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BUDGET REQUEST (OLB)

1. COIN MAIN MENU
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Select Option #2- “Budget Request Processing”
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1 SYETEM MAINTEMNANCE

2 BUDGET REQUEST PROCESSIHNG

3 REIMBURSEMENT PROCESSING

4 PERSONNEL PROCESSING

5 REFPORTS

3 INQUIRY

7 TTF BUDGET REQUEST

8. UPDATE LOCALITYQFFICE INFORMATION
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123172004
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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

%2 soume - 1AL X trame
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F MCBO Co 1 BUDGET REQUEST Z006-12-20 11
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OFFICE SHERIFF ARTHUR
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SPECIAL PR AM CERTIFICATION

10 CERTIFY BUDGET REQUEST
11 COMMENTS
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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 [fthe 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

8
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MCBO COIn BUDGET REQUEST 2006=12 20 11
v 11079 o6 FY 2008 Lac 013 QOFF 104 ARLINGTON COUNTY
OFFICE SHERIFF OFFICER ARTHUR

BUDGET REQUEST MENU

1 PERMANENT PERSEONNEL SORTED BY
— LAST NAME OR SETARTING LAST HNAME
PO

TICHN NUMBER OR STARTING FOSITION HNHUMBER

ENMTER “X" FOR SORT ORDER ONLY

2 ADDITIONAL EMPLOYEE REQUEST
TEMPORARY PERSONMNEL

4 FULL OR FPARTIALLY FUNDED FPERSONNEL
OFFICE EXPENSE

& EQUIPMENT (E

FUNDING

LUDING CLERKS)

7. RECORD WORKLOAD INFORMATIOHN
8. UPDATE LOCALITY INFORMATIOHN
9. SPECIAL PROGRAM CERTIFICATIOHN

10. CERTIFY BUDGET REQUEST

11. COMMENTS

OFTIOMN
F1=HELF F3=MENU F4=TOTALS Fla=MAIN
[l 10 . 1 ]

Helpful Hints (Continued):

A

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 a starting 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 [ Deleted: 12/1/2008
e Press ‘F3’ or ‘F12’ to exit the screen to the COIN Main Menu [ Deleted- 11/25/2008
/[ Deleted: 10/2112008
[ Deleted: 4:18 PM
[ Deleted: 11:02 AM
| Deleted: 2:00 PM
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BUDGET REQUEST (OLB)

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

| SHERIFF’'S AND REGIONAL JAIL SUPERINTENDENT'S

5 SHip - EXTRAL X treme [Er=]5e
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Option #1, Permanent Personnel
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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 If 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

o Ifthe 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: Supplied by CB (Can be changed by CB)
Local Salary: 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: Calculated for you = Total Locality amount minus the Compensation Board Approved
Salary gives you the salary Supplement
Amt Req Above: Calculated for you = Salary Amount Requested — CB Annual Salary gives you amount
requested above
Sal Amt Req: Entered by Officer or Compensation Board
Class: Supplied by system
Class Change: Enter the class you are requesting for a salary alignment for the employee currently in this [ Deleted: 12/1/2008
position. -
(Do Not Enter A CB10 For This Request) [ Deleted: 11/25/2008
( Deleted: 10/21/2008
o  After all requested data has been entered, press the “Enter” key to update [ Deleted: 4:18 FM
e Press ‘F8 to proceed to the next page —
e Press ‘F3’ to exit the screen to the Budget Request Menu [ Delsted: 11:02 AM
e  Press ‘F4’ to display “Totals” for your office [ Deleted: 2:09 PM
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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

A T e e
F MCE2 COIN BUDODET REQUEST 2006-12-20 11
"':) V.12142006 FY 2008 LOoc 013 OFF 04 ARLINGTON COUNTY
ADDITIGOMNAL PERSONNEL FEQUEST
CLASS ENTRY HuUM OF TOTAL AMT
LEV SAI FOSITIONS REQ
POt 177 _
FMED 177
PREC 17
ETRT 177
A 1
c 4
at
Clin TAL
.l Doos
St EMTER HNUMBER OF POSITIONS
s
‘a Fl=HELF Fi=MEHU F4=TOTALS Fu=FRST FE=LAST F7Y=PREV Fe=MEXT Fl2z=MENU
4

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

e ‘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 FY09, 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.
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Option #2, Additional Personnel Request

"3 s - (X TRAL X Areme
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F MCB 2 COIN BUDGET REQUEST Z006-12-20 11:28
$.
“f’l V.12142006 FY: 2008 LOC: 013 OFF: 304 ARLINGTON COUNTY
ADDITIONAL PERSONNEL REQUEST
CLASS ENTRY NUM OF TOTAL AMT
LEV SAL FOSITIONS REQ
PCLS 17785 _
PMED 17785 =
PREC 17785
PTRT 17785
CK A 12092
cs7 27148 =
c7 27148
a1 TOTAL
B 0008
B ENTER NUMBER OF POSITIONS
- Fl1=HELP Fi=MENL Fa=TOTALS FS=FRST Fe=LAST F7=FREV Fea=aNEXT Flz=MENU
B E 7001 EVE
[

‘Canfrected to hast dkmsZ.state.va.us [165.176.127. 4] (CIPOIC

Procedures:

Class:

Entry Level

Number of Positions:
Blank Fields (Other)

Press “F8” to proceed to the next screen

Compensation Board
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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

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

Enter the number of positions you are requesting

Enter Class, Salary and number of positions requested

Press the “Enter” key after completing the information requested

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

Fa (™} =2 e - =3 &
MCE 2 COIN BUDGET REQUEST 2006-12-20 11:28
_ﬁ V.12142006 FY 2008 LOC 013 QOFF 304 ARLINGTON COUNTY
ADDITIONAL FERSOHNEL REQUEST
CLASS ENTRY HUM OF TOTAL AMT
LEV SAL FOSITIONS REQ
PCLS 1778% = —
FMED 17788 =
PREC 17res =
PTET 17788 =
el S 190932 =
cs7 27148 -
c? 27148 -
ig TOTAL
nooa
. EHTER HUMBER OF POSITIONS
Fl=HELPF F3=MENU F4=TOTALS FS=FRST Fe6=LAST F7=FPREV F8=NEXT Fl2=MENU
EIFN | .- CERE! X

SUPERINTENDENT’'S

W simr - DX TRAL X-Treme

Canrctad to host damwss state. s s 165,76 427 4] (CIPO0e

i R e e |
MCBR2 COIN BUDGET REQUEST 2006 1z2=-06 11 11
5 V.1129%2006 FY 2008 LOC 450 OFF: 304 RAPFPAHANNOCK SEC CTR
ADDITIOMAL PERSEONNEL REQUEST
CLASS ENTRY HUM OF TOTAL AMT
LEV SAL FOSITIONS REQ
L cv 27148 - —
B CEA 19092 *
REFCLZE 17785 =
RFPMED 17785 =
REFREC i77as =
RFTRT 17785 =~
ESEC1 19092 -
TOTAL
ocoaao?
ENTEER HNUMBEER OF FPOSITIOHNS
Fl1=HELP Fi=MEHNL Fa=TOTALS FS=FRET FE=LAST F7=PREV Fa=NEXT Flaz=MENU
[im ¥ 00 .1 TE-25

Note: Regional Jail Superintendent Positions all begin with the letter “R” to denote
Regional Jail positions

Compensation Board 8

| Last Updated: 12/4/2008,@7:39 AV,

Deleted

: 12/1/2008

/

: 11/25/2008

(
C"{ Deleted
’[ Deleted

/

: 10/21/2008

{ Deleted

1 4:18 PM

/{ Deleted

1 11:02 AM

1 2:09 PM

A

i/ {Deleted
/
/




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

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

O TR T O N et - T T P TN W G TR L WS Y N s e, )
MCB COIN BUDGET REQUEST E006~ 1 20 11

"""l V.1214200¢

8 Loc 013 OFF 3104 ARLINGTON COUMNTY

BASE AMOUNT TOTAL AMOUNT REQUESTED

ROVED REQUESTED ABOVE BELOW

1m0978 2 o 1no0s7e

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 Deleted: 12/1/2008

Approved’ as your total request for Temporary Personnel Deleted: 11/25/2008

v’ If additional or reduced funding is reflected in the ‘Total Request’ data field, the ‘Amount Deleted: 10/21/2008

Requested Above/Below’ will be recalculated

transfers approved during the current year are not included in this figure, unless the approved Deleted: 11:02 AM

e Check the Base Amt Approved to your Original July 1 Approved Budget to make sure that fund % Deleted: 4:18 PM

Compensation Board minutes state that this is a Base Budget Adjustment [ Deleted: 2:09 PM
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Option #3, Temporary Personnel Fund Request

"3 s - LXTRAL X treme
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MCEBE:Z CD'I‘I‘-? BUDGET REQUEST 2006-12-20 11:29
ﬁi—“l V.12142006 FY: 2008 LOC: 013 OFF: 304 ARLINGTON COUNTY
TEMPORARY FERSOWNNEL REQUEST

BASE AMOUNT TOTAL AMOUNT REQUESTED

APPROVED REQUEETED ABOVE., BELOW

150978 e 0 -150978
s
Bl
EE

F1=HELP F3=MEHU F4=TOTALS F29=FUNDIHNG Fl2=MAIHN

Em o001 10-33

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

‘ Deleted: 12/1/2008

Deleted: 11/25/2008

(

i

/[ Deleted: 10/21/2008
[ Deleted: 4:18 PM

[ Deleted: 11:02 AM

{ Deleted: 2:00 PM
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6. Option #4, Fully Or Partlally 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

3 SHIP - EXTRA! X treme

D [t vew Tosk Sesson Optons b
P03 0.8 dibo B @les oot s a1 oS sk )

MCED COIN BUDGET REQUEST 11282007 14:26
'ES( V.01312007 FY: 200% LOC 165 QFF; 307 ROCKINGHAM COUNTY
FULLY OR PARTIALLY FUNDED PERSONHEL PAGE 001 OQF 001
(DOES NOT INCLUDE COMP BOARD FERMANENT FPERSOHNHEL )
DEL LAST HNAME FIRST MAME CLASS HOURLY ANHL TOTAL -FUND SOURCE -
RATE HOURS FUNDS CB LOC FED QOTH
J TOTAL FUNDS 1]
B  Deleted: 12/1/2008
@ f
£ _ B . _ . [ Deleted: 11/25/2008
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Option #4, Fully Or Partially Funded Personnel

