FINANCE DEPARTMENT TASKS DUTIES EleBlT 2

DESCRIPTION OF ASSIGNMENT * MONTHS PERSON | TYPE/ACCOUNT (OCT |[NOV |DEC |JAN |(FEB [MAR |APR|MAY|JUN |JUL |AUG
BUDGET ANALYSES & PREPARATION | A |APR MAY.JUN,JUL, ALL i o o i s | Jrmi
CAFR AUDIT SCHEDULES & DUTIES A ALMOST ALL ALL Iﬁllilil M}
REVIEW GENERAL LEDGER M ALL
PREPARE CONFIRM LETTERS FOR AUDI| A SEP BALOIDI i i o o
UPDATE CAFR MAILING LIST A SEP BALOIDI s | EE R RS HE b S et EE eI S EEEE B
LOG NFS CHECKS - AS NEEDED BALOIDI -

REPORT FOR ACTIVE PROJECT FILES M BALOIDI

UPDATE CM PROJECT REPORTS M BALOIDI

MAINT. FILING SYS. INDEXES/PERM FILES/GEN/PERM/CLOSED/CURREN AS NEEDED BALOIDI

RETIREMENT CHECK-ROSENBERG M MONTHLY BALOIDI

MPQO'S, CHANGE ORDERS, FPO'S, REQ'S AS NEEDED BALOIDI B I 1 S N AN N R
UPDATE LIST FOR DUES & MEMBERSHIP| A | AS NEEDED BALOIDI AT A A OA A oA A A O
DONATIONS-CREATE SPDSHEET/INIT & FIN LTRS/FPO AS NEEDED BALOIDI

RECORD RET/DESTRUCTION DUTIES M BALOIDI S I A AN A S _ _ _
BUDGET HEARINGS A|  AUGUST | BUDGET COMM R 0 R A A A AL, |
BUDGET-ATTENDANCE AT MEETINGS | A BUDGET COMM. L O A A E
UTILITY ACCOUNT SHUT-OFFS B BI-MONTHLY DARLENE

FILING UTILITY LIENS M DARLENE LIST # FILED

SEND DISCONNECTED ACCTS TO CODE| M DARLENE

ISSUANCE OF SEWER CREDITS M DARLENE LIST # FILED

SEND UT ACCT DELINQUENT NOTICES | M MONTHLY DARLENE LIST # FILED

SUBMIT WORKLOAD INDICATOR DATA M BY 5TH DARLENE

TRACK HISTORY BOOKS M BETTY 1 N I N N 1
A/R UNCOLLECTABLE ALLOWANCE A ocT DAVID/JOCELYN _ALL.117.0000 | |_|_|:|_|1[]_|_[ i|§|ﬁ||j|i| |i|@||j|j|i §|ﬁ||j|i| |i|§|ﬁ||j E||j|i|§|E i i J]_[]j_[]_ﬂ
OCCUPATIONAL LICENCES RECONC. | A SEPT. DAVID 001.223.1000__ 1A 3 A A G i
UNCLAIMED CHECKS-SEND TO STATE | A APRIL DAVID i i g i Nl
RECONCILE CLEARING DAILY D DAVID 800.100.0000

A/R SPECIAL TRASH RECON. M DAVID 410.115.1531

BANK RECONCILIATION-MAIN POOL ACC| M SUSIE

BANK RECONCILIATION-OTHER ACCTS M DAVID

BOOK AD VALOREM TAX PROCEEDS M DAVID JE

COUNTY BUILDING PERMIT FEE REPORT| M BY 10TH DAVID 001.229.4000

DISTRIBUTE POOLED CASH INTEREST M DAVID

RECORD WIRE TRANSFERS TRANSACT.| M DAVID

RECORD/DISTRIBUTE STATE POOL INTE| M DAVID

REVIEW/RESEARCH OUTSTANDING A/P ( M ISIDRA

SALES TAX RETURN REPORT M BY 15TH DAVID 001.229.3000 I B B B
SANITATION HAULING ACTIVITY Q | QUARTERLY DAVID IRETER IAEAIHAAME]  FARUIARIH | (AL
SUBMIT WORKLOAD INDICATOR DATA M BY 5TH DAVID - B N . ] ]

