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ADMINISTEREDBY:

Recommended
Budget

YOY %
Change

GENERAL FUND
Administration 722,331 778,513 753,677 689,210
Procurement 1,414,227 1,532,523 1,528,993 1,453,737
Procurement Surplus Program 128,731 112,928
Revenue Services 2,733,313 2,940,817 402,406 375,720
Revenue Services Court Collections 2,097,254 2,097,254
Revenue Services General Collections 65,261 65,260
Revenue Services Transient Occupancy Tax 2 0

11210Administrative Services 4,869,871 5,251,853 4,976,324 4,794,109 8.72%

INTERNAL SERVICE FUNDS
Middle Fork Radio 34,841 34,841
Phone/NIS/Media Services 4,439,300 4,917,791 5,532,332 5,502,284
Radio Services 2,113,383 1,912,735 1,858,940 1,855,953
Telecom Admin/Overhead 22,308 8,639 5,856 5,855

02100 Telecommunications Service Fund 250/100 6,530,375 6,839,165 7,431,969 7,398,933 8.18%

ACORN Support Services 1,260,048 1,043,794 1,070,040 1,070,042
Customer Services Center 3,697,100 3,964,205 3,498,825 3,498,825
IT Admin/Overhead Services 8,996 53,611 607,248 600,139
IT Department Specific Applications 702,738 702,739
IT Enterprise Application Support 876,985 876,986
IT Application Support 1,096,742 941,880
IT HHS Dedicated Application Support 2,833,673 2,813,637
IT HHS Support 4,089,642 4,832,425
IT Infrastructure 2,164,756 2,717,951 3,252,162 3,252,162
IT Project Management 720,491 848,921 1,016,877 1,016,877
IT Security Services 1,754,701 2,160,894 2,157,799 2,157,798
Web Services 1,153,209 1,581,759 1,189,510 1,161,348

02110 Information Technology Systems Services Fund 2 15,927,693 18,038,218 17,205,857 17,150,553 4.92%

Central Services Admin/Overhead 258 51,617 38,994 27,326
Central Services Graphic Design 217,169 187,620 192,181 192,180
Copy Machines 636,033 430,210 503,509 474,845
Interoffice Mail 323,260 339,640 339,638
Inventory Services 223,194 196,956 243,433 218,287
Mail Services 422,658 153,124 205,297 205,296
Print Services 721,329 747,439 817,297 767,006
Records Management 321,154 290,077 157,872 149,071

06380Central Services Fund 250/305 2,541,279 2,380,303 2,498,223 2,373,649 0.28%

TOTAL INTERNAL SERVICE FUNDS 24,999,347 27,257,686 27,136,049 26,923,135 1.23%

TOTAL ALL FUNDS 29,869,218 32,509,539 32,112,373 31,717,244 2.44%

FUNDEDPOSITIONS
100 11210 Administrative Services 33 34 35 35
250 02100 Telecommunications Service 19 20 20 20
250 02110 Information Technology Systems Services 62 61 57 57
250 06380 Central Services 9 9 10 9
TOTAL FUNDED POSITIONS 123 124 122 121 2.42%
TOTAL ALLOCATED POSITIONS 129 129 124 124 3.88%
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Mission Statement 

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

Director of Administrative 
Services

Assistant Director of 
Administrative Services

Administrative & Fiscal 
Operations Manager

Administration

Revenue Services

Procurement Services

Central Services

Deputy Director of 
Information Technology

Information Technology

Telecommunications

ADMINISTRATIVE SERVICES DEPARTMENT
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11210 – ADMINISTRATIVE SERVICES 
Administration and Financial System

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 obtain funds 
entitled to Placer County and other government entities. 

FY 2018 19 Highlights: The Administration program will continue to analyze existing business processes focused on 
training and internal control procedures to transition from legacy systems to the new Enterprise Resource Planning 
System (ERP); assessing and updating the Department’s succession planning initiatives; evaluation of Priority Based 
Budgeting programs; and assessment of Internal Service Fund billing methodologies. 

The Procurement Program will focus on finalizing updates to the Procurement Policy. In addition, the Program will 
publish a new Procurement Procedures Manual consistent with the updated Policy. The Procurement Program will 
further expand the Procurement Card Program by increasing the utilization for purchases within users’ delegated 
purchasing authority while continuing to ensure a streamlined process with excellent checks and balances for the 
protection of the County.   