3 SHIP - EXTRA! X treme
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MCED COIN BUDGET REQUEST 11282007 14:26
5.
'3 V. 01312007 FY: 2009 LOC: 165 OFF: 307 ROCKINGHAM COUNTY
FULLY OR PARTIALLY FUNDED PERSONNEL PAGE 001 OF 001
(DOES NOT INCLUDE COMF BOARD PERMANENT PERSONHEL )
DEL LAST NAME FIRST MAME CLASS HOURLY ANML TOTAL —FUND SOURCE-
RATE HOURS FUNDS CB LOC FED OTH
Os TOTAL FUNDS 0
i
| Eil
El . . ) . -
W| F1=HELP F3=EXIT F4=TOTALS F5=FIRST  F&=LST F7=PREV F8=NEXT FlZ=MAIN
o™ E 7001 0903
rﬂ_.
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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

e 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
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Option #4, Fully Or Partially Funded Personnel
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(DOES NOT INCLUDE COMP BOARD PERMANENT PERSONNEL)
DEL LAST NAME FIRST HAME CLASS HOURLY ANNL TOTAL -FUND SOURCE
RATE HOURS FUNDS CB LOC FED OTH
Clay TOTAL FUNDS 0
B
Bl
sy
- F1=HELP F3=EXIT F4=TOTALS FS=FIRST FE=LST F7=FPREV Fe=NEXT Fl2=MAIN

B Draft Skl FYo €.,

Procedures:
Del: Enter ‘D’ to delete entry
Last Name: Enter the employee’s last name; if VVacant, 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
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Deleted
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Deleted
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CONSTITUTIONAL OFFICER’S INFORMATION NETWORK (COIN) USER’S GUIDE

7

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

ey |
F MCB= COIN BUDGET REQUEST TZ-20-2006 11
'-".I")"' v.121420 F 008 Lot 1 FF: 304 ARLINGTON COUNTY

OFFICE EXPENSE FUNDIMNG REQUEST

PRINTING (FORMS AND LETTERS)

HCOLUDED)

. AMD EQUIPMEMT

:SOCIATION DUES

BASE AMT TOTAL AMT REQ
APP ROV REQ ABOVE

BELOW

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 Deleted: 12/1/2008

e Participation of the Compensation Board in Office Expenses is limited to certain items as provided by Deleted: 11/25/2008

the Code of Virginia (1950), as amended Deloted: 10/21/2008

¥v" Any additions or transfers made during the current fiscal year may be included in the supplied

v Check the supplied amount to the original Compensation Board approved Budget, or CB approved | Deleted: 11:02 AM

minutes for changes affecting the base budget.

[
[
[
figures [ Deleted: 4:18 PM
[
{ Deleted: 2:00 PM
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CONSTITUTIONAL OFFICER’S INFORMATION NETWORK (COIN) USER’S GUIDE

Option #5, Office Expense Funding

"3 s - (X TRAL X treme

PDA DS sabomFle=n S MR oG s ]

MCBS CcOIn BUDGET REQUEST 127202006 11
3""' V.121420086 FY 2008 LOC 013 OFPR: 304 ARLINGTON COUNTY
QFFICE EXPENSE FUNDING REQUEST
STATIONERY. OFFICE SUPPLIES. PRINTING (FORMS AND LETTERS)
POSTAGE-BOX RENTAL. TELEPHONE (TAX EXCLUDED).
REPAIRSE TO OFFICE FURNITURE AND EQUIPMENT
OTHER NECESSARY EXPENSES INCLUDING ASSOCIATION DUES
BASE AMT TOTAL AMT RED
AFFPROV REQ ABOVE~
BELOW
OFFICER AMTS o i}
s CB AMTS
el
|2 5
F1=HELP F3=EXIT F4=TOTALS Fl2=MAIN
EF}LI ¥ 100 .1 20-37

2 Dot 3 Shackf 07 ..

Procedures:

e Pressthe “TAB” key to go to the next field of entry

Supplied by COIN
Enter your ‘Total Request’ for office expense funding

Base Amt Approved:
Total Request:

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
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BUDGET REQUEST (OLB)

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

s ShIp - FXTIA X treme

D32 Do Kal[Fle o 8 % DS O p2ated £ |
MCE 4 COIN BUDGET REQUEST 12-20-2006 11:30
3%% V.10262006 FY: 20038 LOC: 013 OFF: 304 ARLINGTON COUNTY
EQUIPMENT REQUEST
SEL CATEGORY A INFO TECHNOLOGY
NEW NEW NEW RPL RFL RFL TOT TOTAL STRESSED
UNIT COST QTY TOT COST UNIT COST QTY TOT COST oTY COST COST
DESC
DESC:
DESC:
m
B
B
1 8.
—?f Fl=HLP F3=EXIT F4=TOT Fé=LET Fé=MXT F10=ITEM F12=MAIN
JR

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

o NOTE: The Compensation Board may require justification for these items upon review of your budget
request.

Compensation Board
| Last Updated: 12/4/2008,@7:39 AM,

[

B
[ Deleted
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Deleted
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Deleted
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Deleted
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Deleted
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Deleted
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CONSTITUTIONAL OFFICER’S INFORMATION NETWORK (COIN) USER’S GUIDE

Option #6, Equipment

(*Cs SHIP - EXTRAL X trom

R e e R e oo A |

F MCE 4 COIN BUDGET REQUEST 12-20-2006 11:30
Sty
”?I V.l0262006 FY¥: 2008 LOC: 013 OFF: 304 ARLINGTON COUNTY
EQUIPMENT REQUEST
SEL CATEGORY A INFO TECHNOLOGY
HEW HEW HEW RPL RPL REFL TOT TOTAL STRESSED
UMIT COST QTY TOT COST UNIT COST QTY¥ TOT COST oTY COST cosT
DESC
DRSG —oorssirdsensieteutn s s asns
DESC
FI=EXIT F4=TOT F6=LST F8=NXT F1l0=ITEM F12=MAIN
00, 2 11-09

B SN < EXTHAL ot ) Cvaft 3 Sheet? FrO7
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)

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

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

Option #6, Equipment

SHERIFF'S AND REGIONAL JAIL SUPERINTENDENT'S

Cateqory A — Information Technology (LT) Equipment 7
LY S D (Ol e e 8 S e o F e ot od oW
MCB4 COIN BUDGET REQUEST 12-20-2006 11

Hel

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

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

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

Utilize ‘F3 =EXxit’ to close the help window

A

L ) . ( Deleted: 12/1/2008
e Utilize *F7 = Previous’ to move to the previous screen [
e  Utilize ‘F8= Next’ to move to other listed equipment categories [ Deleted: 11/25/2008
e Utilize ‘F17 = Substitute Value’ (‘Shift + F5°), to replace a blank field with a selected value within ‘ [ Deleted: 10/21/2008
the help screen. Using your arrow keys, place the curser under the 1% position of your selection and I [ Deleted: 4:18 PM
press F17. /| Deleted: 11:02 AM
' [ Deleted: 2:00 PM
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CONSTITUTIONAL OFFICER’S INFORMATION NETWORK (COIN) USER’S GUIDE

Option #6, Equipment

SHERIFF'S AND REGIONAL JAIL SUPERINTENDENT'S

Category B — Office Equipment

2 D w0 e e (3% Qo 0 2oics e ]
MOCB 4

Colft BUDGET REQUEST T2-20-2006 11:31
m.}i v loasez2006 Y 2000 Loc o1 oFF Jo4 ARL INGTON COoOuUnNTY

EQUIFMENT REQUEST

SEL CATEGORY B OFFICE EQUIPMHNT
HE W HEW HEW RPL BPL BRPL TOT TOTAL

UNIT COST QTY¥Y TOT COST UNIT COST QTY TOT COST oTY COEBT

DESC ==

DESC A T P R S A S R X

DESC

Fl=HLF FI=EXIT F4=TOT FS5=FRST F&6=LST F7=PRV F8=NXT F10=ITEM Fl2=MAIN

== .
ﬁml. = 00,1 1i1-09

W simr - DX TRAL X-Treme

L L AN m T ol Lo B, . T A SR 8 o | -ﬂ"

MCB4 COIN BUDGET REQUEST 12720 2006 11 32
'-‘.'-_:l"i‘ V.l0262006 FY: 2008 LOC: 013 OFF: 304 ARLINGTON COUNTY

EQUIPMENT REQUEST

SEL CATEGORY o FURNITURE

HEW HMEW HEW RPL RPL RFL TOT TOTAL STRESSED
UNIT COST QTY TOT COST UNIT COST QOTY TOT COST oTY CosT COST
DESC ST PRR . s =
IPIEIPEDT ot st entat pte ot b e e i e e

DESC

‘ Deleted: 12/1/2008

(
= /[ Deleted: 111252008

Iy
Iy

—~

Deleted: 10/21/2008

Fi=HLP FI=EXIT F4=TAT FL=FRET F&6=LST F?7=PRV FA8=NXT Fl10=ITEM F12

—

Deleted: 4:18 PM

[im ¥ 00 .1 1]

28 C ot 3 Shasat v

[ Deleted: 11:02 AM
/

{ Deleted: 2:00 PM
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CONSTITUTIONAL OFFICER’S INFORMATION NETWORK (COIN) USER’S GUIDE

Option #6, Equipment

SHERIFF'S

Category D - Radio Equipment

THIS SECTION APPLIES TO SHERIFFES

3 SHIP - EXTRAL X treme

WITH LAW ENFORCEMENT

RESPONSIBILITIES ONLY

(D308 danoEFlesan &R odwrsal

MCE4 COIN BUDGET REQUEST 122072006 11:32
K
Y V.102s2006 FY: 2008 LOC: 013 OFF: 304 ARLINGTON COUNTY
EQUIPMENT REQUEST
SEL CATEGORY D RADIO EQUIPMENT
HEW HEW HEW RPL RPL RPL TOT TOTAL STRESSED
UNIT COST QTY TOT COST UNIT COST QTY TOT COST QTY COST cCOsT
DESC
DESC o e
DESC:
js
Fl=HLPF F3I=EXIT F4=TQT F&=FRET Fi=FRV Fl10=ITEM Fla2=MAIN
ALl 00,1 11-08

27.4) (CIPOLCHT)

4P -E

Compensation Board
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CONSTITUTIONAL OFFICER’S INFORMATION NETWORK (COIN) USER’S GUIDE
BUDGET REQUEST (OLB)

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

R T o O e T e |

= s T wroon=T i a2 ot
" W 11 o200 Y 2608 Loc a1l [SRES: y O o4 AML IMGTOM COUMNTY

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

O

e Pressthe “Ent_er" key gfter all requested information has been entered {Formatted: Font: 10 pt
e Press ‘F3=Exit’ to exit the screen to the Budget Request Menu /[D leted- 12/1/2008
e  Press ‘F12=Main’ to return to the COIN Main Menu / cleted:
«  The following pages display the individual Workload Measres by program that must be completed [ Deleted: 11/25/2008

( Deleted: 10/21/2008

( Deleted: 4:18PM

[ Deleted: 11:02 AM

| Deleted: 2:00 PM
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Option #7, Record Workload Information

Option #3 Annual

SHERIFF'S AND REGIONAL JAIL SUPERINTENDENT'S- Annually

;DR EE Yew Lok Semkn Ootees W D () 4 (] S e PO Ba)[#e = 1 & DN O e Al g o |
MCBH-A COIN BUDGET REQUEST 11 242008 16:33
g v.11212008 FY: 2010 LOC 013 OFF : =N ARLINHOTON COUNTY
RECORD WORELOAD INFORMATION AMHUALLY
CALENDAR YEAR 200686 2007 2008
cIviItL

SUBPOENAS RECEIVED

JURY SUMMONS RECEIVED

CRIMINAL WARRANTS RECEIVED

DMV MOTICES RECEIVED

LEVIES RECEIVED

OTHER CIVIL PROCESS RECEIVED

INMATES

INMATE TRANSEPORTS OTHER THAN TO LOC CRTES 2624 2293 __ _____
MENTAL FPATIENT TRIPFPS WITHIN JURISDICTION 182 a0 _______
MENTAL PATIENT TRIFS OUT OF JURISDICTION 33z 446 __ ___ __
EXTRADITIONS COMPLETED 274 z31
FED PRISOHNER DAYS 20748 25187 0______
FED PRISONER AMT PER DAY a1 91 ]
i
Ed
= 5
F1=HELFP F3I=MENU F8=NXT F12Z=MAIN
MEW T 100 .1 L]
Canrmctad b0 host dere state. v ut [165. 176127 4] (CIPOLI0AY Ky T90211 Saved: 0000 L A M

[

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 Deleted: 12/1/2008

services deputies.