AR LOT MOWING/CLEARING RECON. | Q | QUARTERLY DAVID JE e T N 1T T
MISCELLANEOUS DEPOSITS RECONCIL.| Q | QUARTERLY DAVID JE 1 1T R T
RADON SURCHARGE REPORT Q |DEC,MAR,JUN,SEP DAVID REPORT |E|§||j|§ mmm} |§|E||§|j|§ i|§||j|i| ||1|1|L| |i|:||j| |j|§|é||
TRUST ACCOUNT ANALYSIS REPORT | Q |DEC,MAR,JUN,SEP| _ DAVID ] [T R T T
TRUST INTEREST DISTRIBUTION 0 |DEC,MAR,JUN,SEP DAVID FUND 660 |E|F||§|l IJﬂIJJllI _ |I|E|H|i|[ §|F||§|]| 1||§|]|E|1 | |i|F||§| |j|[|§||
UNREDEEMED CHECKS PAYABLE RECOI S | SEMI-ANNUAL DAVID ALL 229.9900 |§|E||§|i ummu j|§|@||§|j| |i|§||j|i|i §|E||§|j| _ §||§|i|§|f i |!|@||§| |i|i|g||
RECLASS ENTRY @ FYE- INT. PERPET. J A SEPT DAVID i e o it o
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FINANCE DEPARTMENT TASKS DUTIES

DESCRIPTION OF ASSIGNMENT * MONTHS PERSON | TYPE/ACCOUNT |OCT [NOV [DEC |JAN |FEB |MAR |[APR MAYlJUN JUL |AUG SEP
TRANSFER VENDING REV. TO SUNSHINE CLUB| A | AFTER BILLING DAVID IHFIHIHl[IJiIJJJ ] _Iilélljliliililljlil Ijlililljéllililélé::: ::: RO
WAREHOUSE PHYSICAL INVENTORY TEY A |  SEPT 30TH DAVID A e A A A
COMPARE ADPI VS COLLECTION AGENC| M DAVID
TAG FIXED ASSETS M DAVID/SUSIE LIST # N I N B B N N B .
INVENTORY OF SELECTED CAPITAL ASS| A DAVIDISUSIE ] s i e i | Lo
COMPARE CAPITAL ASSETS FATOGIL | Q DAVID AR ARG g A 5||i|i|E|5@;ml|imfn
SEARCH OF LIENS AS NEEDED DAVID
ORDER DAISY VASES & MEM. RINGS AS NEEDED DPW
PROCESS ACCOUNTS PAYABLE CHECKY{ W FERNAND
APPROVE REQUISITIONS D AS NEEDED FERNAND
TRAINING FISCAL CLERKS AS NEEDED FERNAND
ALL DEPOSIT FUNCTIONS & ACTIVITY FISCAL CLERK
RETURN CHECK PROCESSING FISCAL CLERK
COIN/BANK DEPOSIT AS NEEDED FISCAL CLERK S I A AN A S _ _ _
ADVERTISE BUDGET PER TRIM A SEPT GAL ] A A i
GFOA CAFR AWARD APPLICATION A MARCH GAIL o i i i
LIST OF WKRS. COMP. PD TO EMPLOYEE| A | JAN FOR W-2'S GAIL S T L R B
PREPARE STATE REPORT A APRIL GAIL st s ) i i
AUDITOR GENERAL PACKAGE A APRIL GAIL S ST SIS E R SRS (BEES A TS
