BOARD REIMBURSED POSITIONS IN THE
OEEITCE:-.

E . CONTAIN A STATEMENT THAT THE PURPOSE OF THE CDP IS A RECOGNITION AND
INCENTIVE FROGRAM BASED UPON INDIVIDUAL ACCOMPLISHMENT AND MAINTEMNANCE
OF SPECIFIC CRITERIA, AND THAT SELECTION IN THE CDP IS NOT CONSIDERED A
PROMOTION THE STATEMENT MUST ALSISC REPFPLECT THAT ALL DEPUTIES SHALIL BE
SUBJECT TO CURRENT POLICIES AND PROCEDURES, INCLUDING AMENDMENTS AND
THAT ESTABLISHED POLICIES AND PROCEDURES MAY BE AMENDED BY THE SHERIFF AT
ANY TIME AND THAT ALL FINANCIAL INCENTIVES ARE SUBJECT TO APPROVED
FUNDING .

F1=HELF F3=MENU F4=TOTALS F5=FIRST F6=LAST F7=PREV Feg=NXT Flza2=MAIN

00 I O Ls01

127 4] (CIPO1C41) Keys: 190335 Ssved: 0013

Read and then press “F8” to proceed to the next screen

=1 SNIP - EXTRA! X -treme

LD LS e B ==t s E o @ e ies e
MCCE — G COIN BUDGET REQUEST 12202006 11 :39
=B v.11302005 FY¥Y: 2008 LOC: 013 OFF 304 ARLINGTON COUNTY

CERTIFICATION OF MASTER DEPUTY CAREER DEVELOPMENT PLAN (CDP)

I HEREBY CERTIFY THAT THE MASTER DEPUTY CAREER DEVELOFPMENT PLAN FOR THIS

SHERIFF-REGIONAL JAIL INCORPORATES THE FOLLOWING CRITERIA:

Q. CONTAIN & STATEMENT THAT THE PURPOSE OF THE CDP IS TO ENCOURAGE
PROFESSIONALISM IN THE OFFICE BY IMPROVING PERSONAL SKILLS, KNOWLEDGE .,
AND ABILITIES OQOF GRADE 8 DEPUTIES IN CQRDER TCO MEET DEPARTMENT OBJECTIVES
AND TO REDUCE DEPUTY TURNOVER, PREVENTABLE VEHICLE ACCIDENTS, EXCESSIVE
SICK LEAVE USAGE. AND DISCIPLINARY ACTIONS

R. THE OFFICE MUST HAVE AN EMPLOYEE EWALUATION PLAN CURRENTLY IN EFFECT THAT

MEETS THE MINIMUM CRITERIA ESTABLISHED BY THE COMPENSATION BOARD FOR SUCH
PLANS

F1=HELP F3=MENU F4=TOTALS F5=FIRST Fe=LAST F7=PREV F8=NXT Flz2=MATIMN

001 ol 01

Keys: 190396 Ssved: 0013 1

Read and then press “F8” to proceed to the next screen
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Option #9 Special Program Certification

Screen 7 of 7

3 SNIP - EXTRA! X-treme EEX
D E0.8 dan0 Wds= s 0t & BE OB KM Q?!

MCCE-H COIN BUDGET REQUEST 12-20~,2006 11:39
v.,11302005 FY: 2008 LOC: 013 OFF: 304 ARLINGTON COUNTY

CERTIFICATION OF MASTER DEPUTY CAREER DEVELOPMENT PLAN (CDP)

I UNDERSTAND THAT 20% OF THE TOTAL GRADE 7 AND 8 DEPUTIES MAY RECEIVE
ADDITIONAL COMPENSATION REIMBURSED BY THE COMPENSATION BOARD AS A RESULT OF
BEING SELECTED FOR THE CAREER DEVELOPMENT PLAN AND THAT ADDITIONAL
COMPENSATION SHALL NOT EXCEED A 4-3TEP (92 .31%) INCREASE IN SALARY. THE OFFICE

MUST COMPLY WITH THE MASTER DEPUTY AUDIT PROGRAM PUT INTO EFFECT MAY 25, 2005

PARTICIPATE IN CAREER DEVELOPMENT PROGRAM (Y./N):

APPROVAL: ) OFFICER USER-ID:

F1=HELP F3=MENU F4=TOTALS FE =FLEST Fe=LAST F7=PREV F8=NXT F12=MAIN

s G lisbls

Keys: 190397 Saved: 0013

Enter a “Y” for YES or “N” for NO to answer participation in career development
program
Use the officer’s SCB USERID to signoff
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Option #9 Special Program Certification
Option 4 Planned Jail Expansion