. ;. . . . . « S, Deleted: 11/25/2008
= Moratorium on the position reallocation policy until such time as the 3 years of “papers received” data

(
(
(
( Deleted: 4:18PM
(
{

U

is available. Deleted: 10/21/2008
Deleted: 11:02 AM
Deleted: 2:09 PM
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Oﬁtion #7, Record Workload Information

SOSTER Ve Tk Sn Ootew B D0y S gD Il 0 48 DN OO ez s R ])
MCBH-A COIN BUDGET REQUEST 11242008 16:33
% v.11212008 FY: 2010 LOC 013 OFF : =N ARLINOTON COUNTY
RECORD WORELOAD INFORMATION AMHUALLY
CALENDAR YEAR 200686 2007 2008
crvit

SUBPOENAS RECEIVED
JURY SUMMONS RECEIVED
CRIMINAL WARRANTS RECEIVED
DMV MOTICES RECEIVED

LEVIES RECEIVED

OTHER ©IVIL PROCESS RECEIVED

INMATES

IHNMATE TRANESPORTS OTHER THAMH TO Lo CRTS 2624 2203 _ _ _ ____
MENTAL PATIENT TRIPS WITHIN JURIEDICTION 182 240 _ _ _ _ _ __
MENTAL PATIENT TRIPFPS OUT OF JURISDICTION i3z 446 __ _ _ _ __
EXTRADITIONS COMPLETED 274 231
FED PRISONER DAYS 207 46 25187 L
FED PRISONER AMT PER DAY 91 91 0
=L
B
EE|
Fl1=HELPF F3i=MENU FE=HXT F1Z=MAIN
ﬂ!ll 77 100 .1 a7 63
Canractad to host derwe? ctate. va.ue [165. 1 7. 127.4] (CIPOLIOA)Y Karve: Z92T11 Saved: 0000 - MM

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.

AT ‘[ Formatted: Font: 10 pt

$30.00) to house Federal prisoner T~ { Formatted: Left

Deleted: 12/1/2008

Deleted: 11/25/2008

Deleted: 10/21/2008

| Deleted: 11:02 AM

(
(
ol
!/ [ Deleted: 4:18 PM
(
{ Deleted: 2:00 PM
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Option #3 Annual

SHERIFF’S - Annually

%3 VITAY - Rick - DXTRA! X-treme (ST
B M e Dok eon Qoo B D (33 (] e 00 [ [F e o 4 % D% 0 G et @ )
HCEBH B CoOIN BUDGQET REQUEST 11242008 16:38
-?_(‘}j v.11212008 FY 2 2010 LocC 013 OFF : 307 ARLINAGTON COUNTY
RECORD WORKLOAD INFORMATION - AHNUALLY
CALENDAR YEAR 2006 2007 2008
3 . cCIRCUIT COURT
CIRCUIT COURT DAYS 817 819 __
ANVG HUM CIRCUIT JUDGES 4 a o
a. GENERAL DISTRICT COURT
GENERAL DISTRICT CT DAYS 943 R
AVG HNUM OEN DIST CT JUDGE 4 a 0___
JUVENILE AND DOMESTIC RELATIONS COURT
JDR COURT DAYS 4 31 420
AVG HUM J DR JUDGES 2 F4 o
e
B
& F1=-HELP F3-MEHU F¥P=PRV FB=-HXT Fl2=-=HMAIHN
_‘nﬂ|5. i 0o, 07 -6 3
R
onnocted ko hast dhimysz, stakn. v us [165, 176.127.4] (CFO1E0RY Vs 292211 Sved: 0000 | Wb | 4

NOTE: NOT APPLICABLE FOR REGIONAL JAILS

w

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 VITAY - Rick - EXTRALX. treme [ ][5

P EX Vs ol Semen Optos Wb o) a8 e N0 K5 Fle s oy o 8 DT Ju':_f-:.'-_{-ﬁ'

P MCBI -8B COIN BUDGET REQUEST 11-24~-2008 1
'}‘sj V.01212008 FY: 2010 LOC: 013 OFF: 307 ARLINOTON COUNTY
RECORD WORKLOAD INFORMATION - FTE TOTALS
APRIL [BEFODRE ALLOCATIONS)
LAW EHFORCEMENT
DuE
DUE ADD REQUEST
FOPULATION FOSITIONE DUE ADD ADJ HEW RATIO
COURT SERVICE
PROCESS COURT NEED REQUEST
HOURS HOURS POSITIONS POSITIONS ADD HEW
o o 18 o.o0 -18.00 o
TOTAL POSITIONS
T s CURREHNT HEED ADD ADJ HEED
{!‘I 18 0.00 0.00 -18.00 -100,00
= s
n"‘ F1-HELP F2-<AUTH BUDGET Fil-MENHU F4-TOTALS F7=<PREV F12<MAIN
“J'ﬂﬂl i io0, 3 o1
Conrected o hott devsd sate.va.us [169, 1 76 027.4) (CIPO1E04) Foys: SIRINE Saved: 0000 L.

This screen shows:
Law Enforcement
e Population- Fiscal year population used for staffing as provided by Weldon Cooper
e Positions- The number of full-time positions currently in the office
e  Due- The number of positions the office should have based on the workload data entered
e 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
e Request New- The number of positions requested by the officer
e Ratio- Population divided by the number of law enforcement positions

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

]

~0 1

240 P

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

¢ 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 WITAY - Rick - DXTRAD X treme

{IDNEEEOM I S et | e :’i.\._-)i'l:g-&‘r.'.m‘:l&' L e I T T O e O s a?l

MCBI -8 COIN BUDOET REQUEST 11-24-2008 16:38
;'-' V.01212008 FY: 2010 LOC: 013 OFF: 307 ARLINOTON COUNTY
RECORD WORKLOAD INFORMATION - FTE TOTALS
APRIL [(BEFORE ALLOCATIONS)
LAW EHFORCEMENT
DUE
DUE ADD REQUEST
FOPULATION FOSITIONS DUE ADD ADJ HEW RATIO
COURT SERVICE
PROCESS COURT NEED REQUEST
HOURS HOURS POSITIONE POSITIONS ADD HEW
o o 18 o.o0 -18.00 o
TOTAL POSITIOHNS
s CURRENT HEED ADD ADJ HEED X
i 18 0.00 0.00 -18.00 -100,00
s
1=-HELP F2-AUTH BUDGET Fil-MENHU F4=-TOTALS F7=<PREV F12<MAIN
oRs | T 00, 3 01-01
Cormcted to host demvaz Aate. v us [165, 176027 ) {CIPOLE0A) L Seved: 000

Total Positions

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

e 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

e 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

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

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

Option #1 Monthly

s il e e o o [ [l e o 8 % G 0 0 b ook ok ]}

P HOBF - A COIH BUDOET REQUESRT T1-J4- 2000 168r14¢%
Eeig| v.o01182008 FY: 2010 LOC: 013 GOFF: 307 ARLIMOTOM COUNTY

HOMTHLY

MECORD WORKLOAD IHFORMATION
CALEHMDAR YEAR 2008 aeT How oec QUARTER 4
1t cIvVIL

BUBFOEHAS SERVED

JURY EBUMMOMNE BERVED

CRIMINAL WARRANTSES EERVED

DMY HOTICEE BERVED

LEVIES XXEewTEO

OTHER ©1VIL PROCESE BERVED

INMATEE

INMATE TRAMEPORTE OTHER THAW To Loc CRTE O_ _ __ _ _ a L] o
MENRTAL PATIEHT TRIPS WITHINWN JURIEDICTIOHN o o a o
MEMTAL PATIENT TRIPE OUT OF JURISDICTION O_ L] @ o
EXTRADITIONE COMPLETED P i o o a
FED FPRIZEOHER DAYS a
FED PRISOMER AMT PER DAY S

o

-
Fi=HEL® FaeMENU Fo-HEXT Fa-FPREY QTR Fiz=-cAH

S S e [ [l e iy L8 Sl

F - TOTH BODOET REGUEST Ta-Too0w
".'-:i V.01182008 F¥: 2010 LOC: 013 OFF: 307 ARLINOTON COUNTY

U

FE-
l.'hL}.'Hllhl.l YEAR .'Ul;s. ocT INIAV DEC QUARTER 4
CIRCUIT COURT
AVaO HUM CIRCULIT JUDOEE
4 . OENERAL DIETRICT COURT
AVO HUM lll;l D1ET eT Jllll;Jl - .
JUVEMEILE AMND DOHMHEST I C RELATIONS couUuRT
JDR COURT DAYS o o o o
[ Deleted: 12112008
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Option #7, Record Workload Information
Option #2 Quarterly Screens

o 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
e Quarterly data will first be entered in March

B VITAY - Rich . EXTRAL X 1reme

Caremctad to host déreed et va.us (145, | 76.1374] 1BDAY

MCBO - A COIN BUDOGET REQUEST 11-24-2008 16:45

¥.01192008 F¥: 2010 LOC: 013 OFF: 307 ARLINOTON COUNTY
RECORD WORKLOAD IHFORMATION - QUARTERLY
CALENDAR YEAR 2007 -4 zooe~1 zooe -2 zooe~3
1. cIviL