SPOT-CHECK PENSION BENEFIT PMTS. A SEPT SUSIE/GAIL R M S : : : : :
SCHEDULE OF EXPEND OF FEDERAL AW A JAN GAIL IHIIHIILL[UMJIIIIIHIII i _ililljljl TG 5::: b
RECLASS ENTRY@ FYE-NEGATIVE REVE| A SEPT GAIL |i|§||i|§ﬁt}]i|j1ﬁ|il§|li|j| |§|ﬁ||§|i|§i|§||i|§| |§|i|§||4: IAEIRH AR EA Al
RECLASS ENTRY @ FYE-SPREADBACKS| A SEPT GAIL A i i
RECORD ACCRUED ABSENCES A oct GAIL ) e i o e g
RECORD ADMIN CHARGES AND TRANSF| A oct GAIL 0 i
SUBMIT FINAL TRIM PACKAGE A oct GAIL mumuumujm |i|§||j|i|i§|é||?|j| |1|1|;||j||1|1|t|
TRIM COMPLIANGE Al  BYAUGL GAIL v i A A
PAYROLL AJES & POOLED CASH ENTRIE| B [EACH PAYPERIOD SUSIE
A/R DUE FROM EMPLOYEES RECON. M GAIL ALL 115.7000
AJ BILLING OF POLICE OUTSIDE SVCS M SUSIE
GRANT ADMINISTRATION M GAIL B I N B B
MONITOR PAYROLL PROJECTIONS M|  MAY-SsEPT GAIL A 0 A
MISCELLANEOUS DEDUCTIONS RECLAS{ Q | OCT,JAN,APR,JUL GAIL L[[IJiIJJHIlIFIHIII ilﬁllﬁljl Ijlilillj Iililéll :::
RECONCILE HEALTH INSURANCE Q |0CT, JAN,APR,JUL GAIL A g B A A i
RECONCILE POS BILLING TO G/L Q |OCT, JAN,APR,JUL GAIL ut”luj_[ j|]|t||]|]| ]|t|H|]| |j|]|t||] H|[|F|| i
REVIEW BENEFIT REGISTERS Q | OCT,JAN,APR,JUL GAIL T AE e TG minbminl i ni
RECONCILE ALL FUND 663 ACCOUNTS | M MONTHLY SUSIE WORKPAPER muumllltllilil Iililljljliilflljlil Iililillj i
BURIAL RIGHT CONTRACT FISCAL YR END OCT, NOV GAIL 420.115.4210 T e e e e e R
ACCRUE GRANT REVENUES/DEFERRED| A SEPT GAIL |§|@||?|i[[m1|jjjj|§|ﬁ||g|j| |§|§||j|i|i§|@||§|j| |j|§|@ ;
WORKER'S COMPENSATION ANNUAL REPORT | A NOV ISIDRA o) o e )
GENERAL LEDGER CLOSING M MONTHLY GAIL B I N S N N i i i i
W-2 REPORTING A JAN. PATTY/SUSIE i i i
941, UCT-6 Q JAPR, JUL, OCT, JAN ISIDRA/SUSIE 14T 1 T £ £ Ijlilﬁllﬁjﬂ
RECLASS ENTRY@ FYE-CASH OVER/SH] A SEPT SUSIE ) A A o
CUSTOMER DEPOSIT RECONCILIATION | A | SEPTEMBER |  JOCELYN o o
SOLID WASTE FULL COST ACCOUNTING| A FEB. JOCELYN ol o ool | o e e
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FINANCE DEPARTMENT TASKS DUTIES

