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Mission Statement 
 
To cost-effectively provide a wide range of administrative, technology, collection, procurement, and print services 
that are essential for customer departments to efficiently deliver quality and timely support to the citizens of Placer 
County. 
 

Department Comments 
 
The Administrative Services Department provides a broad spectrum of services to county departments and to the 
public. The Department is comprised of six diverse divisions and during the development of the Department’s 
FY 2015-16 budget, Division managers focused their efforts on maintaining core business functions, staffing levels, 
supplemental costs attributed to the transition of the Information Technology Division to an Internal Service Fund 
and the continued implementation of the Information Technology Strategic Plan. 
 
The three General Fund divisions include: 

 Administration 
 Procurement 
 Revenue Services  

ADMINISTERED BY: DIRECTOR OF ADMINISTRATIVE SERVICES

FY 2013-14 FY 2014-15 FY 2015-16

 Requested Recommended % Change
Appropriations Actuals Est / Actual Budget Budget from 2014-15

GENERAL FUND
Administrative Services 17,168,007$      5,032,987$       5,120,641$       5,120,641$       1.7%

INTERNAL SERVICE FUNDS
Telecommunication Services* - Fund 250/100 5,941,257$       6,112,000$       7,074,222$       7,096,942$       16.1%
Information Technology Systems Services* -   
     Fund 250/250 -$                     13,993,836$      15,775,147$      15,115,677$      0.0%
Central Services* - Fund 250/305 2,375,446$       2,679,581$       2,717,493$       2,691,222$       0.4%

Subtotal Internal Service Funds 8,316,703$       22,785,417$      25,566,862$      24,903,841$      9.3%

TOTAL ALL FUNDS 25,484,710$      27,818,404$      30,687,503$      30,024,482$      7.9%

FUNDED POSITIONS

Administrative Services 93 92 31 31 -66%
Telecommunication Services - Fund 250/100 19 19 20 19 0%
Information Technology Systems Services -    
     Fund 250/250 0 0 63 62 n/a
Central Services - Fund 250/305 9 9 9 9 0%

TOTAL FUNDED POSITIONS 121 120 123 121 1%

TOTAL ALLOCATED POSITIONS 128 128 130 128 0%

ADMINISTRATIVE SERVICES DEPARTMENT
APPROPRIATION SUMMARY

Fiscal Year 2015-16

FY 2015-16

*Budget includes total operating expenses and fixed assets.
Gross Budget shown in table above.
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The three Internal Service Fund divisions include: 
 Central Services 
 Information Technology 
 Telecommunications 

 
Priorities and challenges facing this Department during FY 2015-16 include the delivery of information technology 
services and solutions based on an Internal Service Fund (ISF) methodology. As an Internal Service Fund the 
Information Technology (IT) Division will realign program costs in accordance to the services utilized by County 
departments.  
 
Major accomplishments during FY 2014-15 include infrastructure upgrades to the County’s Enterprise Data 
Network, implementation of a Countywide Security Awareness Training Program, successful deployment of My 
Placer intranet, updated the County’s Uniform Transient Occupancy Tax webpage, migrated general government 
agencies onto the Interoperable Radio Network, implemented a new Records Management pricing structure, and 
concluded the County’s Procurement Card “pilot” project.   
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COUNTY EXECUTIVE OFFICE COMMENTS AND RECOMMENDATIONS 
 
Proposed Budget Summary 
 
The FY 2015-16 Proposed Budget maintains core services across the multiple programs of the Administrative 
Services Department.  A significant change to budgeting the Information Technology function is seen in the 
transition from the General Fund to a stand-alone Internal Service Fund, where costs will be clearly assigned and 
charged to the County departments requiring these services.  While housed in the General Fund, the Information 
Technology function provided ongoing program services through salary and other savings that are not achievable in 
future years.  In order to properly align and budget the full array of Information Technology service costs, the 
Internal Service Fund’s base budget is set at $15.1 million, compared to the $13.8 million that was moved out of the 
General Fund.  Information Technology’s funded positons are 62, with the addition of a Health and Human Services 
funded and dedicated senior information technology analyst. 
 
In addition, position titles and specifications are revised for a broad range of Countywide information technology-
related positions, as recommended from the Information Technology Classification Study and approved by the Civil 
Service Commission on April 13 and the Board of Supervisors on May 19, 2015.  
 
Among other appropriations, service levels are maintained and projects continue on pace.  Administrative Services 
sees a moderate General Fund increase to fund countywide services and retiree costs, while Central Services and 
Telecommunications budget include one-time equipment purchases. 
 

 

APPROPRIATION SUMMARY 
 
Below reflects program purpose for department appropriations as well as major budget adjustments.  Further detail 
can be found beginning on page 259. 
 

Administrative Services 11210 
Administrative & Financial Service System 

 

Program Purpose:  Provides quality management, fiscal, and administrative support to the Administrative Services 
Department and effectively communicates and acts as liaison to other departments, outside agencies, and the 
public. 
Provides centralized purchasing services to county departments for the procurement of materials, equipment, and 
services, and ensures that county purchasing policies and procedures are followed to maintain consistency in 
buying practices and compliance with all applicable laws. 
   
Provides centralized billing and collection services to secure funds entitled to Placer County and other government 
entities. 
 