SUBFOENAS EERVED

JURY BUMMONE SERVED

CRIMINAL WARRANTS SERVED

DHY HOTICES SERVED

LEVIES EXECUTED

OTHER CIVIL PROCEESEE BERVED

. IHMATES
IMMATE TRANSPORTS OTHER THAN TO LOC CRTS o o O dccccaa
MENTAL FPATIENT TRIPS WITHIN JURISDICTION o o L
MEMTAL PATIENT TRIPS OUT OF JURISDICTION o o L
EXTRADITIONE COMPLETED o o RPN
FED PRISONER DAYS [ P
FED PRISONER AMT PER DAY R,
F1=HELF F3I=MENU FB=HEXT F9=FRY OTR F1O0=HEXT QTR Fl2=CAN

mEw T 100, 3

1 - Rick - X THAL X freme

Conwwscted bn haost s siate. va.us (165, 7127 4] {CIEIB0A)

L e e T I WE WS =W AR W ) Lt S . W W T )
MCBO -8B COIN BUDJET REQUEST 11 242008 16:45
vV.01192008 FY 2010 LOC o113 OFF : 3or ARLINOGTON COUNTY
RECORD WOREKLOAD IHFORMATION - QUARTERLY
CALENDAR YEAR 2007 -4 2poe~1 z2oo08B ~ 2 2oo08 -3
3. CIRCUIT COURT
CIRCUIT COURT DAYE o o L]

AVO WNUM CIRCUIT JUDOGES

a . GEHERAL DISTRICT COURT
OEHERAL DISTRICT CT DAYS o [] []

AVO NUM OGEW DIST CT JUDOE __ __
8 . JUVENILE AND DOMESTIC RELATIONS COURT
JOR COURT DAYS o o o

AVO HUM JDR JUDGES
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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

3 SHIP - EXTRAL X treme [N

P030.8 dviho B [@les oot s a1 oS gk

MCS2 COIN BUDGET REQUEST 11/28,2007 10:49
z?“ V.02262007 FY¥: 2008 LOC: 001 OFF: 307 ACCOMACK COUNTY
UPDATE LOCALITY~ OFFICE INFORMATION
TITL: SHERIFF OFFR: RD CROCKETT
ADDR: SHERIFF ACCOMACK CQUNTY FOB 149
CITY: ACCOMAC ST: VA ZIP: 23301 - 0149
TELE: 7577871131 EXT: 00000 FAX 7577872310 EXT: 00000
CONTACT INFORMATION FIRSET MNAME I LAST MAME SFX
BUDGET. ... SCBSDSG DOLLY S GLADDING
EMAIL:
TELEPHONE: 0000000000 EXT: 00000 ~*UPDATEABLE JAN-JUN
PERSOMMEL....: LOGONID  _________ ___________ e ——
EMAIL:
TELEPHONE: 0000000000 EXT: 00000
REIMBURSEMENT: LOGONID
EMATL .
TELEPHONE: 0000000000 EXT: 00000
A *x%xxx DPLEASE UPDATE CONTACT INFORMATION ONLY IF LOGON IS ASSIGNED TO YoU
-
ﬂ—l'l #awwrs CONTACT COMFENSATION EBOARD IF NEW/ADDITIONAL LOGONS ARE NEEDED
L
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- /[ Deleted: 10/21/2008
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Option #8 — Update Locality Information

3 SHIP - EXTRAL X treme [N
fpe [t WYew ook Sesson Ophons bk

P030.8 dviho B [@les oot s a1 oS gk

MCS2 COIN BUDGET REQUEST 11/28-2007 10:49
'3’" V.02262007 FY: 2008 LOC: 001 OFF: 307 ACCOMACK COUNTY
UPDATE LOCALITY~-OFFICE INFORMATIOHN
TITL: SHERIFF OFFR: RD CROCKETT
ADDR: SHERIFF ACCOMACK CQUNTY FOB 149
CITY: ACCOMAC ST: WA ZIP: 23301 — 0149
TELE: 7577871131 EXT: 00000 FAX 7577872310 EXT: 00000
CONTACT INFORMATION FIRSET MNAME I LAST MAME SFX
BUDGET. . .. SCBESDSG DOLLY S  GLADDING
EMAIL:
TELEPHONE: 0000000000 EXT: 00000 “UPDATEABLE JAN-JUN
PERSOMMEL....: LOGONID  _________ ___________ e ———
EMAIL :
TELEPHONE: 0000000000 EXT: 00000
REIMBURSEMENT : LOGONID
EMATL .
.| TELEPHOMNE: 0000000000 EXT: 00000
(e ##xxxs PLEASE UPDATE CONTACT INFORMATION ONLY IF LOGON IS ASSIGNED TO You
ﬁ #awwrs CONTACT COMFENSATION EBOARD IF NEW/ADDITIONAL LOGONS ARE NEEDED
L
EE
ﬂj Fl=HELF F3=MENU Flz=MAIN
_JrﬂI. w00 .4 06~ 09

Conrvched to hast dRrivs2.state.va.us [165.176.127.4) (CIPOMGAE) Kis: SUIZ Sweod OG0 MM | IBATAM
i &B 0 wam

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

o 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 Deleted: 12/1/2008
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Option #8 — Update Locality Information

" s - EXTHAL X treme

LD S e D o[ o > 8 & D O ez ares w )
L 1

F MC "0OIN BUDGET REQUEST 11-28-2007 10:49
E‘l V.02262007 FY: 2008 LOC: 001 QFF: 307 ACCOMACK COQOUNTY
UPDATE LOCALITY- OFFICE INFORMATION

TITL: SHERIFF OFFR: RD CROCKETT

ADDR: SHERIFF ACCOMACKE COUNTY POB 149

CITY: ACCOMAC ST: VA ZIP: 23301 0149

TELE: 7577871131 EXT: 00000 FAX 7577872310 EXT: 00000

CONTACT INFORMATION FIRST NAME I LAST NAME SFX

BUDGET SCBSDSG DOLLY S GLADDING

EMAIL

TELEPHONE: 0000000000 EXT: 00000 ~“UPDATEABLE JAN-JUN

PERSONNEL LOGONID P —
Eb IL e
TELEPHONE: 0000000000 EXT: 00000

REIMBURSEMENT: LOGONID __ o EESIE s mn e S
B B e s Tl
TELEFHOMNE 0000000000 oO000
:E UFPDATE
wwwwww CONTACT COMPENSATION BOARD IF NEWAADDITIONAL LOGONE ARE MNEEDED

CONTACT INFORMATION ONLY IF LOGON IS ASSIGNED TO YOU

Fl1=HELP F3=MENU Fl2z=MAIHN

Procedures:

This screen can be used to change address, phone, and fax numbers for your office. 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. Pressthe “TAB” key to move to the desired field.

2. Enter the following information to update the locality information

Title: For display purposes only.

Officer Name: For display purposes only.

Address: Enter the correct mailing address for your office.

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.
3. Pressthe “ENTER” key, when you have corrected or completed the information requested
Enter the following contact information for the budget contact, personnel contact, and reimbursement
contact: (if the contact information is the same for all, enter only one-time)

a. Type the contact’s SCB USERID on top of the word ‘LOGONID’ and press the “Enter” key, the
name for the SCB USERID will appear (Cannot update any contact information fields until the
SCB USERID is entered)

b. Enter the email address and telephone number for the contact
c. Press the “Enter” key, when you have entered the information requested
5. Press ‘F3 =EXxit’ to exit the screen to budget request menu
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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:

e 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-1D

o 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

1 SHERI FFE CAREER DEVELOPMENT PROSEAM CERTIFICATION =%

CEBRTIFICATION OF ACCREDITATION POl SHERLPFF: coe

e Option #1 Sheriffs Career Development Program Certification
e Option #2 Certification of Accreditation for Sheriffs
e Option #3 Certification of Master Deputy Career Development Plan
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Option #9 Special Program Certification

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

Screen 1 of 1

3 SHIP - EXTRAL X treme

DA LS k0 6] [Fle ot & R0 C s ]
MOCK=A COInN BUDGET REQUEST

_,'j-l V.0129%2007 FY: 2008 LOC: 013 OFF: 307 ARLINGTON COUNTY
SHERIFFS CAREER DEVELOPMENT PROGRAM CERTIFICATIOHN

I CERTIFY THAT I HAVE MET THE COMPENSATION BOARD MINIMUM CRITERIA AS REQUIRED
FOR THE SHERIFFS' CAREER DEVELOFMENT PROGRAM COMPENSATION BOARD CERTIFICATION
AND 1 HAVE BEEN NOTIFIED BY THE COMPENSATION BOARD OF MY SUCCESSFUL COMPLETION
QOF THE CERTIFICATION AUDIT. I UNDERSTAND THAT I MUST APPLY FOR CERTIFICATION
AMMUALLY IN JUNE TO MAINTAIN MY CAREER DEVELOPMENT INCREASE AND THAT I MUST
REQUEST THE INCREASE ANNUALLY AS A PART OF MY COMPENSATION BOARD BUDGET REQUEST
QN OR BEFORE FEBRUARY 1 I HEREBY REQUEST THE APPROPRIATE CAREER DEVELOPMENT
SALARY IMCREASE ASE ESEET FOQRTH IM THE APFPFROQPRIATION ACT. AND CERTIFY THAT I AM

ELIGIBLE TO RECEIVE ANDsOR MAINTAIN SUCH SALARY INCREASE EFFECTIVE JULY 1

AFPFPROVAL : . OFFICER UZER-ID

= s
—‘—] F1=HELP F3i=MEHNU F4=TOTALS Fl2=MAIN
ALl 7001 19-51

Connicted to host dRmwez.state, . us [165, 176127, 4] (CIPOEH) Rays: Wit Saed: OO0 MM SN

4 start 180 sk - Mcroset Ouk.. | BR PR COINUSIRGUIOE M3 50r - EXTRAY Kb | G DVFE 1 Shenf YU ..

Helpful Hints:

o 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 31 of each year.

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

o 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.

o Officer must certify in June to maintain the salary increase associated with the Deleted: 12/1/2008
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Option #9 Special Program Certification

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

3 SHIP - EXTRAL X treme

G N e, |
COIN BUDGET REQUEST

MCCK=A
3' V.01292007 FY: 2008 LOC: 013 OFF: 307 ARLINGTON COUNTY

SHERIFFS CAREER DEVELOPMENT PROGRAM CERTIFICATIOHN

I CERTIFY THAT I HAVE MET THE COMPENSATION BOARD MINIMUM CRITERIA AS REQUIRED
FOR THE SHERIFFS®' CAREER DEVELOFPMENT PROGRAM: COMPENSATION BOARD CERTIFICATION
AND 1 HAVE BEEN NOTIFIED BY THE COMPENSATION BOARD OF MY SUCCESSFUL COMPLETION
QOF THE CERTIFICATION AUDIT. I UNDERSTAND THAT I MUST APPLY FOR CERTIFICATION
AMMUALLY IN JUNE TO MAINTAIN MY CAREER DEVELOPMENT INCREASE AND THAT I MUST
REQUEST THE INCREASE ANNUALLY AS A PART OF MY COMPENSATION BOARD BUDGET REQUEST
QN OR BEFORE FEBRUARY 1 I HEREBY REQUEST THE APPROQPRIATE CAREER DEVELOPFMENT
SALARY INCREASE AS SET FORTH IN THE APFROPRIATION ACT. AMND CERTIFY THAT I AM

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

AFPFPROVAL : OFFICER UZSER-ID:

F1=HELF F3i=MENU F4=TOTALS FlasMAIN

ALl 00,1 15-51

Canectad to host dtmyed. stata, va.us [165.176.127.4) (CIPOEM)

.4 start B ko e | BB FYOREC

T2 Craft 1 Sheckf Frir .,

Procedures:

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

o Enter the Officer’s SCB USERID on the line provided

e Pressthe “enter” key
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Option #9 Special Program Certification

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

Screen 1 of 4

s s

[XTRA! X treme

(D308 danoEFlesan &R odwrsal

M Se...