DESCRIPTION OF ASSIGNMENT * MONTHS PERSON | TYPE/ACCOUNT |(OCT |[NOV |DEC |JAN |[FEB [MAR |APR|MAY|[JUN |JUL |AUG|SEP
A/R FIRE INSPECTION RECON. Q JOCELYN 430.115.6500
AR FIRE LINE RENTAL Q JOCELYN 430.115.4360
A/R GARBAGE AND TRASH RECON. Q JOCELYN 410.115.1530
A/R LOT CHARGES RECON. Q JOCELYN 450.115.4502
ALL UT ACCOUNT G/L RECON. M JOCELYN 4X0.115.XXXX
AGING REPORT TO COLL. AGENCY M JOCELYN 410-115.15XX
DISTRIBUTE PENALTIES AMONG UT FUN| S JOCELYN TR T
RECLASS A/R PENALTIES AT YEAR-END | A JOCELYN LELEA00 LRI SO0 LA LA TS AEEOROE AL
HLYWD LARGE USER AGREEMENT DUTI| M JOCELYN
SEWER FLOW REPORT M JOCELYN
UT CUSTOMER BANK DRAFT EFT M JOCELYN
WATER CONSUMPTION REPORT M JOCELYN
WTR PUMPED VS WTR BILLED REPORT | M JOCELYN
UTILITY BILLING
COMPLETE SERVICE ORDERS M SPECIALIST
UTILITY BILLING
FINAL BILLINGS M SPECIALIST
UTILITY BILLING
FIRE INSPECTION BILLING M SPECIALIST
UTILITY BILLING
ISSUE REFUND CHECKS/DEPOSITS M SPECIALIST
UTILITY BILLING
MAINTAIN CUST. MAILING ADDRESSES (for PO) M SPECIALIST
UTILITY BILLING
SUBMIT WORKLOAD INDICATOR DATA | M BY 5TH SPECIALIST
UTILITY BILLING
UTILITY BILLING M SPECIALIST
UTILITY BILLING
CALC & COLLECT IMPACT FEES AS NEEDED SPECIALIST
UTILITY BILLING
OPEN OWNER BASE CHARGE ACCOUNTS AS NEEDED SPECIALIST
UTILITY BILLING
SET UP AND MAINTAIN CUSTOMERS AS NEEDED SPECIALIST
UTILITY BILLING
UPDATE LAND MGMT. RE CHGS IN OWNERSHIP AS NEEDED SPECIALIST
N.S.F. RETURNED CHECK COLLECTION | M STEVE
GEN EMPL. PENSION CONTR. PAYMENT | Q |DEC,MAR,JUN,SEP RADU inanligAn ERAIA LR TR
POL & FIRE PENSION CONTR. PAYMENT | Q |DEC,MAR,JUN,SEP| RADU o ipdn Wimin i ke
BUDGET SURVEYS (WATER/SEWER/SAN| A JUN,AUG MYLENE FLELATS A0 ACh et e SRR LA LY LA AR Artth
PUBLIC DEPOSITORY REPORT A | NOVEMBER MYLENE BRI ANALAL BRI ARG AE AR A mimj
BANK RECONCILIATION-AFLAC ACCOUN| M MYLENE
BANK RECONCILIATION-EMS LOCKBOX ACCT. M DAVID
BANK RECONCILIATION-GENERAL TRUST ACCT| M DAVID
MISCELLANEOUS LIABILITIES RECON. | Q |DECMARJUN,SEP|  MYLENE _ VARIOUS ACCTSilHAIlimii Wit imd ITAER
BUDGET - DUES, MEMBERSHIPS, CONF. | A MYLENE 'HF”“! [|_[|_|:|_|_|_|_[ ?”'F'Hl!l |!|F||;|i|[ 5|H|§|F|5 I !
CAFR STATISTICAL TABLES A DAVID/SUSIE/GAILIMY (HE A A A i I ERA
I.R.S." 1099" REPORTING A JAN. MYLENE TR ETREL JIHR AL AinERRLiR A
NEGATIVE ACCOUNTS LISTING AS NEEDED MYLENE
SUBMIT WORKOAD INDICATOR DATA M MONTHLY MYLENE
BUDGET TRANSFERS PROCESSING AS NEEDED MYLENE
A/R MISCELLANEOUS RECON. Q |DEC,MAR,JUN,SEP MYLENE  VARIOUS ACCTSIinill [mjiujj _ IglEll;Hl[ Il[ll}l]l _ ;II]I{IEI; f 1] I'I[II'I HI[IEII i
ANNUAL BURGLAR/FIRE ALARM BILLING | A OCTOBER OUTSIDE DEPT JELAULFETCOEL I AT AR IR AR LA LA AR
BILL CREDIT BALANCE CRA O DEC,MAR,JUN,SEPT OUTSIDE DEPT IR ARl (FBNIE AL I IAERG '
BULDING SURCHARGE REPORT M |DEC,MAR,JUN,SEP PATTY REPORT _ Hiifmiliimi i i tin
MISC. DEPOSITS ESCROW RECON. M PATTY JE [ELELE L] BLE IR U1
AGENDA-LOCAL OPTION GAS TAX A JUNE PATTY R L A A L R A IE fIER E
FORM 990 - FRIENDS OF THE HEPBURN ( A BY 5/15 PATTY REPORT  [IfibAl it G iEme i aimal— Fod f ﬁ |i‘|j
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FINANCE DEPARTMENT TASKS DUTIES

