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ACCOMMODATIONS 

A person with a disability may contact the Board Secretary’s office at (213) 785-2511 at 
least 24 hours before the scheduled meeting to request receipt of an agenda in an 
alternative format or to request disability-related accommodations, including aids or 
services, in order to participate in the public meeting.  Later requests will be 
accommodated to the extent feasible. 

AGENDA DESCRIPTIONS 

The agenda descriptions are intended to give notice to members of the public of a brief 
general description of items of business to be transacted or discussed.  The posting of 
the recommended actions does not indicate what action will be taken.  The Board may 
take any action that it deems to be appropriate on the agenda item and is not limited in 
any way by the notice of the recommended action.  The President reserves the right to 
discuss the items listed on the agenda in any order. 

REQUESTS AND PROCEDURES TO ADDRESS THE BOARD 

A member of the public has the right to address the Board on agenda items or on items 
of interest which are not on the agenda and which are within the subject matter 
jurisdiction of the Board.  All requests to address the Board must be submitted in person 
to the Board President prior to the start of the meeting.  Public comments will be taken at 
the beginning of each meeting as Agenda Item 1.0.  A member of the public will be 
allowed to address the Board for a total of three (3) minutes for a single item or a 
maximum of five (5) minutes for all items unless the President grants more or less time 
based on the number of people requesting to speak and the business of the 
Board.  When members of the public address the Board on agenda items, the President 
determines the order in which speakers will be called.  Persons addressing the Board 
shall not make impertinent, slanderous or profane remarks to the Board, any member of 
the Board, staff or general public, nor utter loud, threatening, personal or abusive 
language, nor engage in any other disorderly conduct that disrupts or disturbs the orderly 
conduct of any Board Meeting.  The President may order the removal of any person who 
disrupts or disturbs the orderly conduct of any Board Meeting.   

  



AGENDA ITEM 3 

CONSENT CALENDAR 

 

3.1 MINUTES OF THE JANUARY 22, 2013, REGULAR BOARD MEETING. 

3.2 RECEIPT OF EMPLOYEE HANDBOOK & PERSONNEL POLICIES MANUAL. 

3.3 APPROVAL OF STRATEGIC PLANNING PROCESS AND SCHEDULE. 

3.4 JANUARY 2013 FINANCIAL STATEMENTS AND LIST OF CHECK AND WARRANTS. 
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MEMORANDUM 

 

DATE: February 5, 2013 

 

TO:   Board of Law Library Trustees 

 

FROM: Patrick O'Leary 

 

RE:   Employee Handbook & Personnel Policies Manual 

 

 

A revised Employee Handbook & Personnel Policies Manual has been posted on the Law 

Library website at www.lalawlibrary.org/pdfs/Agenda_20130214a.attachment.pdf for 

your review and consideration at the next regular Board meeting in March, 2013.  This 

Manual was developed in 2012.  Prior to the development of this Manual, the Library’s 

personnel policies and procedures were contained in numerous different documents 

and locations.  The various documents were overlapping, difficult to decipher and out of 

date. 

 

Staff consolidated the following into a single document: 

• The Personnel Policies Manual (previously approved by the Board) 

• The Employee Handbook (previously prepared by Staff) 

• Negotiated changes with SEIU (previously approved by the Board) 

• Changes required by developments in laws and regulations (as recommended 

by labor counsel), and 

• New policies to document existing practices, address new technology and fill in 

gaps in the standard personnel policies applicable to public agencies. 

 

Because this is a lengthy document, we are giving the Board an advance preview this 

month and will be asking for approval of the Manual at the next regular meeting.  Please 

feel free to send us any questions you might have so that we can be prepared to address 

them at the next meeting.  

 

 

RECOMMENDATION 

Staff recommends that the Board review the Employee Handbook and Personnel 

Policies Manual posted on the website for possible approval at its next regular meeting. 
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MEMORANDUM 

 

DATE: February 14, 2013 

 

TO:   Board of Law Library Trustees 

 

FROM: Sandra J. Levin, Executive Director 

 Patrick K. O’Leary, Senior Director of Administrative Services 

 

RE:   January 2013 Financials and List of Checks and Warrants 

 

 

Attached are the January 2013 Financial Statements which include:  the Balance Sheet, 

Income Statement and Statement of Cash Flow.  The list of Checks and Warrants is 

attached as well. 

 

RECOMMENDATION 

It is recommended that the Board review, receive and file the Financial Statements and 

list of Checks and Warrants. 