Screen 1 of 1
3 Copy of VITAZ - Rick - EXTRA! X-treme DE]@

i Ele Edt Vew Iook Session Optins el

(DA e samoMacsh 8t & BR o3 i)
MCCL-A COIN BUDGET REQUEST 2009-12-01 16.40
V.10162009 FY: 2011 LOC: 001 OFF: 307 ACCOMACK COUNTY

PLANNED JAIL EXPANSION

PLEASE ANSWER EACH QUESTION FOR PLANNED JAIL EXPANSION

IS THERE A PLANNED EXPANSION TO YOUR JAIL FACILILTY:

ESTIMATED COMPLETION DATE: MM / DD / YYYY
ESTIMATED INCREASE IN OPERATING CAPACITY: 0
ESTIMATED NUMBER OF MEDICAL POSITIONS NEEDED: 0
ESTIMATED NUMBER OF FOOD SERVICES POSITIONS NEEDED: 0
ESTIMATED NUMBER OF CORRECTIONAL OFFICERS NEEDED: 0
OFEICER NEEDS TO ‘COMPLETE
F1=HELP F3=EXIT F4=TOTALS F12=MAIN
S| 4100, 2 11/62

Keys: 246064 Saved: 0001 It 44PN
| Sheriff FY116udget ... & =S 4=0pn

Connected to host ditmvs2, st

e Entera*“Y” oran “N” if your locality has a planned jail expansion. All Offices must
certify “Y” for Yes or ‘N’ for No on this screen.

Enter estimated completion date (required when entering Y above)

Enter estimated number of medical positions needed (if known)

Enter estimated number of food services positions needed (if known)

Enter estimated number of correctional officers needed (if known)

Press the Enter key after all requested information has been entered
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12. Option #10 - Certify Budget Request

Purpose:

The Certify Budget Request screen is accessed from the COIN Budget Request Menu. This screen enables
the Local Officer to certify that the budget request is accurate and also enables the Compensation Board to
approve that the budget request is within CB policy.

Navigational Path:

e COIN Main Menu - Select Option #2, COIN Budget Request
e COIN Budget Request Menu - Select Option #10, Certify Budget Request

SHERIFF’'S AND REGIONAL JAIL SUPERINTENDENT’S

23 SNIP - EXTRAL X-treme [EEE]
P DB S e mo A = n rt & BE o waid e i

MCBS COIN BUDGET REQUEST 12202008 - 4.0
7%&5” V.120862006 FY: 2008 LOC: 013 OFF: 304 ARLINGTON COUNTY

CERTIFY BUDGET REQUEST

I CERTIFY THAT THIS REPRESENTS AN ACCURATE STATEMENT OF OFFICE WORKLOAD DATA

SALARY SUPPLEMENTS, LOCALLY FUNDED POSITIONS, AND MY ANTICIPATED FUNDING NEEDS
FOR THE UPCOMING FISCAL YEAR I HAVE NOTIFIED THE GOVERNING BODY OF MY LOCALITY
OF THE AVAILABILITY FOR REVIEW OF THE REQUEST AND HAVE PROVIDED THEM A COPY OF

ALL DOCUMENTS AND JUSTIFICATION FORWARDED TO THE COMPENSATION BOARD.

APPROVAL :
LOCATL ETY DATE : 12202008 OFFICER LOGON:
CB v DATE CB LOGON:

CB REVIEW (Y~-N):

REMOVE SIGNOFF (YY) :

MUST COMPLETE ADDITIONAL EMPLOYEE REQUEST BEFORE SIGN-OFF
F1=HELP F3=EXIT F4=TOTALS Flz=MENU

T o001 1651

76.127.4] (CIPO1C41) Keys: 190403 Saved: 0013 NuM 11:40 AM
183 SIP - EXTRAY #etreme e vo7 ... & [ 11:90 80

Helpful Hints:

o If you enter the Officer’s SCB USERID to submit your budget request and all screens that have
required fields have not been processed, the system will not accept your sign off
v Under this condition, the system will inform you that a required process has not been completed
and a message will direct you to the incomplete process selection on the On-line Budget Menu
e Once you have submitted your budget request you may not further modify your request
v" From the time of your submission, which is due February 1, you may only view your submission
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Option #10, Certify Budget Request

=1 SNIP - EXTRA! X-treme [BEE
EDBFI@-&'-QEE*J=éyﬁﬁﬁ%ﬂoﬁz§éﬁ@?!
MCB&g COIN BUDGET REQUEST 12202006 11:40

e ¥V .12062006 FY: 2008 LOC: 03 OFF 304 ARLINGTON COUNTY

.