EEE]

MCCC=A COIN BUDGET REQUEST 122072006 11:37
V.11302006 FY¥Y: 2008 LOC: 013 OQOFF: 304 ARLINGTON COUNTY
CERTIFICATION OF ACCREDITATION FOR SHERIFFFS (CDP-30A)
I HEREBY CERTIFY THAT I HAVE MET OR EXCEEDED THE FOLLOWING CRITERIA:
A. 1 HAVE COMPLETED 8 HOUERS QOF COMPEMNSATION 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. 2008)
CLASS
SEH: LAST MNAME: FIRST MNAME ATTENDED: HES DATE
MM ~ DD / ¥YYY
MM ~» DD ~ ¥Y¥¥Y
____________________________________________________________ MM ~ DD ~ ¥Y¥YYY
MM ~ DD ~ ¥YYY
MM ~» DD ~ ¥Y¥¥Y
F1=HELP Fi=MEHNU F4=TOTALS FS&=FIRSET F&E=LAEST F7=FREV Fa=HNXT Fli=MAIN
ALl 7001 0932

Canected

0 host derivea. stiste. va.us [165,176.027 4] (CIPOLCHT) Kays: 1006 Saed: 0013 U |
B vaft 3 Sherkt P07 .. & B v

A

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).
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Option #9 Special Program Certification

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

Screen 2 of 4

3 SHIP - EXTRAL X treme

L DOk 0 et s iR o s e is e )
MCCC=-B COIN BUDGET REQUEST 122072006 11:37

3" V.11302006 FY: 2008 LOC: 013 OFF: 304 ARLINGTON COUNTY
APFROVE BUDGET REQUEST
I HEREBY CERTIFY THAT I HAVE MET OR EXCEEDED THE FOLLOWING CRITERIA:

BE. I ADOPTED THE COMPENSATION BOARD'S MINIMUM CRITERIA FOR MASTER DEPUTY

PROGRAM ON 07 » 01 ~ 1994

g

. THE MOST RECENT AUDITS BY THE AFPA AND LOCAL GOVERNMENT AUDITOR REFORTED HNO
FINDINGS OF MATERIAL WEAKHNESS UNDER THE DIRECTION QF THE SHERIFF AND HNO
INTERMAL CONTROL WEAKNESSES IDENTIFIED IN THE PRIOR YEAR MAMAGEMENT LETTER

WERE REPEATED IN THE MOST RECENT AUDIT

0. THIS GQFFICE HAS A WEBSITE PROVIDING. AT MINIMUM, SERVICES PROVIDED. HOURS
OF OPERATION AND CONTACT INFOREMATION. (EFFECTIVE JULY 1. 2006])

WEBSITE ADDRESS: BARTHUREARLINGTONVA . US

E. THIS OFFICE HAS A VCIN TERMINAL AND LIVESCAN FINGERPRINT CAFABILITY. OR
PLAN TO DO =0 [EFFECTIVE JULY 1, 2006)

PLAMN DATE: 07 ~ 01 »~ 1338

F1=HELF Fi=MENU F4=TOTALS FS=FIRET Fe=LAST F7=FPREV Fa=NXT Fl2=MAIN

ALl 7001 09-17

LEEEEE]

Caonrvcted to hast dimsz.state.va.us [165.176.127.4) (CIPOLCAT) Kyt 1007 Saedi 013 MM | LM
‘4 start 1B ko - Maoss Ok, g o A b | ) Draft 3 Shenff YU ... & B

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. 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.
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Option #9 Special Program Certification
Option #2 Certification of Accreditation for Sheriffs (Sheriffs only)

creen 30f4

1AL X%

RN N L R R T e |

Y THE AMERICAN CORRECTIOMAL ASSOCIATION

FROM o1 14 1996 TG 10 ~ 30 ~ 2007
M THE COMMISSION ONM ACCREDITATION FOR LAW ENFORCEMENT AGENCIES
FROM - TO

[ O r00 1

ek E, Fi=HELP Fi=MENL F4=TOTALS FE=FIRST FE=LAST F?P=PREYV Fo=MEXT Flz=MAIN

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

Screen 4 of 4

s

S0k e e 0 Rl (e o 8 e R o O E ot od ¥ )

MOCG-C COIN BUDGET REQUEST To-15- 2007 O8:0¢
ﬁ v.01242007 F¥: 2008 LOC: 013 OFF: 307 ARLINGTON COUNTY
CERTIFICATION OF ACCREDITATION FOR SHERIFFS (CDP-30A)
I HEREBY CERTIFY THAT I HAVE MET OR EXCEEDED THE FOLLOWING CRITERIA
F. I HAVE ACHIEVED ACCREDITATION-CERTIFICATION FROM (ENTEE ¥ OR N FOR EACH)
¥ THE VIRGINIA LAW ENFORCEMENT PROFESSIONAL STANDARDS COMMISSION
FROM: 03 o1 1997 TO: D3 - 30 - 2010

V.113D2006 FY 2008 Lo a13 aFwE 104 ABRLINGTON COUNTY

CERTIFICATION OF ACCREDITATION FOR SHERIFFFS (CDF-30A)

I UNDERSTAMND THAT THIS CERTIFICATION MAY ONLY DE SUBMITTED AS PART OF MY

AMHUAL BUDGET REQUEST TO THE COMPENSATION BOARD BY FEBRUARY 1 OF EACH YEAR AND
AT MO OTHER TIME IM ORDER TO BE COMNSIDERED FOR A 9 3% FAY RAISE EFFECTIVE THE

FOLLOWING JULY 15T

I AGREE TO FROVIDE SUCH DOCUMENTATION AS MNECESSARY TO SUBSTANTIATE THIS CEERET

IFICATION UFOH REOU * OF THE COMPEHNSATION BOARD, MY GOVERNING BODY OR ANY
INBIVIDUAL OFR ORGANIZATION COVERED UNMDER THE FREEDOM OF INFORMATION AGT r
UMDERSTAND IF THE ACCREDITATION OF THIS OFFICE EXPFIRES PEIOE TO JULY 1 OF THE
FOLLOWING FISCAL YEAR AND IS5 HOT RENEWED THAT I WILL HOT RECIEVE ANY SALARY
INCREASE I UNDERSTAND THAT I WILL HAVE SEVEN BUSINESS DAYS TO RESPOND TO
comMP R TION BOARD REQUESTS. AMD THAT FAILURE TO RESPOND WITHIM THE TIME LIMIT
WILL RESULT IN MY¥ AFPLICATION FOR CERTIFICATION BEING DENIED FOR THAT YEAR 1
HAVE PROVIDED A COFY OF THIS CERTIFICATION TO MY COVERNING BODY

(18| PARTICIPATE IN CAREER DEVELOFMENT FROGRAM (Y-H) g

L8| ArrrOvaAL OFFICER USER-ID . .

FilmHELP O ML Fa=TOTALS FA=FIRST FemLAST F?=PREV FomMXT Fla=MAIN
TN ] W o0 .1 TI-51

o 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.
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/[ Deleted: 10/21/2008
(

( Deleted: 121112008

'| Deleted: 11/25/2008

1 4:18 PM

1 11:02 AM

1 2:09 PM

A




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

Option #9 Special Program Certification

Option 3 Certification of Master Deputy Career Development Plan (Sheriffs and
Regional Jail Superintendents)

o Read all screens to determine compliance

Screen 1 of 7

; : - T ook et ea v )
MOCHE - A COIN BUDGET REQU 12 E 2006 11 )
‘i v 11320200% L anon LOC Q13 orFrprF 104 ARL INGTON COUNTY

CERTIFICATION OF MASTER DEPUTY CAREER DEVELOPMENT FPLAN (CDPF)

I HMEREBY CERTIFY THAT THE MASTER DEFPUTY CAREER DEVELOPMENT PLAM FOR THIS
SHERIFF-REGIONAL JAIL INCORPORATES THE FOLLOWING CRITERIA
- THE DEPUTY MUST REQUEST CONSIDERATION FOR PARTICIFATION IN THE CDP
" A CAREER DEVELOPMENT BOARD (CDB) SHALL BE ESTABLISHED AND MAKE
RECOMMENDATIONS TO THE SHERIFF REGARDING SELECTION
o THE DECISION OF THE CODB MAY BE APPEALED BY THE DEPUTY
=] COMPRETITIVE LECTION PROCI 1M WHICH THE SHERIFF-SUPERINTENDENT MAKES

THE FIMAL DECISION REGARDIMNC

ELECTION

i THE MINIMUM LEMGTH OF SERVIC REOQUIREMEMT IN THE OFFICE HNECH

COMSIDERED FOR SELECTION T3 REE YEARS

ﬁ Fl=HELP Fa=MENL Fa=TAOTALS Fi=FIRST Fe=LAST FYmPREV T FlzesMALIN

MCCE -1 COIN BUDGET REQUEST
V.11302005 FY z008 LOC 013 OFF 304 ARLINGTON COUNTY

CERTIFICATION OF MASTER DEFUTY CAREER DEVELOPMENT FPLAN (CDP)

I HEREBY CERTIFY THAT THE MASTER DEFUTY CAREER DEVELOFMENT FLAN FOR THIS

SHERIFF-REGIONAL JAIL INCORPORATES THE FOLLOWING CRITERIA

F. JOB PERFORMANCE INCLUDING TWO CONSECUTIVE ANNUAL EVALUATIONS THAT MEET
ABOVE AVERAGE ERATINGS

G HO MORE SERIOUE DISCIPLINARY ACTION THAN ONE WRITTEN REPRIMAND WITHIHN
THE FPAST TWO YEARS TMMEDIATELY FPRECEDING APPLICATION FOR SELECTIOCHN