DESCRIPTION OF ASSIGNMENT * MONTHS PERSON | TYPE/ACCOUNT |OCT |NOV |DEC |[JAN |FEB |[MAR |APR MAYlJUN JUL |AUG
FORM 990 - FUTURE FOUNDATION A BY 5/15 PATTY REPORT |t|L||1|IL[[|J1|JJH|l|FIH|1| Iiléllililiilﬁlljljl Ijlilillj_ i
FORM 990 - HBNIC A BY 2/15 PATTY REPORT IHIIHIIL[[[HJJJHIIIIIHIII i _ilﬁlliljl Iililillifllililﬁlé::: ::: ::: ::: :::
FORM 990 - HEAT Al Bvsns PATTY REPORT i i i el g b i i
FORM 990 - PAL A BY 5/15 PATTY REPORT i s niassimn i
FORM 990 - SPORTS COMPLEX Al _Bvsns PATTY REPORT i i
SUBMIT ANNUAL REPORTS-6 NON-PROFITS | A APRIL PATTY |i|ﬁ||§|iiﬁujji[@i|i|ﬁ||§|i| |i|§||i|i|i§|ﬁ||§|i| |i|§|ﬁ||§ b
SUMMER FOOD PROGRAM REPORTING | A | JUN,JUL, AUG PATTY 660.229.0150 |E|E||i|ihé|]'1|jjji|i|ﬁ|lilil |i|E||jlilii|E||ilj| Ijlilﬁlliéllililflé':' B I I 1
TENNIS CONTRACT INCENTIVE REPORT | A DEC PATTY i I e
COMMISSION CONTINGENCY TRANSFER| B | AS REQUIRED PATTY
CONTINGENCY BALANCE REPORT B | AGENDA DUE DATES PATTY
MONTHLY ACCOUNTING - FRIENDS M PATTY
MONTHLY ACCOUNTING - FUTURE FOUNDATIO| M PATTY
MONTHLY ACCOUNTING - PAL M PATTY
MONTHLY FUTURE FOUNDATION MTGS (TREASURER) M PATTY
MONTHLY PAL MEETINGS (TREASURER)| M PATTY
MAKE DEPOSITS- FUTURE FOUNDATION AS NEEDED PATTY
MAKE DEPOSITS/CHECKS - FRIENDS AS NEEDED PATTY
REVIEW/APPROVE MONTHLY JOURNALS| M PATTY/GAIL/JOC/ROB
DIRECT DEPOSIT WIRE TRANSFER B | EACH PAYPERIOD| PATTY/ROBERT
BUDGET - CIP COORDINATION A FEB/MAR RICHARD ItIFIHIHL[IJiIJJHIlIFIHHI Iilélljlili I
COMP. PLAN SCHEDULES A | aucisepT GAL ) A b, |
BUDGET - REPLACEMENT SCHEDULES | A FEB/MAR |i|§||i|§ﬁﬂji|jﬁ@|i|@||i|i| T | §||1|!|ﬁ|§':'
EPA UNDERGROUND STORAGE TANK | A | JANUARY |[|t||1|1[|j;[|1uuj|l|t||1|]| ut||q|1| |1|Ht||1||1|1|F|
FIRE STATISTICAL REPORT A | NOVEMBER e Ao o A A
LOCAL HIGHWAY FINANCEREPORT __| A | APRIL ) A, i
PRINT TRIAL BALANCE FOR AUDITOR | A SEPT DAVID |{|ﬁ||i|im:ui|ju:j|§|é||?|j| |i|§||j|i|i§|é||?|j| |1|1|;||j||1|1|t|
RECORD INVENTORY ADJUSTMENT | A ocT DAVID JE I e L
AR EMS TRANSPORT RECON. M DAVID 001.115.6000
E.M.S. CLOSING M DAVID
FLEET MANAGEMENT JOURNAL ENTRIE{ M DAVID JE
FUEL TAX REFUND M BY 15TH DAVID REPORT SN A N S N O ) A
RECONCILE DEPRECIATION A | doneatFYE DAVID 0 O A
RECORD E.M.S. BILLING M DAVID JE
RECORD FIXED ASSETS M DAVID/SUSIE
SUBMIT WORKLOAD INDICATOR DATA | M BY 5TH ALL
DEBT SERV-ACCTG, PAYMENTS, REPORTING| _ AS NEEDED GAIL
TRANSFER ICMA MONIES B |  BFWEEKLY ROBERT S I N A A A A A
RECORD ICMA ACTIVITY (401/457) A OCTOBER ROBERT Iilﬁlliliijf.ujji[iililﬁllﬁlil Iil@llililiilﬁllﬂlil Iililﬁllﬁg_
RECORD PENSION ACTIVITY-GE&P/M | A |  OCTOBER ROBERT T D L e
AGENDA & PINK SHEET-AUDIT ACCEPTA| A MAR ROBERT A e L e e
AGENDA & PINK SHEET-BUDGET/CAFR AWARDS A MAY/JUNE ROBERT |i|§||i|i [mjlm[ ililgllilil Iilﬁllilili IEIIiIiIEII Iililglli éllililﬁl ! ! I
PRESS RELEASE - CAFR/BUDGET AWAR| A | MAY/JUNE ROBERT IiIEIIiIi:[II:LIjJJ:JJ:?IiIﬂIinI Iilﬁllﬂljl@il@llﬁlil I?Iil@lljflljlilﬁl____
PRINT MR TRIAL BALANCES A| ocTOBER STEVE | o
RECORD POL/FIRE PENSION ACTIVITY | A SEPT ROBERT FUND 664 Iilﬁlliliilf.lljjiliililﬁllilil Iilﬁlliljliilﬁllilil Iililﬁllﬁgllililﬁlg:.:
UPDATE POL/FIRE PENSION SPREADSHE A SEPT ROBERT FUND 664 |t|p||1ummuum|;||jn| |i|§||j|i|i§|@||§|j| |j|§|@||i:||i|i|f|::::
AGENDA-1ST PUBLIC HEARING A SEPT ROBERT i o o o o
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FINANCE DEPARTMENT TASKS DUTIES