CERTIFY BUDGET REQUEST

I CERTIFY THAT THIS REPRESENTS AN ACCURATE STATEMENT OF OFFICE WORKLOAD DATA

SALARY SUPPLEMENTS. LOCALLY FUNDED POSITIONS. AND MY ANTICIPATED FUNDING NEEDS
FOR THE UFPCOMING FISCAL YEAR I HAVE NOTIFIED THE GOVERNING BODY OF MY LOCALITY
OF THE AVAILABILITY FOR REVIEW OF THE REQUEST AND HAVE PROVIDED THEM A COPY OF

ALL DOCUMENTS AND JUSTIFICATION FORWARDED TO THE COMPENSATION BOARD

APPROVAL :
LOCALITY: DATE: 12-20-200¢6 QFFICER LOGON:
CcB : DATE CB LOGON:

CB REVIEW (Y- N):

REMOVE SIGNOFF (YY) :

MUST COMPLETE ADDITIONAL EMPLOYEE REQUEST BEFORE SIGN-OFF
F1=HELP F3=EXI1T F4=TOTALS Fl12=MENU
[AEW 9% 100 .1 1651

Connected to host ditmysZ state.va.us [165.176.127.4] (CIPO1C4+1) Keys: 190403 Saved: 0013 UM 11:40 AM
[ 18 nbox b, B3 SNIP - EXTRAl streme | 8 Draf 07 1.0 & [8 11:30 v

Helpful Hints (Continued):

e Upon approval of your budget on May 1, you will be able to view your budget submission as
approved, which will include any adjustments made by the Compensation Board
e Please check your request for any final changes
v If the Officer’s SCB USERID has been entered, you cannot make changes to your Budget
Request.
v If your screen has error messages on the bottom of the screen, you have not Certified
0 Please go back to the ‘Option’ shown in the error on the bottom of your screen and complete
the required fields, and then return to the certification screen to certify your budget request

Procedures:

e Enter the officer’s SCB USERID as the ‘Officer Logon’ to Certify fiscal year budget submission
e  Press the “Enter” key after completing the information requested
e Press ‘F3’ to exit the screen to the Budget Request Menu
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13. Option #11, Comments
PURPOSE:

The Comments screen is accessed from the COIN Budget Request Menu. This screen allows comments by
any local officer or Compensation Board representative.

NAVIGATIONAL PATH:

e COIN Main Menu — Select Option #2, COIN Budget Request
e COIN Budget Request Menu — Select Option #11, Comments

SHERIFF'S AND REGIONAL JAIL SUPERINTENDENT'S

L) o=y e im0y o o] [P e= = v 08 S® L e o G mer bit oa o W

= MEE R o IN EUDCET TESUEET TE 6 260F II 40
[Bg| v 11302006 Fv: 200s LOC: 015 OFF: 304 ARLINCTON COUNTY
CMm R
A A AL MEW CGOMMERNT Patr 0o R 0o
(D) —DELETE CURRENT COMMENT
F1-HELP F3-MENU F4-TOTALS FS-—FIRST FE-LAST F7-DREV TFe—NXT F13-MAIN
EN BV = [ [FF]

HELPFUL HINTS:

e There are unlimited ‘Comment’ screens that allow the entry of comments in a free form format

e This screen will Time Out if your computer is idle for 15 minutes
v Suggest that you have all the information needed before starting this process

e The use of these screens is optional and the data entered is not edited

e This screen is available for any information you think is necessary for the Compensation Board to
know about your on-line budget request

PROCEDURES:

e Enter “A” to add a comment or “D” to delete a comment

e Input the information you want to address

e  Press the “Enter” key after your comments have been entered

e Reference the section of the on-line budget request your comments are referring to

v' Example: Option #2, Additional Employee Request
e Press ‘F3’ to exit the screen to the Budget Request Menu
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14. Function Key ‘F4’ - Budget Request Totals
PURPOSE:

The ‘F4=Totals’ Function Hot Key screen reflects your Budget Request Totals. These screens capture your
Current Budget, Budget Requested Totals and Compensation Board Approved Budget for the next fiscal
year that will be displayed by May 1 of each year. The categories captured within these screens are
Permanent Personnel, Additional Personnel, Temporary Personnel, Office Expenses and Equipment.