H HOT HAVE MORE THAN ONE PREVENTABLE ACCIDENT IN THE FPAST THREE YEARS

1 AMMUAL QUALIFICATION WITH A DEPARTMENT-AFFROVED FIREARM WITH A SCORE OF
MOT LESS THAN 80 FOR THE MANDATORY IN-SERVICE FIREARM DUALIFICATIONS
COURSE EQUAL COMSIDERATION MUST ALSO BE GIVEN TO JUDGMENT ANMND ACTIONS
BASED ON THE AFPROPRIATE USE OF FORCE

Deleted

: 12/1/2008

F1=HELP F3=MENU F4=TOTALS FS5=FIRST F6= BZMRREN | EA=RAT: FLIZwHAIN '| Deleted
FT06 ., 1 Gi-01 l

: 11/25/2008

e

Deleted

AN

: 10/21/2008

{ Deleted

1 4:18 PM

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

{ Deleted

1 11:02 AM

/{ Deleted

1 2:09 PM

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

Option #9 Special Program Certification

Screen 3 of 7

i

= [ g
COIN BUDGET REQUEST 12202006 11:39

CCE=C
¥.1130200% FY¥: 2008 LOC: 013 OFF: 304 ARLINGTON COUNTY

CERTIFICATION OF MASTER DEPUTY CAREER DEVELOPMENT PLAN (CDP)

I HEREBY CERTIFY THAT THE MASTER DEFUTY CAREER DEVELOPMENT PLAN FOR THIS
SHERIFF-REGIONAL JAIL INCORFPORATES THE FOLLOWING CRITERIA:

J COMPLETION OF A MINIMUM OF 40 HOURS OF SPECIALIZED TRAIMNING IN ADDITION
TO THE 40 HOURS MANDATED IN-SERVICE TRAINING REQUIRED BY DCJE . THIS
TRAINING SHOULD BE DESIGHED TO EHHANCE THE CAREER OF A MASTER DEPUTY AND
MUST BE OTHER THAN THOSE REQUIRED BY LAW OR REGULATIONS AS MINIMUM
TRAINING REQUIREMENTS THE COURSE WORK MUST BE AFPROVED BY THE SHERIFF
OR COMPLETED AT A CERTIFIED CRIMINAL JUSTICE ACADEMY. AMNY JOB-RELATED
COURSE OF AT LEAST 3 CREDIT HOURS MAY BE SUBSTITUTED FOR THE ADDITIONAL
40 HOURS SPECIALIZED TRAINING. COFPIES OF OFFICIAL TRANSCRIPTS FOR ALL
COLLEGE CREDITS CLAIMED MUST BE PROVIDED A MIMIMUM GRADE OF *‘C*' MUST BE
ACHIEVED AND THE CREDITS MUST HAVE BEEN EARNED AT A COMMUNITY COLLEGE,
COLLEGE OR UNIVERSITY ACCREDITED BY THE STATE COUNCIL OF HIGHER
EDUCATICH OF VIRGINIA (SCHEV). OR LIKE AGENCY IN OTHER STATES

Fl1=HELP F3i=MENU F4=TOTALS FS=FIRST Fe=LAST F?7=PREV FasNXT Fl2=MAIN
™ 00 .1 01-01

b Ceatt 3 Sttt rv07

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

Screen 4 of 7

12-20-2006

11302008 FY ARLINGTON COUNTY

2008 LOC 104

CERTIFICATION OF MASTER DEPUTY CAREER DEVELOPMENT PLAN (CDP)

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

13 INCLUDE SPECIFIC RULES REGARDING EXPECTED USE OF SICK LEAVE AND REPORTIMNG
REQUIREMENTS AND MUST BE CONSISTENT WITH THE AGENCY'S FOLICIES REGARDING
THIS AREA

L, IHNCLUDE A PROCEDURE FOR THE REMOVAL OF DEFPUTIES FROM THE CDF WHO DO NOT
MAINTAIN PRESCRIBED MINIMUM STANDARDS

M. INCLUDE A STATEMENT THAT CAREER DEVELOPMENT OPFPORTUNITIES ARE AVAILABLE
TO ALL GRADE 8 DEPUTIES., AND THAT SELECTION WILL BE MADE REGARDLESES OF
RACE RELIGIOCN. OGENDER. MNATIONAL ORIGIN OR FPOLITICAL AFFILIATION OF
DEPUTIES WHO CHOOSE TO APPLY .

" MUST BE AVAILABLE IN ITS ENTIRETY TO ALL EMPLOYEES OF THE OFFICE

Deleted: 12/1/2008

/

Fl=HELPF Fi=MEMU F4=TOTALS FS=FIRST FE=LAST F?7=PREV Fe=MXT Flz=MAIN /{Deleted: 11/25/2008

h
Deleted: 10/21/2008

1y

/

¥ 00,1 01-01 f/
{ Deleted: 4:18 PM

'/ | Deleted: 11:02 AM
/

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

J
{

A

'/ | Deleted: 2:00 PM
)
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CONSTITUTIONAL OFFICER’S INFORMATION NETWORK (COIN) USER’S GUIDE

Option #9 Special Program Certification

Screen 5 of 7

BUDGET REQUEST 127202006 11:39
V.11302005 FY 2008 LOC 013 OFF 304 ARLINGTON COUNTY

CERTIFICATION OF MASTER DEFUTY CAREER DEVELOPMENT

PLAN [(CDF)

I HEREBY CERTIFY THAT THE MASTER DEPUTY CAREER DEVELOPMENT FPLAN FOR THIS
EHERIFF-REGIONAL JAIL INCORPORATES THE FOLLOWING CRITERIA:

o CONTAIN A STATEMENT THAT ANY DEPUTY SELECTED FOR THE CDF SHALL NOT HAVE
HIS STATUS REVOEKED SOLELY AS A RESULT OF A REDUCTION IN THE TOTAL NUMBER
OF ELIGIBLE GRADE 8 COMPENSATION BOARD REIMBURSED POSITIONS IN THE
OFFICE

P, CONTAIN A STATEMENT THAT THE FURPOSE OF THE CDF IS A RECOGHNITION AND
INCENTIVE PROGRAM BASED UPON IHNDIVIDUAL ACCOMFLISHMENT AND MAINTEHANCE
OF SPECIFIC CRITERIA. AND THAT SELECTION IN THE CDP IS HNOT CONSIDERED A
PROMOT ION THE STATEMENT MUST ALSO REFLECT THAT ALL DEPUTIES SHALL BE
SUBJECT TO CURRENT FOLICIES AND PROCEDURES, INCLUDING AMENDMENTS AND
THAT ESTABLISHED POLICIES AND PROCEDURES MAY BE AMENDED BY THE SHERIFF AT
AHY TIME AND THAT ALL FIMNANCIAL ITNCENTIVES ARE SUBJECT TO APPROVED

FUNDING

F1l1=HELF FisMENL F4=TOTALS FE=FIRST Fe=LAST F?=PREYV Fe= Flz=MAIN

¥ 100, 1 01-01

£ start

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

Screen 6 of 7

COIN BUDGET REQUEST 127202006 11:39%
¥.11302005 FY 2008 LOC: 013 OFF: 304 ARLINGTON COUNTY

CERTIFICATION OF MASTER DEPUTY CAREER DEVELOPMENT PLAN (CDP)

I HEREBY CERTIFY THAT THE MASTER DEPUTY CAREER DEVELOPMENT FLAN FOR THIS
SHERIFFA-REGIONAL JAIL INCORFORATES THE FOLLOWING CRITERIA:

Q. CONTAIN A STATEMENT THAT THE PURFPOSE OF THE CDF IS TO ENCOURAGE
PROFEESICHNALISM IN THE OFFICE BY IMPROVING PERSONAL SKILLSE. KNOWLEDGE,
AND ABILITIES OF GRADE 2 DEPUTIES IN ORDER TO MEET DEPARTMENT OBJECTIVES
AND TO REDUCE DEPUTY TURNOVER. PREVENTABLE VEHICLE ACCIDENTS EXCESSIVE
SICK LEAVE USAGE. AND DISCIPLIMNARY ACTIONS

R, THE OFFICE MUST HAVE AN EMPLOYEE EVALUATION PLAN CURRENTLY IN EFFECT THAT
MEETS THE MINIMUM CRITERIA ESTABLISHED BY THE COMPENSATION BOARD FOR SUCH
PLANS

Deleted: 12/1/2008

T00 1 0i1-01 Iy

1y

‘ (
Fl=sHELP F3=MENU F4=TOTALS FS5=FIRST FEsLAST F7=PREV F8aNXT Fl2Z=sMAIHN &{Dethdilﬂzwsz
- = Deleted: 10/21/2008

/

0 bt B st va. s (185, 176,
1

{ Deleted: 4:18 PM

Read and then press “F8” to proceed to the next screen 117 | Deleted: 1102 A

J
{

'/ | Deleted: 2:00 PM
)

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

Option #9 Special Program Certification

Screen 7 of 7

3 SHIP - EXTRAL X treme

iD30 8 enno@Fe=a 8 &3 od cris2l
& X
MCCE=-H COIN BUDGET REQUEST 12-20-2006 11:39

EY ¥.11302005 FY¥Y: 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 & DEPUTIES MAY RECEIVE
ADDITIOMAL 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-STEP (92.31%) INCREASE IN SALARY. THE OFFICE
MUST COMPLY WITH THE MASTER DEPUTY AUDIT PROGRAM PUT INTQO EFFECT MAY 25. 2005

:‘ PARTICIPATE IN CAREER DEVELOPMENT PROGRAM (Y-MN):

AFPFPROVAL : . OFFICER USEER-ID:

F1=HELF Fi=MENU F4=TOTALS FS=FIRET Fe=LAST F7=FPREV Fa=NXT Fl2=MAIN

FIII 00,1 Z1-51

Canectad to host dtmed. state, va.us [165.176.127.4) (CIPOLCH1)

Vi start B wrta

Enter a “Y” for YES or “N” for NO to answer participation in career development
program
Use the officer’s SCB USERID to signoff

( Deleted: 121112008

[ Deleted: 11/25/2008

/[ Deleted: 10/21/2008

4:18 PM

1 11:02 AM

2:09 PM

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

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

e [= =[]
L0y D) ss e o [ (Rl o b 8 S O8O G E2 2t od e ]

F MCES COIM BUDGET REQUEST 12-20-2006 11:40
""“l"' V.120862006 PY 2008 LOC 013 OFF 304 ARLINGTON COUNTY

CERETIFY BUDGET REQUEST

I CERTIFY THAT THIS REPRESENTS AN ACCURATE STATEMENT OF OFFICE WORKLOAD DATA
LOCAL
FOR THE UPCOMING FISCAL

SALARY SUPPLEMEHN

' FUMDED POSITI

AND MY ANTICIFPATED FUNDING NE

AR I HAVE HNOTIF

OF THE AVAILABILITY FOR REVIEW OF THE REQUE

THE GOVERNING BODY OF MY
' AND HAVE PROVIDED THEM A COFY OF

ALL DOCUMENTSE AND JUSTIFICATION FORWARDED TO THE COMPENSATION BOARD

APPROVAL

LOCALITY DATE 12-20-2006 OFFICER LOGON: __ ____
cB DATE CB LOGON: __ _
CEB REVIEW (Y¥-N)
REMOVE ESIGNOFF (%)
s
e
@‘t MUST COMPLETE ADDITIONAL EMPLOYEE REQUEST BEFORE SIGHN-OFF
B2y
'_"_': Fl=HELP F3I=EXIT Fd4=TOTALS Flz=MENU
AL 00 .1
R
et
—_