DESCRIPTION OF ASSIGNMENT * MONTHS PERSON | TYPE/ACCOUNT |OCT [NOV [DEC |JAN |FEB |MAR |[APR MAYlJUN JUL |AUG SEP
AGENDA-ADOPT BUDGET A SEPT ROBERT o i i
AGENDA-ADOPT REVENUES A SEPT ROBERT ) i
AGENDA-TENTATIVE MILLAGE A AUG ROBERT ) i g A i
BUDGET - EXPENDITURES (GATHER) | A APRIL ROBERT i o o] o e
BUDGET - REVENUES A MAR ROBERT T T O A L
BUDGET KICK-OFF MEETING A FEB. ROBERT ) | o
BUDGET MESSAGE PREPARATION A |  APR-JULY ROBERT |§|@||i|i u[uﬂm j|§|@||§|j| |i|§||j|i|i §|E||§|j| |j|§|@||§_ |§|§|§||
CERTIFICATION OF VALUE-PROP APPR. | A JuLy ROBERT L o s AR
ISSUE FINANCIAL DETAIL DOCUMENT _| A NoV ROBERT WA i i i
ISSUE BUDGET PROGRAM DOCUMENT | S | JUL, DEC ROBERT (R T AL M T
BUDGET - PERFORMANCE MEASURES A ROBERT B I _ B 1
GFOA BUDGET AWARD APPLICATION | A |  DECEMBER ROBERT AR AAETAARA] AR AR A A A A
PAYROLL ASSISTANCE AS NEEDED STEVE
SUPERVISE FISCAL CLERKS & ACCTING CLERK| AS NEEDED STEVE
RECORD MISCELLANEOUS INVOICES MRl M AS NEEDED STEVE JE B S I (S N i i i i
FIRE LINE RENTAL BILLING A DEC. STEVE R e i
GREASE TRAP PERMIT BILLING A ocT. STEVE | o |i|i'||i|{|j|‘i|ﬁ|| ni
SUBMIT ACCTS FOR WRITEOFF A JuLY STEVE R R A s A ||
CEMETERY BILLING M STEVE
COBRA, CRA, & RETIREES/MISC. BILLING| M STEVE
COMMISSIONER INSURANCE REVIEW M STEVE
LOT MOWING & CLEARING BILLING M STEVE
LOT MOWING & CLEARING FILE LIENS M STEVE LIST # FILED
MR AGING AND COLLECTION STATUS RE| M BY 15TH STEVE
MR BILLING OF POLICE OUTSIDE SVCS M STEVE
REMIT LIST OF DEL. ACCTS FOR AGENCY M BY 15TH STEVE LIST # I I N R
SPECIAL TRASH BILLING - FILE LIENS M STEVE LIST # FILED |i|f||ili ll[IJiIJJl ililfllﬁlil Iiléllilili
SUBMIT WORKLOAD INDICATOR DATA M BY 5TH STEVE
WORK ORDER REVIEW OF SPECIAL TRA| M STEVE I . . . .
PREPARE LIST OF ACCTS < $15 Q [OCT,JAN,APR,JUI|  STEVE LIST # e R0 O N ek
PROVIDE TUTORIAL PAYROLL INFO M 2 COPIES SUSIE
State Firefighters Supplemental Report Q |APR, JUL, OCT, JAN SUSIE u_[|_|j_|l|_[ ililﬁll;lil ilﬁllilil Iililﬁlli i Iililléll il
GENERAL EMPLOYEES PENSION REPOR]| A MAR SUSIE i o
SICK LEAVE BUY-BACK A NOV ISIDRA VA A
PAYROLL PROCESSING B |EACH PAYPERIOD ISIDRA
SUBMIT PAYROLL CHECKLIST B |EACH PAYPERIOD ISIDRA
SUBMIT WORKOAD INDICATOR DATA M BY 5TH SUSIE
**SCHEDULE SUBJECT TO REVISIONS****
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