The Revenue Services Program will maintain its focus on increasing collection totals through newly established 
collection techniques, strategies and procedures. These include collaborative efforts with both the Superior Court 
and County departments to maintain and improve upon revenue forecasting and collection reporting; transition from 
its legacy accounting platform to an updated debt collection software system; continued innovation in the Transient 
Occupancy Tax program to facilitate and maintain increased compliance rates among short-term rental properties 
and ease of use among existing lodging establishments  located in the unincorporated areas of Placer County.  

Proposed Budget Major Adjustment(s):   
 Increase in Advertising & Promotions Fund transfers-in of $547,428 due to additional resources and time 

dedicated to the Transient Occupancy Tax (TOT) program.   
 Increase in Cost of Collection revenue of $131,785 due to a modified collection calculation to more accurately 

capture court costs for reimbursement. 

PBB PROGRAMS - ADMINISTRATIVE SERVICES 

Procurement Services - Provides for all centralized County procurement activities, including bids, request for 
proposals, construction projects, contracts, and blanket purchase orders. Procurement Services administers the 
County’s credit card program for delegated purchases, including goods, services, travel, and training and manages 
the County’s surplus program for the disposal of surplus property through sales, donations, e-waste and recycling. 

Program Attributes:  Approximately 75 solicitations, 1,862 purchase orders/contracts and amendments, 
and 13,093 credit card transactions are processed annually resulting in approximately $140 million in total 
county spending.  Surplus sales and rebate revenues totaled $485,315.  The Division has again received the 
Achievement in Excellence Award from the National Purchasing Institute for the 15th year in a row.  The 
Division finalized updates to the Purchasing Policy and Procedures that are aligned with best practices and 
reflect the current and projected future needs of the County.  Increased the utilization of the Procurement 
Card program purchases by approximately 15%. 

Program Cost:  $1,453,737 
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Revenue Services - Provides centralized billing and collection services to obtain funds entitled to Placer County and 
other government agencies including Court Fines and Fees, Public Defender Fees, Sheriff Booking and Incarceration 
Fees, and Transient Occupancy Tax. 

Program Attributes:  The Division recently secured $30.07 million in collections for a net increase of 16% 
over the prior year’s efforts.

Program Cost:  $2,538,234 

02100 – TELECOMMUNICATIONS (Internal Service Fund) 
Administration and Financial System 

Purpose:  Provides planning, development, and logistical support for all Countywide communication networks, 
including telephone, radio, data, video, media, telemetry, and cable television franchise agreements. 

FY 2018-19 Highlights: Major focus includes the continued deployment of the Countywide Radio Project’s Tahoe 
Basin initiatives including site acquisition, site development, and deployment of P25 infrastructure. Replacement of 
legacy network switching equipment as outlined in the Telecommunications capital replacement plan to support the 
deployment of emerging technologies. Continue to analyze and enhance the current County’s Attendant functions 
through the use of technology that improves and enhances the customer experience.  Upgrade legacy Wi-Fi 
infrastructure to ensure access, reliability and security for all County and guest users. 

Proposed Budget Major Adjustment(s):   
 Increase in Equipment of $705,800 for the capital replacement of the County’s enterprise telephone and data 

networks.   
 Increase in Salaries and Benefits of $67,442. 

PBB PROGRAMS - TELECOMMUNICATIONS 

Media, Network Infrastructure, and Telephone Services – Provides audio and video services and management 
of the County’s data transport network, telephone infrastructure, centralized voicemail system, call accounting 
system, and oversight of the cable television franchise agreements. 

Program Attributes:  Manage 500+ Network switches, Routers and Wi-Fi Access points that support County 
operations and provide data center connectivity and utilize in excess of 185 terabytes of Internet traffic 
annually.  Administer 8 PBX’s supporting 3500+ phones and 2400+ voicemail users that processed 
approximately 1.5 million outgoing calls, 4.9 million calls into the voicemail system, recorded 500,000 
voicemail messages and processed 545,000 Interactive Voice Response calls annually.

Program Cost:  $5,502,284
   

Radio Services – Provides management of the County’s Interoperable Radio Network, analog two-way radio 
infrastructure, backhaul microwave systems, and telemetry (SCADA) network.  