NAVIGATIONAL PATH:

e COIN Main Menu - Select Option #2, COIN Budget Request
e COIN Budget Request Menu — Press Function Key ‘F4’

23 SNIP - EXTRA! X-treme [E[EE]
D B S e B o] [Fle = o r8 S RaF O B rz a2 24 o N

MCBEB— A COIN BUDGET REQUEST 1220 2006 11:40
%i B 'S 10262006 BPY 2008 LOC: 013 OFF 304 ARLINGTON COUNTTY

BIIDGET REQUEST TOTALS

PERMANENT PERSONNEL

BUDGET —ESTIMATED BUDGET— REIM —ESTIMATED REIM-—

SALARY FRINGES TOTAL SALARY FRINGES TOTAL
CURR BDGT 6 ~BET.. 283 764,345 ? BB L 528 B &80 L83 764,345 Z s+ 45% .B28
REQUESTED 6,687,183 764,345 7.451.,528 6.687. 183 764,345 7.451.528
COMP BOARD o Lo} Lo} o 0 o
TOTAL PERMANENT PERSONNEL 21 2

TEMPORARY PERSONNEL

BUDGET —~ESTIMATED BUDGET — RE IM —~ESTIMATED REIM-
SALARY FRINGES ToOTAL SALARY FRINGES TOTAL
CURR BDGT 150,978 17 .256 168,234 150,978 17,256 168,234
| REQUESTED 0 0 0 o 0 0
COMD BOARD 0 o o o o 0
F1=HELF F3=MENU Fa4a=TOTALS FS=FRsST Fe=LAST F7=FPREWV Fe=MNEXT Flz=MENU
ATEW T 00 .3 02,17

Connected ta host ditws:

s [165.176.127.4] (CIPO1C41) Keys: 190408 Saved: 0013 U 11:41 AM
Sernected to o . .
74 start '®m k. trome 3§ Dral E = [ 11:41 e

HELPFUL HINTS:

e The Budget Request Totals are displayed on three screens
v Screen #1 displays the totals for Permanent and Temporary Personnel funding requests
v Screen #2 displays the totals for Equipment funding requests
v Screen #3 displays the totals for all budget request categories
e To navigate through the screens use the ‘F7’ key to view a previous page or ‘F8’ to view the next page
e This screen can be accessed from any Budget Request screen by depressing the ‘F4’ key
e  Pressing the ‘F3’ key will return you to the screen from which you accessed the Budget Request Totals
screen.
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‘F4’ BUDGET REQUEST TOTALS

SHERIFF'S AND REGIONAL JAIL SUPREINTENDENT'S

15T SCREEN OF 3:

=1 SNIP - EXTRA! X-treme [AEE
inmdasrpo@@fAlesas S Bl o e gl

MCEB—A COIN BUDGET REQUEST 12, 202008 11 40
V’é&a" ¥.,10262006 FY: 2008 LOC: 013 OFF: 304 ARLINGTON COUNTY

BUDGET REQUEST TOTALS

FPERMANENT PERSONNEL

BUDGET —ESTIMATED BUDGET — REIM —ESTIMATED REIM-

SALARY FRINGES TOTAL SALARY FRINGES TOTAL
CURER BDGT 65,687,183 764,345 7.451,528 6,687,183 764,345 7 .451 ..528
REQUESTED 6.687.183 64,348 7.451.528 6.687.183 764,345 7.451.528
COMP BOARD o} o) 0 o o 0
TOTAL PERMANENT PERSONNEL 21z

TEMPORARY PERSONNEL

BUDGET —-ESTIMATED BUDGET-— REIM —ESTIMATED REIM-
SALARY FRINGES TOTAL SALARY FRINGES TOTAL
CURER BDGT 150,978 17.25686 168,234 150.978 17,2586 168,234
| REQUESTED 0 Q 0 [o] Q 0
COMF BOARD s} o0 o) 8] o) o}

F1=HELP F3=MENU F4=TOTALS F5=FRST Fe=LAST F7=FPREYV F8=NEZXT Flz=MENU

003 0217

76.127.4] (CIPD1C41) Keys: 190408 Saved: 0013 UM 1141 AM

& 8 11:01 am

PROCEDURES:

e 15T SCREEN OF 3:

v ‘CURR BDGT’ - This line of information refers to the ‘base’ request information using your
current budget information as of December 31

v ‘REQUESTED’ - This line of information refers to the budget request that you have made or are
in the process of making
o0 This information is subject to change as you make revisions to your budget request
o0 This information becomes ‘locked-in’ when the Constitutional Officer or designee certifies
their budget request

v' ‘COMP BOARD?’ - This line of information refers to the budget request as being reviewed or
approved by the Compensation Board
0 During the period of February — April budget requests made by the Constitutional Officers are
reviewed and scrubbed by the Compensation Board
o When budget requests are approved by the Compensation Board (May 1% of each year) this
information also becomes ‘locked-in’

v" ‘FRINGE’ benefits listed are estimates only

v ‘REIMBURSABLE’ figures displayed are the actual dollar amounts that will be returned to your
locality
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‘F4’ BUDGET REQUEST TOTALS