Program Comments:   
During Fiscal Year 2015-16 our Department will focus its efforts on the successful transition of the Information 
Technology Division from the General Fund to an Internal Service Fund. The Administration Division will work 
closely with the County Executive Office and the Auditor-Controller’s Office to ensure compliance with 
Governmental Accounting Standards Board (GASB) procedures for Internal Service Funds and the County’s 
Charge-Out Rate Policy.  
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The Procurement Services Division continues to identify and implement new and innovative business practices to 
streamline the acquisition of goods and services. Approximately 90 solicitations, 2,000 purchase orders/contracts 
and amendments, and 8,400 credit card transactions were processed annually by the Division resulting in total 
annual spending of $135.8 million. Surplus sales and rebate revenues totaled $250,830. This Division has once 
again received the Achievement in Excellence Award from the National Purchasing Institute for the twelfth year in a 
row. 
 
The Revenue Services Division continues to identify and research workflow solutions that enhance and/or improve 
their collection initiatives. These solutions focus on the elimination of manual collection duties through the use of 
technology.  These enhancements contributed towards their continued success in the collection of approximately 
$23.5 million annually. 
 
Major Budget Adjustment(s): FY 2015-16 Proposed Budget  

 The information technology program historically housed within this General Fund appropriation is 
transitioned to a newly established Internal Service Fund.  Administrative Services is reduced by 61 funded 
positions and $13,760,100.  See Information Technology 02110. 

 Increase $106,000 to fund countywide service cost increases including Retired Employee Group Insurance, 
Facilities Maintenance, and Information Technology.  

 

Central Services (Internal Service Fund) 06380  
Administrative & Financial Service System 

 

Program Purpose:  Provides efficient and economical reprographic, graphic design, mail processing/delivery, 
inventory, and records management services. 
 
Program Comments:   
The Central Services Division provides comprehensive business services to all county departments, as well as 
other government agencies, and non-profit organizations.  Annually this Division supports approximately 384 offset 
print jobs, 4,272 digital black & white and color jobs, 1,350 graphic design requests, processing over 1 million 
pieces of outgoing US mail, delivery of 2,400 pieces of interoffice mail, and processing 7,100 requests for records 
management services. The Central Services Division remains focused on identifying operational efficiencies to 
streamline their operations and reduce costs. 
 
Major Budget Adjustment(s): FY 2015-15 Proposed Budget  

 Increase $116,663 for HP/Toshiba Convenience Copier contract true-up of maintenance and finance 
charges one year after initial purchase, funded by Convenience Copier revenue. 

 Increased $38,000 for digital plate writer replacement, funded by reserves set aside for this purpose. 
 

Information Technology (Internal Service Fund) 02110  
Administrative & Financial Service System 

 

Program Purpose:  Provides comprehensive information technology (IT) project management, implementation, 
administration, and maintenance of the County’s data systems, including servers, data storage, firewall, and 
security systems.  
 
Program Comments:   
The Information Technology Division maintains 152 terabytes of data storage distributed over 44 physical servers 
and 225 virtual servers. In addition, the Division also supports and maintains 2,948 desktop and laptop computers 
countywide. Currently over 10.9 million emails are processed annually and 17.5 million documents are stored 
electronically. 
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Major Budget Adjustment(s): FY 2015-16 Proposed Budget  
 This newly established Internal Service Fund transitions 61 funded positions and $13,760,100 from the 

General Fund appropriation 11210, Administrative Services. 
 In order to correctly size this new internal service fund’s base $1,015,147 in professional services and 

equipment is added to the base, funded by charges to countywide user departments. 
o $148,000 Professional services (Security, Microsoft Forefront Identity Mgr, HERBT); 
o $487,000 Software/maintenance for MyPlacer, Sharepoint,SiteCore, archives, mobile device 

support, Security, ACORN, other; 
o $113,000 for equipment/component leases including Citrix, disaster recovery, and secured records 

storage. 
o $60,000 training, $75,000 utilities, $26,000 facilities maintenance, $90,000 other miscellaneous. 

 $125,000 in additional supplemental requests are included for services, software and equipment integral to 
the systems noted above.  These carry an additional $80,000 General Fund cost. 

 Increase $176,434, funded by the Health and Human Services Department, for one additional information 
technology analyst senior dedicated to projects ($156,434) and consultant services for a projects database 
($20,000). 
 

Telecommunications (Internal Service Fund) 02100  
Administrative & Financial Service System 

 

Program Purpose:  Provides planning, development, and logistical support for all countywide communication 
networks, including telephone, radio, data, video, media, telemetry, and cable television services. 
 
Program Comments:   
The Telecommunications Division maintains and supports the County’s data, telephone, and two-way radio 
networks. These networks support the placement of approximately 2 million outgoing calls, 2.9 million voicemail 
records, and 400,958 Interactive Voice Response Calls annually. Approximately 41.54 terabytes of Internet traffic is 
utilized to support county services annually. In addition, the Telecommunications Division will continue with its 
efforts to fully implement the Countywide Interoperable Radio Network Project.  
 
Major Budget Adjustment(s): FY 2015-16 Proposed Budget  

 Increase $273,831 for radio network maintenance. 
 Increase $199,440 for the Voicemail System Upgrade. 
 Increase $28,145 in salary and benefits for Y-Ratings recommended in the Information Technology 

Classification Study. 
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