Program Attributes:  1,330 portable and mobile subscriber units, 64 conventional radio repeaters/base 
stations, 8 digital P25 repeaters supporting 2.1 million calls annually.

Program Cost:  $1,855,953

Middle Fork Radio – Provides Countywide Interoperable P25 Radio Network coverage into the Middle Fork 
Recreational Area of the American River Canyon. 

Program Attributes: Maintain P25 infrastructure at PCWA Ferguson and Foresthill radio communication 
sites that provide coverage into the Middle Fork Recreational Area of the American River Canyon.

Program Cost:  $34,841 
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 02110 – INFORMATION TECHNOLOGY (Internal Service Fund)  
Administration and Financial System 

Purpose:  Provides comprehensive information technology (IT) consulting services, including project planning and 
management for system implementations and is also responsible for IT planning, implementing, administering, and 
maintaining the County’s data systems, including servers, data storage, firewall, and security systems. 

FY 2018-19 Highlights:  The Information Technology Division provides comprehensive implementation, 
administration, and maintenance services for the County’s data systems, including servers, data storage, 
applications, and security systems.  The 2017 Information Technology Strategic Plan was developed collaboratively 
between the IT Division and business units based on a three year outlook for the County’s technology systems and 
was adopted by the Board on December 12, 2017. The county-wide initiatives included in the Plan for FY 18/19 
includes the replacement of the County’s legacy financial, human resources, and payroll systems; adoption of cloud 
technologies; redesign and migrate the County’s public website onto a hosted content management system; 
implementation of the Microsoft’s Office 365 cloud suite; continue to streamline business processes by utilizing the 
Business Process Management (BPM) platform to automate forms and workflows across the enterprise; and 
continued strengthening and enhancement of the County’s security posture through the adoption of a formal Security 
Program including county-wide security policies. 

Proposed Budget Major Adjustment(s):   
 Increase in Salaries and Benefits of $445,111. 
 Decrease in Maintenance Software of $275,618 for the reduction of a HHS-OCHIN contract. 
 Increase in Consulting and Professional Services of $146,494 for the migration to Office 365. 

PBB PROGRAMS - INFORMATION TECHNOLOGY 

Customer Support Services – Provides desktop support, first line of contact for problem reporting, tracking and 
resolution for requests for service. 

Program Attributes:  Supports 3,492 desktop and laptop computers generating an average of 121 requests 
for services with a daily average of .79 hours to resolution.

Program Cost:  $3,498,825

ACORN Support Services – Provides maintenance and support services for the County’s human resource, benefits, 
and payroll solution including patch management, interface management, vendor support, reporting support, system 
administration, and application maintenance.  

Program Attributes:  Supports 12 modules, 18 interfaces, 6 regulatory tax updates, 4 web servers, 6 
application servers, 12 batch servers, and approximately 1,597 requests for service annually.

Program Cost:  $1,070,042

Web Services – Provides maintenance and support services for the County’s external website and intranet 
infrastructure. 

Program Attributes:  The Web Content Management System (WCMS) provides centralized administration 
for 3,582 web pages. Over 200 Content Editors update their departmental pages. The WCMS web servers 
render over 5.4 million pages a year for 1.3 million visitors. The Web Team serviced over 1,425 requests for 
service.

Program Cost:  $1,161,348
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Security Services – Provides a comprehensive security program designed to protect the County networks, systems, 
and data including the enforcement of security policies and procedures, security awareness programs, auditing and 
forensics, and applicable industry and governmental compliance. 

Program Attributes:  Achieves on average, 1.5 million blocked spam emails, 15,000 suspicious emails 
quarantined, and 2,500 blocked malware occurrences.

Program Cost:  $2,157,798

Project Management Services – Provides oversight of planning, management, and execution of the County’s 
Information Technology project portfolio.   

Program Attributes:  Providing project management for over 36 information technology related projects and 
235 related requests for service.

Program Cost:  $1,016,877

Infrastructure Services – Provides maintenance and support services for the County’s storage arrays, blade 
servers, virtualization and disaster recovery solutions.  

Program Attributes:  Supports 255 virtual servers and 44 physical servers supporting 312 terabytes of 
storage.

Program Cost:  $3,252,162

Enterprise Application Support Services – Provides maintenance and support services for information technology 
applications including patch management, interface management, database administration, interface management, 
vendor support, reporting support, and application maintenance.