SHERIFF’'S AND REGIONAL JAIL SUPERINTENDENT'S

2"P SCREEN OF 3:

231 SNIP - EXTRA! X-treme EIX
i 0a0E kim0 BFle st & B 0B i)
MCBB-B COIN BUDGET REQUEST l12-20,2006 11:41
% V.10262006 FY: 2008 LOC: 013 OFF: 304 ARLINGTON COUNTY
BUDGET REQUEST TOTALS
EQUIPMENT
NEW NEW REPLACE REPLACE TEAE TOTAL STRESSED
QTY GOs8T oTY COST QTY GOsT COST
EQUIPMENT TOTAL:
0 0 0 0 0 0 0
0 1} 1} 1} 0 0 0
F1=HELP F3=MENU F4=TOTALS F5E=FRST Fe=LAST F7=PREV F8=NEXT Fl1z=MENU
o0 1 02,17

Keys: 190408 Saved: 0013 UM 1141 AWM
/4 start | 18 ke ut. B3 suip - ExTRALstreme | (O Draft 3 Sherff FYO7 .. & 8 1141 a0

e 2"°SCREEN OF 3:

v This screen displays equipment totals by equipment category

v" FIRST LINE of information displayed relates to the request you have made or are in the process
of making
o0 This information is subject to change as you make revisions to your budget request
0 Line 1 becomes ‘locked-in” when the Constitutional Officer certifies their budget request

v" SECOND LINE of information displayed relates to the in-progress or approved request as
completed by the Compensation Board
0 During the period of February — April budget requests made by the Constitutional Officers are
reviewed and scrubbed by the Compensation Board

o When budget requests are approved by the Compensation Board (May 1% of each year) this
information also becomes ‘locked-in’
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‘F4’ BUDGET REQUEST TOTALS

SHERIFF’'S AND REGIONAL JAIL SUPERINTENDENT’S

3R° SCREEN OF 3:

123 SNIP - EXTRA! X-treme [AEE
LD EAE S e ][ F e = 08 & BE o ezl id o8
MCBB - C COIN BUDGET REQUEST 12-20-2006 11:41
% 'S 102620086 BY 2008 LOC: 013 OoFFE 304 ARLINGTON COUNTY
BUDGET REQUEST SUMMARY TOTALS
TOTAL PERMANENT PERSONNEL.: CURR BDGT 6,687,183 REIMBURSABLE 6,687,183
REQUESTED 6, 687 183 6,687,183
COMP BOARD [l
TOTAL ADDITIONAL POSITIONS: CURR BDGT 0
REQUESTED 0
COMP BOARD
TOTAL TEMPORARY PERSONNEL : CURR BDGT 150,278 REIMBURSABLE 150 978
REQUESTED 0 0
COMP BOARD o
TOTAL OFFICE EXPENSES. .. : CURR BDGT 0 REIMBURSABLE 0
REQUESTED o Lo}
COMP BOARD [l
| TOTAL EQUIPMENT EXPENSES : CURR BDGT 0 REIMBURSABLE 0
REQUESTED 0 0
COMP BOARD o
F1=HELP F3=MENU F4=TOTALS FSE=FRST Fe=LAST F7=PREVY F8=NEXT Flz=MENU
[AEW 9% 100 .1 0217

keys: 190408 Saved: 0013 U 11:41 AM
o s .
75 Start [ @ 1nbo> L ne oral *07 0 & 11:41 AM

e 3RP SCREEN OF 3:

v Displays totals for each budget request broad-based category:
0 Permanent Personnel

Additional Positions

Temporary Personnel Funding

Office Expense Funding

Equipment Requests

O 0O0O0

v ‘CURRENT BUDGET’ - This line of information refers to the ‘base’ request information using
your current budget information as of December 31

v ‘REQUESTED’ - This line of information refers to the budget request that you have made or are
in the process of making
o0 This information is subject to change as you make revisions to your budget request
0 This information becomes ‘locked-in” when the Constitutional Officer or designee certifies
their budget request

v ‘COMP BOARD’ - This line of information refers to the budget request as being reviewed or
approved by the Compensation Board
0 During the period of February — April budget requests made by the Constitutional Officers are
reviewed and scrubbed by the Compensation Board
o When budget requests are approved by the Compensation Board (May 1% of each year) this
information also becomes ‘locked-in’

e Press ‘F3’ to exit the screen to the Budget Request Menu
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15. Main Menu Option #5 - Budget Reports