2 Draft 3 Sheett FrOT

Helpful Hints:

e |f 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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[ Deleted
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Deleted
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: 11/25/2008
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Deleted
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CONSTITUTIONAL OFFICER’S INFORMATION NETWORK (COIN) USER’S GUIDE

Option #10, Certify Budget Request

LXTHAL X freme

(38 e D [ R e 8 W s o s w B

G 2

MCES COIN BUDGET REQUEST 12-20-2006 11:40
V.12082006 FY 2008 LOC 013 OFF 3104 ARLINGTON COUNTY

CERETIFY BUDGET REQUEST

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

SALARY SUFPPL

MEN

LOCALLY FUNDED FPOSITIONS AND MY ANTICIFATED FUNDING NEEDS
FOR THE U

MING FI1I

CAL YEAFR I HAVE HOTIFIED THE GOVERHNING BODY OF MY LOCALITY

OF THE AVAILABILITY FOR REVIEW OF THE REQUESET AND HAVE PROVIDED THEM A COFY OF

ALL DOCUMENTSE AND JUSTIFICATION FORWARDED TO THE COMPENSATION BOARD

APPROVAL
LOCALITY DATE 12-20-2006 OFFICER LOGON

CB DATE CB LOGON

CBE REVIEW (¥-N)

REMOVE SIGNOFF (%)
MUST COMPLETE ADDITIOMAL EMPLOYEE REQUEST BEFORE SIGH-OFF
F1=HELP F3I=EXIT F4=TOTALS Flz=MENU

oEs 77 100 .1 16-51

) oraft 3 shett FyO7.

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
o0 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

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

13. Option #11, Comments

PURPOSE:

The
any

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

NAVIGATIONAL PATH:

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

SHERIFF'S AND REGIONAL JAIL SUPERINTENDENT'S

HELPFUL HINTS:

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

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

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

A

PROCEDURES:

e Enter “A” to add a comment or “D” to delete a comment [ Deleted: 12/1/2008

e Input the information you want to address [ Deleted: 11/25/2008

e Press the “Enter” key after your comments have been entered [ Deleted: 10/21/2008

o Reference the section of the on-line budget request your comments are referring to [ Deleted: 4:16 PM

v' Example: Option #2, Additional Employee Request —

e Press ‘F3’ to exit the screen to the Budget Request Menu | Deleted: 11:02 AM
{ Deleted: 2:00 PM
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CONSTITUTIONAL OFFICER’S INFORMATION NETWORK (COIN) USER’S GUIDE

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’

["s St EXTIAL X trome

PoDLry ) o

Ve BT 1 Fol LB R M G, ST W, NUE L 0 2 . W )

COIN BUDGET REQUEST 127202006 11:40
106 FY: ZOOS LOC: 013 OFF 304 ARLINGTON COUNTY
BUDGET REQUEST TOTALS
FERMAMNENT FERSONNEL
BUDGET ~-ESTIMATED BUDGET - {ATED REIM-
SALARY FRIMNGES TOTAL TOTAL
CURR BDGT 6.687.183 764 7.451 8 7.451.528
REQUESTED 6.687.183 764.345 7.451.528 7.451.528
COMF BOARD
TOTAL PERMANENT FERSONNEL z1z
TEMPORARY FERSONNEL
BUDGET ~ESTIMATED BUDGET - REIM -ESTIMATED REIM
SALARY FRINGES TOTAL SALARY FRIMNGES TOTAL
CURR BDGT 150.978 17 .256 168.234 150,978 17 . 256 168, 234
REQUESTED o o 0 L] o ]
L= comP BoARD o o o o o
s
-&j_ Fl1=HELF Fai=MENU F4=TOTALS FS=FRST FE=LAST F7=PREV Fa=MNEXT Flz=MENU
o .,
Fn,[.' T 00,3 0=

s rmemm [0 G 3 Mt T

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 | Deleted: 12/1/2008

v Screen #3 displays the totals for all budget request categories

. . N . Deleted: 11/25/2008
e To navigate through the screens use the ‘F7° key to view a previous page or ‘F8’ to view the next page

Deleted: 10/21/2008

e This screen can be accessed from any Budget Request screen by depressing the ‘F4” key

screen. Deleted: 11:02 AM

e  Pressing the ‘F3’ key will return you to the screen from which you accessed the Budget Request Totals [ Deleted: 4:18 PM
) { Deleted: 2:00 PM

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

‘F4’ BUDGET REQUEST TOTALS
SHERIFF'S AND REGIONAL JAIL SUPREINTENDENT’S

15T SCREEN OF 3:

"5 SHIP - EXTRAL X 1reme
PO LS e D 0 ] [ e 1 G (RO 22 4 0w )

MCBE - A COIN BUDGET REQUEST 127202006 11:40
Mty B

j-] V.10262006 FY 4008 LOC 013 OFF: 304 ARLINGTON COUNTY
BUDGET REQUEST TOTALS

PERMANENT PERSONNEL

BUDGET -ESTIMATED BUDGET- REIM ~EETIMATED REIM-

SALARY FRINGES TOTAL SALARY FRINGES TOTAL
CURR BDGT 6.687.183 764,345 7.451.528 6.687.183 764,345 7.451.528
FEQUESTED 6.687.183 764.345 7.451.528 6.687.183 764.345 7.451.528
COMP BOARD o o o o 0 a
TOTAL PERMANENT FERSONNEL z12

TEMPORARY PERSONNEL

BUDGET -ESTIMATED BUDGET- REIM ~ESTIMATED REIM-
SALARY FRINGES TOTAL SALARY FRINGES TOTAL
CURER BDGT 150 978 17 256 168 234 150 978 17 256 168 234
REQUESTED o (] o 0 o o
O)s| coMP BOARD o o o ] o 0
-
fE.0)
5,
o F1=HELF F3=MENU F4=TOTALS FS=FRST F6=LAST F7=PREV F&8=NEXT F1l2=MENU
ﬁ M,
ZEY 7 00,3 D217
L
Zenrecied bo P tresE Mt ust (168, 176 127 4] (EIPOICA 1) Covs) 19408 Savnd: 0013 [T R Y
oo

i start I ke - Mot Ok W 0P ETRAS ke | T Eraft 3 Sheed] T

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
o 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

A

0 When budget requests are approved by the Compensation Board (May 1* of each year) this [ Deleted: 12/1/2008
information also becomes ‘locked-in’ [ Deleted: 11/25/2008
o ) [ Deleted: 10/21/2008
v" ‘FRINGE’ benefits listed are estimates only
I [ Deleted: 4:18 PM
v ‘REIMBURSABLE’ figures displayed are the actual dollar amounts that will be returned to your [ Deleted: 11:02 AM
locality | Deleted: 2:00 PM
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CONSTITUTIONAL OFFICER’S INFORMATION NETWORK (COIN) USER’S GUIDE

‘F4> BUDGET REQUEST TOTALS

SHERIFF'S AND REGIONAL JAIL SUPERINTENDENT'S

2P SCREEN OF 3:

3 SHIP - EXTRAL X treme

L DA DSk 00 6] [l % R 06 s ]

MCBE-B COIN BUDGET REQUEST 12/20/2006 11:41
':';" V.10262006 FY: 2008 LOC: 013 OFF: 304 ARLINGTON COUNTY
BUDGET REQUEST TOTALS
EQUIPMENT

HEW NEW REPLACE REPLACE TOTAL TOTAL STRESSED

QTY COST Qry COST QTY COST COST
3| EQUIPMENT TOTAL:
mE 0 0 0 0 0 0 0
_."’_"'I 0 0 0 0 0 0 0
[
BN o - i . ot i, B -

m F1=HELP F3=MENU F4=TOTALS FS=FRST FE=LAST F7=PREV F&=NEXT Fl2=MENU

Eaﬁl 7 00,1 0z-17
Confctad to host dRmve2. stats.va.us (165, 176.127.4) (IPOLCH1) ays: 190400 Savedi 0013 MM | LMLAM

+a Bla, dnban - Mcrosoft Q... £ SNIP - EXTRAY -brome 'l Draft 1% T ... /. 11:41 AM
<4 start B e f e B vaft 3 sherkt £y

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
o 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
0 When budget requests are approved by the Compensation Board (May 1% of each year) this
information also becomes ‘locked-in’
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CONSTITUTIONAL OFFICER’S INFORMATION NETWORK (COIN) USER’S GUIDE

‘F4’ BUDGET REQUEST TOTALS

SHERIFF'S AND REGIONAL JAIL SUPERINTENDENT'S

3RD

SCREEN OF 3:

CoI

UDGET REQUEST

FY 2008 LOC 013 OFF 304 ARLINGTON COUNTY
BUDGET REQUEST SUMMARY TOTALS
TOTAL PERMANENT FPERSOMNNEL 6,687,183 REIMBURSABLE

REQUESTED 6,687,183 6,687,183

CURR BDGT

COMF BOARD

TOTAL ADDITIONAL POSITIONS CURER BDGT (<]
REQUESTED [

COMP BOARD

TOTAL TEMPFORARY FPERSONNEL CURR BDGT 150,978 REIMBURSABLE 1%0.978
REQUESTED o ]
COMP BOARD o

TOTAL OFFICE EXPENSES CURR BDGT ) REIMBURSABLE L

REQUESTED o o

COMF BOARD

TOTAL EQUIFPMENT EXFENSES CURR BDGT ) REIMBURSABLE a
REQUESTED
COMP BOARD o
F1=HELP Fi=MENU Fa=TOQTALS FS=FRST Fe=LAST F7=PREV Fe=NEXT Fi12 MEMU
F]'EI @ 00,1 0217

2D Eraft 3 Sheat 07

L]
v’ Displays totals for each budget request broad-based category:
0 Permanent Personnel
o Additional Positions
0 Temporary Personnel Funding
o Office Expense Funding
0 Equipment Requests
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
o This information is subject to change as you make revisions to your budget request
o 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
0 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 ,
Compensation Board 48 b’
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3RP SCREEN OF 3:
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Deleted
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Deleted
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Deleted
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CONSTITUTIONAL OFFICER’S INFORMATION NETWORK (COIN) USER’S GUIDE