Program Attributes:  Supports 25 Enterprise and Department specific applications and 501 requests for 
service supported annually.

Program Cost:  $876,986

Department Specific Application Support Services – Application support services provided to County 
departments to support the maintenance of Department Specific Applications including application support, patch 
management, interface management, vendor support, and reporting support 

Program Attributes:  Support 13 Departmental specific applications and 1,092 requests for services 
supported annually.

Program Cost:  $702,739

HHS Dedicated Application Support Services – Provides flexible support services for Health and Human Services 
applications including interface management, vendor support, reporting support and application maintenance.  

Program Attributes:  Supports 45 department specific applications, 7,157 requests for services annually.

Program Cost:  $2,813,637

06380 – CENTRAL SERVICES (Internal Service Fund) 
Administration and Financial System

Purpose:  Provides efficient and economical reprographic, graphic design, US mail processing/delivery, Interoffice 
mail delivery, inventory, copy machine management, and records management services. 

FY 2018-19 Highlights: Major focus includes the management of the Toshiba multi-function copier program, 
identifying expenditure and revenue strategies to ensure program reserve funds are in compliance with Internal 
Service Fund guidelines, and continued assessment of the Records Management Program in accordance with the 
County’s Records and Retention Policy.  
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Proposed Budget Major Adjustment(s):   
 Increase in Consulting and Professional Services of $43,093 for the increase in the interoffice mail contract.   
 Decrease in Special Department Expense of $22,274 for reduced costs due to lower sales tax payment for 

HP leasing.  
 Increase in Equipment of $39,480 for the purchase of a new mail machine.   

PBB PROGRAMS - CENTRAL SERVICES 

Print Services – Provides high speed digital color and black and white printing and offset printing for forms, manuals, 
brochures, fliers, envelopes, and a wide range of printed matter.  In addition to printing, all bindery services are 
provided to fold, staple, insert, bind and whatever is necessary to achieve a professional look. 

Program Attributes:  210 offset print jobs and 1,850 digital black & white and color jobs processed                   
annually.

Program Cost:  $767,006

Copy Machine Services – Provides multifunction devices (print, copy, fax, and scan) in both color and black and 
white on a cost per copy basis.  This allows departments to perform all necessary printing, copying, faxing, and 
scanning without having to purchase or maintain the equipment. 

Program Attributes:  Manage 280 multifunction devices averaging 12.9 million copies annually.

Program Cost:  $474,845

Mail Services – Provides daily postage metering of U.S. Mail, which includes letter and packages shipped full rate 
first class, permit mail, certified, and international mail. Pre-sort barcoding is also provided to save on postage costs. 
In addition, United Parcel Service packages are processed through Central Services along with daily interoffice mail 
deliveries to County locations in Auburn, Roseville, and Tahoe 

Program Attributes:  Processed over 852,000 million pieces of U.S. Mail annually. 

Program Cost:  $205,296

Interoffice Mail Services – Provides daily interoffice mail deliveries to County locations in Auburn, Roseville and 
Lake Tahoe. 

Program Attributes:  Processed over 2,500 pieces of interoffice mail annually.  

Program Cost:  $339,638

Inventory Services – Provides a wide variety of colors, sizes and types of paper, carbonless paper, envelopes, and 
forms for departments to order via an on-line ordering system.  Central Services warehouse approach allows for 
purchasing commodities in bulk to pass along the savings to County departments.   

Program Attributes:  180 commodities including envelopes, preprinted forms, department-specific printed 
matter, and bond paper that generates 1,950 job ticket orders annually.

Program Cost:  $218,287

Records Management Services – Provides a full service records management and storage program to ensure that 
hard copy business records are safeguarded according to County, State and Federal records retention mandates. 
Records are kept confidential and handled only by County staff and maintained in a climate-controlled, secure 24/7 
monitored warehouse. 

Program Attributes:  Manage 7,470 boxes annually.

Program Cost:  $149,071
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Graphic Design Services – Provides full service professional graphic design using state of the art software to 
produce superior quality art work for print and multi-media use. Graphic design adds value and credibility to any 
project and helps communicate a polished and professional look.

Program Attributes:  250 graphic design requests processed annually.

Program Cost:  $192,180
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