3 SNIP - EXTRA! X-treme EEX
D E0.8 dan0 Wds= s 0t & BE OB KM Q?!
MAIN-A COIN MAIN MENU 12-,20-20086 11:41

V.,12052006 LOC: 013 OFF: 304 ARLINGTON COUNTY

I SYSTEM MAINTENANCE

2 BUDGET REQUEST PROCESSING

3. REIMBURSEMENT PROCESSING

4., PERSONNEL PROCESZING

5 4 REPORTS

6. INQUIRY

7 s TTF BUDGET REQUEST

8. UPDATE LOCALITY~- OFFICE INFORMATION

OFTION

BROADCAST MESSAGES:

F12=LOGOFF

Keys: 190409 Saved: 0013

S e
4 Start 18] 1nbo:

e Select Option #5- “Reports”
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Main Menu Option #5 - Budget Reports

=3 SNIP - EXTRA! X -treme EIEX
I T e = T o e T 0 ol o 0 . O SO P Qe B e I el %?!
MCGO COIN BUDGET REQUEST 2006-12-20 11:41
& vV .02072006 FY: 2008 LOC: 013 OFF: 304 ARLINGTON COUNTY
OQFFICE: SHERIFF QOFFICER: ARTHUR
REPORTS MENU

1 BUDGET REPORT

2. BUDGET REPORT W DEC INCREASE

3 CURRENT ACTIVE BUDGET

4 BUDGET REQUEST WORKSHEET

REPORT ___
SORTED BY
_ CcLASS

_ POSITION NUMBER
NAME

ENTER "X'" FOR SORT ORDER

F1=HELP F2=AUTH BDG F3=MENU F4=TQTALGS Fl2=MAIN

4% 100 . 1 11,09

176.127.4] (CIPO1C41) Keys: 100411 Saved: 0013 UM 11:42 AM

& 8 11:42 aM

T2 SMIP - EXTRA! S-treme | T Draft 3 Sheriff F¥07 . .

There are 4 versions of the Budget Report that are available.

e Option #1 “Budget Report”- This is the Historical Budget Report, listing
all changes to your budget since it went into effect.

e Option #2 “Budget Report W/Dec Increase”- This is the Budget with the
December 1 increases factored in. This report is available in November.

e Option #3 “Current Active Budget”- This is the Budget showing the
personnel changes entered to date.

e Option #4 “Budget Request Worksheet”- This is the Budget Request
Worksheet, this report may be downloaded to enter all personnel changes
before entering them into the COIN system.

Enter the desired option along with the desired sort sequence, if no sort sequence is
specified the Budget Report will be printed in Class Code order. Governing Bodies will
have the ability to request a Budget Report for each office in their locality. You will need
to enter the Starting Office and Ending Office as well as the Sort Sequence. We
recommend submitting a separate request for each office in your locality.
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.} | crollins

Internet a . i
MSH Explorer e America Online 9.0 {l Adobe Reader 7.0
. N 3

= i » [ Accessibiity 3
T M Explarer I Cyberlink PowerDvD ) Communications »
E Microsoft Wor @ Dell Accessaties @ Entertainment 3

@ Games @ Microsoft Interactive Training »
‘(3} America Online @ Intel Netwaork Adapters @ System Tools >
~ I Java Web Start ) Address Book

g Internet Explorer || [ Microsoft Office Tadks & Calculator

Download Instructions

825, Burn O & DVDs with Roxio
& New Office Document:

G Open Office Document

@ Set Program Access and Defaulks
W Windows Catalog

& windows Update

B Norton Systemorks

N america Online 7.0

IF) Roxio Easy CD Creator 5

[7) ExTRA! Personal Client 32-bit
[T America Online

) QuickTime

() Real

[ koDak

() Adobe

[ KODAK Ficture CD
E Adobe Photashop Album 2.0 Starter Edition

E icrosoft Excel

Carnrnand Prarm

i Allprograms B

J start [ st

I startup

825, Burn O & DVDs with Roxio
& nternet Explorer
Microsaft Access

Microsoft Excel

(B Microsoft Outlook

Microsoft PowerPoint
Microsoft Word

W Msh Explorer

L.'%l Outlook Express

o Remate Assistance

®

& windows Media Player

Solution Center

B windows Messenger
I7) Horton Systemtworks

" .
E]Pem:rms text-hased ([command-line) functions

Y part

@) Program Compatibility Wizard
€9 Synchronizs

& Tour windows 2P

(2 Windows Explorer

il Wwindows Mavie Maker

2 ‘wordPad

|3 chamieneDIT1 .. &)1

Download Instructions

1. Click “Start” — “All Programs” — “Accessories” — “Command Prompt”
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Download Instructions