15. Main Menu Option #5 - Budget Reports

s s

(D308 danoEFlesan &R odwrsal
MATHM=A COIN MAIN MENU

[XTRA! X treme

1272072006 11:41

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

1 SYSETEM MAINTEMNANCE
2 BUDGET REQUEST PROCESSIHNG

3 REIMBURSEMENT PROCESSING

4 PERSONNEL PROCESSING
5 REFPORTS
3 INQUIRY

7 TTF BUDGET REQUEST
8. UPDATE LOCALITY-QFFICE INFORMATION
QFTION: _

BEROADCAST MESSAGES:

F1l=HELF F12=LOGOFF

ALl 00,1 14-10

Canected to host dtmyed. ctata. va.us [165.176.127.4) (CIPOLC

L na [Pl Cvaft 3 Sherff VU7 .0

o Select Option #5- “Reports”

| Deleted

—
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Deleted

: 11/25/2008

Deleted

: 10/21/2008
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{ Deleted
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{ Deleted
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CONSTITUTIONAL OFFICER’S INFORMATION NETWORK (COIN) USER’S GUIDE

Main Menu Option #5 - Budget Reports

"1 SHIP - EXTRAI X-treme

B

L0 LS e 0 Bl [Pl oy (& D 0 s v B
MCGO COIN BUDGET REQUEST 2006=-12-20 11:41

V.02072006 FY 2008 LOC 013 OFF 304 ARLINGTON COUNTY

=

OFFICE: SHERIFF OFFICER ARTHUR

EEFORTSE MEHU

1 BUDGET REFORT
BUDGET REPORT W-DEC INCREASE
CURRENT ACTIVE BUDGET
4 BUDGET REQUEST WORKSHEET
REPORT ___
SORTED BY
— CLAES
FOSITION HNUMEBER
— HAME

ENTER "X" FOR SORT ORDER

] 5

—

=8

£l

= 5.

_Infu F1=HELP F2=AUTH BDG F3=MENU Fd=TOTALS Flz=MAIN
“_'F]TI 7100 .1 11-09
.

2. tate. v [168, 176,127 A {CIPOLEAT s

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.

Compensation Board 50
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CONSTITUTIONAL OFFICER’S INFORMATION NETWORK (COIN) USER’S GUIDE

16. Download Instructions

Print
sh.

423 Burn CD & DVDS with Roxio
] new Office Document
G Open office Document
@ set Program Access and Defaults
A windows Catalog
& windows Updare
o Morton Systemwiarks
America Online 7.0

A America Orline 9.0

Internet
MSH Explorer

£ it >
] T
WS Explorer [ cybertink PowertvD

E Microsoft Word] ) Del Accsssoriss

() cames

() Intel Network Adapters
. () Java Web Start

g Internet Explorer | (&) Microsoft Cffice Tools

| () Roxio Easy CD Creator §

‘f& Armetica Online

PN 20F X

() america Online:
1) qQuickTime
) Real

) ropak

() adobe

) oDaK Picture CD

{8 Adobe Photoshop Album 2.0 Starter Edition

il Adobe Reader 7.0

1) Accessiility
1) Communications
» | @ Entertainment:

P || @@ System Tools
P | Address Baok

Calculator

|E| Microgoft Excel ) startup

423 Burn CD & DVDs with Roxio
@ nteret Explorer
Microsoft Access
Microsoft Excel

Microsoft Outlook

Corrmand Prarmy

Microsoft PowerPoint

Microsoft Word
w9 MsN Explorer
() outlook Express

Remote Assistance

allp
I G Trs % Solution Center

& Windows Media Player

48 windows Messenger
. e
4 start L] @) morton systemiiorks

) EXTRAI Personal Client 32-bit

» || @ Microsoft Interactive Training

]
Y parE

€ Synchronize

@& Tour Windows 2P
£ Windows Explorer
, Windows Movie Maker
@ wordpad

U‘Peﬂovms text-based (command-ling) functions.
i

@) Program Compatibilty Wizard

Download Instructions

1. Click “Start” — “All Programs” —

Compensation Board

“Accessories” — “Command Prompt”

A

( Deleted: 12112008
( Deleted: 11/25/2008
/[ Deleted: 10/21/2008
; [ Deleted: 4:18 PM
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CONSTITUTIONAL OFFICER’S INFORMATION NETWORK (COIN) USER’S GUIDE

2.- TYPE:
3.-TYPE:
4. -USERNAME:
5. -PASSWORD:
6. -TYPE:
7. -USERNAME:
8. -PASSWORD:
9.-TYPE:
10-TYPE:

11.- LOCAL FILE NAME:

12. BYTES OF DATA
TRANSFERRED:

13. TO EXIT:

14. TO PRINT:
15. OPEN FILE:

Compensation Board

Download Instructions

dPr.. @) 11:36 PM

ftp Press the “ENTER” key

open ditmvs2.state.va.us Press the “Enter” key

schte06 (lowercase) Press the “Enter” key
schte06 (lowercase) Press the “Enter” key
user (lowercase) Press the “Enter” key

Type your COIN Userid (lowercase) Press the “Enter” key
Type your COIN password (lowercase) Press the “Enter” key
get Press the “Enter” key

‘scb.prod.coin.001.0307.wbudget.rtf’ Press the “Enter” key
(lowercase with single quotes, lowercase L-locality 1001.lowercase O-
office.budget.rtf)

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

“c:/budgetreport.rtf”(with double quotes) Press the “Enter” key

Deleted: 12/1/2008

Press the “Enter” key Deleted: 11/25/2008
Type quit — Press the “Enter” key

Type exit — Press the “Enter” key Deleted: 10/21/2008

Budgetreport.rft (or the name you gave the file) Deleted: 11:02 AM

(
(
(
Open Microsoft Word [ Deleted: 4:18 PM
(
{

/| Deleted: 2:09 PM

A




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

Download Instructions

Additional Printing Instructions:

Open Microsoft word

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@sch.virginia.gov

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

Craig Giegerich — craig.giegerich@scb.virginia.gov
Melanie Morrison- melanie.morrison@sch.virginia.gov
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Page Intentionally Left Blank
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CONSTITUTIONAL OFFICER’S INFORMATION NETWORK (COIN) USER’S GUIDE

17. Appendix

Classifications And Pay Plans

SHERIFF’S - Support Personnel

CLASSIFICATION AND PAY PLAN FOR SUPPORT PERSONNEL OF THE SHERIFF
JULY 1, 2008 - JUNE 30, 2009

PAY

A

*
CLASS TITLE ABBREV BAND ROLE MIN MAX
GENERAL OFFICE CLERK GC
1 Administrative 19,856 37,371

SECRETARY | SECI

COOK A CK A

SECRETARY I SECII

COOK B CK B s

COMMUNICATIONS OPERATOR | COMOP r.

2 Administrative 23,723 45,666

COMMUNICATIONS

SUPERVISOR Cosp

ADMIN STAFF SPECIALIST ADMSS 3 Professional 28,234 52,973

LIDS TECHNICIAN 1 .

(NON-SWORN) LT1 3 Professional 28,234 52,973

LIDS TECHNICIAN 2 Sr.

(NON-SWORN) LT2 ® | Professional | 33147 | 69,186
( Deleted: 12112008
( Deleted: 11/25/2008
( Deleted: 10/21/2008
( Deleted: 4:18PM
[ Deleted: 11:02 AM
 Deleted: 2:00 PM
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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, 2008 - JUNE 30, 2009

CLASS TITLE ABBREV | 'AY ROLE MIN MAX*
BAND

CORRECTIONAL OFFICER c7
COURT SERVICES OFFICER cs7
LAW ENFORCEMENT OFFICER L7
CORRECTIONS OFFICER TECH cT7
COCRECTIONAMCErICER cs 3 Professional 28,234 52,973
COURT SERVICES OFFICER css8
LAW ENFORCEMENT OFFICER L8
CORRECTIONS OFFICER TECH CcT8
CORRECTIONAL OFFICER MDC9,
COURT SERVICES OFFICER MDCS?9,
LAW ENFORCEMENT OFFICER MDLY, C9,
MASTER DEPUTY CSs9
CORRECTIONS OFFICER TECH CT9

L9

Sr.

CORRECTIONAL OFFICER C10 6 Professional 33,147 69,186
COURT SERVICES OFFICER CS10
LAW ENFORCEMENT OFFICER L10
CORRECTIONAL OFFICER c11
COURT SERVICES OFFICER cs11
LAW ENFORCEMENT OFFICER L11
CORRECTIONAL OFFICER c12
COURT SERVICES OFFICER cs12
LAW ENFORCEMENT OFFICER L12
CORRECTIONAL OFFICER c13 ;
COURT SERVICES OFFICER Cs13 8 '\S/luperwsory/ 44,058 | 116,345
LAW ENFORCEMENT OFFICER L13 anagement
CORRECTIONAL OFFICER cl4
COURT SERVICES OFFICER cs14
LAW ENFORCEMENT OFFICER L14
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CONSTITUTIONAL OFFICER’S INFORMATION NETWORK (COIN) USER’S GUIDE

Classifications And Pay Plans

| SHERIFF'S - Medical, Treatment, and Classification Personnel

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

JULY 1, 2008 - JUNE 30, 2009

PAY .
CLASS TITLE ABBREV BAND ROLE MIN MAX
MEDICAL J;'\'I/'IIE"II?
TREATMENT | .
CLASSIEICATION PCLS 3 Professional 18,496 35,312
RECORDS T;)RECS

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

Classifications And Pay Plans

SUPERINTENDENT'’S - Support Personnel and Regional Jail Officers

CLASSIFICATION AND PAY PLAN FOR SUPPORT PERSONNEL OF THE REGIONAL

A

JAIL
JULY 1, 2008 - JUNE 30, 2009
CLASS TITLE ABBREV LAY ROLE MIN MAX*
BAND
GENERAL OFFICE CLERK R__GC
1 Administrative 19,856 37,371
SECRETARY | RSEC1
COOK A R_CKA
SECRETARY || RSEC2 Sr.
Gl |2 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) R_LT2 g Professional 33,147 69,186
CLASSIFICATION AND PAY PLAN FOR REGIONAL JAIL OFFICERS
JULY 1, 2008 - JUNE 30, 2009
CLASS TITLE ABBREV LY 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 Deleted: 12/1/2008
CORRECTIONAL OFFICER R_C13 Supervisory/ Deleted: 11/25/2008
SUPERINTENDENT SUP13 8 | Management | 44058 | 116345 ' iozua00s
CORRECTIONAL OFFICER R_C14 Deleted: 4:18 PM
SUPERINTENDENT SUP14 Doletod: 11:02 AM
| Deleted: 2:00 PM
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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, 2008 - JUNE 30, 2009

PAY )
CLASS TITLE ABBREV BAND ROLE MIN MAX
MEDICAL RI;FI;'\'I/'IIE'[I')
TREATMENT ,
CLASSIFICATION RPCLS 3 Professional | ;g o5 | 35312
RECORDS BREE

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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