IC:~Docunents and Settin:

nll.. | i CHARLEME-D.. o dpr... &) 11336 P
-

2.- TYPE: ftp Press the “ENTER” key

3.-TYPE: open ditmvs2.state.va.us Press the “Enter” key

4. -USERNAME: scbte06 (lowercase) Press the “Enter” key

5. -PASSWORD: scbte06 (lowercase) Press the “Enter” key

6. -TYPE: user (lowercase) Press the “Enter” key

7. -USERNAME: Type your COIN Userid (lowercase) Press the “Enter” key

8. -PASSWORD: Type your COIN password (lowercase) Press the “Enter” key

9.-TYPE: get Press the “Enter” key

10-TYPE: ‘sch.prod.coin.l001.0307.wbudget.rtf’ Press the “Enter” key
(lowercase with single quotes, lowercase L-locality 1001.lowercase O-
office.budget.rtf)

1. The file to download for option 1 is
‘scb.prod.coin.Ixxx.oxxx.budget.rtf’
2. The file to download for option 2 is
‘scb.prod.coin.Ixxx.oxxx.budget2.rtf’
3. The file to download for option 3 is
‘scb.prod.coin.Ixxx.oxxx.abudget.rtf’
4. The file to download for option 4 is
‘scb.prod.coin.Ixxx.oxxx.wbudget.rtf’

11.- LOCAL FILE NAME:  “c:/budgetreport.rtf”’(with double quotes) Press the “Enter” key

12. BYTES OF DATA

TRANSFERRED: Press the “Enter” key
13. TO EXIT: Type quit — Press the “Enter” key
Type exit — Press the “Enter” key
14. TO PRINT: Open Microsoft Word
15. OPEN FILE: Budgetreport.rft (or the name you gave the file)
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Download Instructions

Additional Printing Instructions:
e Open Microsoft word
e Look for a file that ends with the extension “.rtf” (denotes Rich Text Format)
OR

Open Window Explorer

Click on Local Disk (C:)

Right click on the file

Select print.

These files should require no additional formatting for printing.

Technical Assistance

If you should experience problems with retrieving a file, and would like to have your
Budget Report emailed to you, please email one of the individuals listed below. Please
be sure to include your Locality number and your Office number in your email request.

Anne Wilmoth — anne.wilmoth@scb.virginia.gov

Dan Munson — dan.munson@scb.virginia.gov

Craig Giegerich — craig.giegerich@scb.virginia.gov
Melanie Morrison- melanie.morrison@scb.virginia.gov
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17. Appendix

Classifications And Pay Plans

SHERIFF’S - Support Personnel

CLASSIFICATION AND PAY PLAN FOR SUPPORT PERSONNEL OF THE SHERIFF
JULY 1, 2011 - JUNE 30, 2012

PAY .
CLASS TITLE ABBREV BAND ROLE MIN MAX

GENERAL OFFICE CLERK GC

1 Administrative 19,856 37,371
SECRETARY | SECI
COOK A CK A
SECRETARY Il SECII
COOK B CKB =
COMMUNICATIONS OPERATOR | COMOP r.

2 Administrative 23,723 45,666
COMMUNICATIONS
SUPERVISOR CO Sp
ADMIN STAFF SPECIALIST ADMSS 3 Professional 28,234 52,973
'(,L%‘T’\I_TSEV%E:\]C)IAN 1 LT1 3 Professional 28,234 52,973
LIDS TECHNICIAN 2 Sr.
(NON-SWORN) LT2 ® | Pprofessiona | 33147 | 69186
Compensation Board 59

Last Updated: 12/9/2011 @11:33 AM




CONSTITUTIONAL OFFICER’S INFORMATION NETWORK (COIN) USER’S GUIDE

Classifications And Pay Plans

‘ SHERIFF’S - Law Enforcement, Court Services, and Correctional Officers

CLASSIFICATION AND PAY PLAN FOR LAW ENFORCEMENT, COURT SERVICES, AND
CORRECTIONAL OFFICERS

JULY 1, 2011- JUNE 30, 2012

PAY
CLASS TITLE ABBREV ROLE MIN MAX*
BAND

CORRECTIONAL OFFICER c7
COURT SERVICES OFFICER CS7
LAW ENFORCEMENT OFFICER L7
CORRECTIONS OFFICER TECH CcT7
CORRECTIONAL OFFICER c8 3 Professional 28,234 52,973
COURT SERVICES OFFICER css
LAW ENFORCEMENT OFFICER L8
CORRECTIONS OFFICER TECH CT8
CORRECTIONAL OFFICER MDCO9,
COURT SERVICES OFFICER MDCS?9,
LAW ENFORCEMENT OFFICER MDLO9, C9,
MASTER DEPUTY CS9
CORRECTIONS OFFICER TECH CT9

L9

Sr.
CORRECTIONAL OFFICER C10 6 Professional 33,147 69,186
COURT SERVICES OFFICER CS10 essio
LAW ENFORCEMENT OFFICER L10
CORRECTIONAL OFFICER c11
COURT SERVICES OFFICER CcS11
LAW ENFORCEMENT OFFICER L11
CORRECTIONAL OFFICER c12
COURT SERVICES OFFICER CS12
LAW ENFORCEMENT OFFICER L12
CORRECTIONAL OFFICER Cc13 -
COURT SERVICES OFFICER CS13 8 Supervisory/ 44 058 | 116,345
LAW ENFORCEMENT OFFICER L13 Management
CORRECTIONAL OFFICER cl4
COURT SERVICES OFFICER CcS14
LAW ENFORCEMENT OFFICER L14
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Classifications And Pay Plans

SHERIFF’S - Medical, Treatment, and Classification Personnel

CLASSIFICATION AND PAY PLAN FOR MEDICAL, TREATMENT, AND
CLASSIFICATION PERSONNEL

JULY 1, 2011 - JUNE 30, 2012

PAY .
CLASS TITLE ABBREV BAND ROLE MIN MAX
MEDICAL _IF;'\TAFE?
TREATMENT _ :
CLASSIFICATION “pCLS 3 Professional | 18,496 35,312
RECORDS PRECS

P - denotes partially
funded

_ - denotes a space

MD - denotes participation in the Sheriffs

Master Deputy Plan

* Per Code of Virginia, 815.2-1627.1B, the salary of any employee of a Constitutional
Officer cannot exceed 90% of the salary of the Constitutional Officer.
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Classifications And Pay Plans

SUPERINTENDENT’S - Support Personnel and Regional Jail Officers

CLASSIFICATION AND PAY PLAN FOR SUPPORT PERSONNEL OF THE REGIONAL

JAIL
JULY 1, 2011 - JUNE 30, 2012
CLASS TITLE ABBREV PL ROLE MIN MAX*
BAND
GENERAL OFFICE CLERK R__GC
1 Administrative 19,856 37,371
SECRETARY | RSEC1
COOK A R_CKA
SECRETARY I RSEC2 Sr.
COOK B R_CKB 2 | Administrative | 23723 | 45,666
ADMIN STAFF SPECIALIST RADMS 3 Professional 28,234 52,973
LIDS TECHNICIAN 1 ,
(NON-SWORN) R_LT1 3 Professional 28,234 52,973
LIDS TECHNICIAN 2 Sr.
(NON-SWORN) ke 6 Professional | So147 | 69,186
CLASSIFICATION AND PAY PLAN FOR REGIONAL JAIL OFFICERS
JULY 1, 2011 - JUNE 30, 2012
CLASS TITLE ABBREV L ROLE MIN MAX*
BAND
CORRECTIONAL OFFICER R__C7
CORRECTIONS OFFICER TECH R _CT7 _
= 3 Professional 28,234 52,973
CORRECTIONAL OFFICER R__C8
CORRECTIONS OFFICER TECH R_CT8
CORRECTIONAL OFFICER R__C9
CORRECTIONS OFFICER TECH R_CT9
MASTER DEPUTY RMDC9 Sy
CORRECTIONAL OFFICER R_C10 6 Professional 33,147 69,186
CORRECTIONAL OFFICER R_Ci11
SUPERINTENDENT SUP11
CORRECTIONAL OFFICER R_C12
SUPERINTENDENT SUP12
CORRECTIONAL OFFICER R_C13 Supervisory/
SUPERINTENDENT SUP13 8 Management 44,058 116,345
CORRECTIONAL OFFICER R_C14
SUPERINTENDENT SUP14
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Classifications And Pay Plans

SUPERINTENDENT'’S - Medical, Treatment, and Classification

CLASSIFICATION AND PAY PLAN FOR MEDICAL, TREATMENT, AND
CLASSIFICATION PERSONNEL IN REGIONAL JAILS

JULY 1, 2011 - JUNE 30, 2012

PAY .
CLASS TITLE ABBREV BAND ROLE MIN MAX
MEDICAL RF)QEI\'I/'IIE'II?
TREATMENT _
CLASSIFICATION RPCLS 3 Professional | ;g jq¢ | 35312
RECORDS RPREC

P - denotes partially
funded
_ - denotes a space

MD - denotes participation in the Sheriffs Master

Deputy Plan

* Per Code of Virginia, §15.2-1627.1B, the salary of any employee of a Constitutional

Officer cannot exceed 90% of the salary of the Constitutional Officer.
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