Jun-12 Jan-13 Change

Assets

Current Assets

Cash and cash equivalents 12,353,815    11,510,146 (843,669)       

Accounts receivable 50,835           59,369 8,534             

Prepaid expenses and other assets 415,542         309,884 (105,658)       

Total current assets 12,820,192    11,879,399 (940,793)       

Restricted cash and cash equivalents 231,234         261,139 29,905          

Capital assets, not being depreciated 580,333         654,724 74,391          

Capital assets, being depreciated - net 24,055,362    23,456,445 (598,918)       

Total assets 37,687,122    36,251,707 (1,435,415)   

Liabilities and Net Assets

Current Liabilities

Accounts payable 1,254,424      611,374 (643,050)       

Other liabilities 499,237         -                        (499,237)       

Payroll liabilities 8,803              23,612 14,810          

Total current liabilities 1,762,464      634,986 (1,127,478)   

Accrued sick and vacation liability 477,661         477,661 -                 

Borrowers' deposit 256,433         282,100 25,667          

OPEB obligation 1,448,988      1,448,988 -                 

Total liabilities 3,945,546      2,843,735 (1,101,811)   

Net assets

Invested in capital assets, net of related debt 24,635,695    24,111,169 (524,526)       

Unrestricted 9,105,880      9,296,803 190,923        

Total net assets 33,741,576    33,407,972 (333,604)       

Los Angeles Law Library
Balance Sheet

As of January 31, 2013
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Jan 2012 FY 2011-12

Actual Budget Actual $ Fav  (Unf) % Fav (Unf) YTD Budget Actual $ Fav      (Unf) % Fav           

(Unf)

Comments

Income

670,996 604,344 590,054 -14,290 -2.4%    L.A. Superior Court Fees 4,927,141 4,574,405 4,597,896 23,492 0.5%

10,959 6,858 5,475 -1,383 -20.2%    Interest 74,790 43,258 41,509 -1,749 -4.0%

46,572 52,712 35,922 -16,790 -31.9%    Parking 432,618 423,889 313,596 -110,293 -26.0%

20,265 24,344 29,099 4,755 19.5%    Library Services 316,240 370,721 290,042 -80,679 -21.8%

748,792 688,258 660,549 -27,709 -4.0%       Total Income 5,750,789 5,412,273 5,243,044 -169,229 -3.1%

Expense

352,269 322,756 348,598 -25,843 -8.0%    Personnel 2,459,868 2,369,062 2,460,244 -91,182 -3.8%

325,699 407,731 271,636 136,095 33.4%    Library Materials 2,281,539 1,928,159 1,511,733 416,426 21.6%

-325,699 -407,731 -271,636 -136,095 33.4%    Lib Materials Transferred to -2,281,539 -1,928,159 -1,511,733 -416,426 21.6%

      Assets 0.0%

64,480 65,477 68,311 -2,834 -4.3%    Occupancy 495,263 451,816 471,894 -20,078 -4.4%

33,520 37,255 26,667 10,588 28.4%    Supplies & Services 225,808 223,733 191,445 32,287 14.4%

12,627 15,082 7,655 7,426 49.2%    Professional Services 104,441 131,072 90,620 40,452 30.9%

276,202 313,104 294,987 18,118 5.8%    Depreciation 1,861,924 2,141,934 2,162,437 -20,503 -1.0%

739,098 753,673 746,218 7,455 1.0%       Total Expenses 5,147,305 5,317,616 5,376,640 -59,024 -1.1%

9,694 -65,415 -85,669 -20,253 31.0% Net Income 603,484 94,657 -133,596 -228,253 -241.1%

0 20,873 146,182 -125,308 -600.3% Extraordinary Expense 0 61,762 200,008 -138,245 -223.8%

0 38,083 0 38,083 100.0% Capitalized Expenditures 4,697 286,500 51,786 234,714 81.9%

0 59.5 54.1 5.4 9.1% Full-Time Equivalent Employees NA 55.4 55.0 0.4 0.7%

Jan 2013

Los Angeles Law Library
Income Statement for the Period Ended January 31, 2013

FY 2012-13 YTD
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Jan 2012 FY 2011-12

Actual Budget Actual $ Fav  (Unf) % Fav (Unf) YTD Budget Actual $ Fav      (Unf) % Fav           

(Unf)

Comments

Jan 2013

Los Angeles Law Library
Income Statement for the Period Ended January 31, 2013

FY 2012-13 YTD

Account Detail:

Income:

670,996 622,647 590,054 -32,593 -5.2% L.A. Superior Court Fees 4,927,141 4,574,405 4,597,896 23,492 0.5% Filing fees to date continue to track fairly close to the budget.  They are 6.7% below FY2012 actual.

Interest:

0 0 1,082 1,082 0.0% Interest - LAIF 10,203 1,900 2,272 372 19.6%

10,699 5,700 4,267 -1,433 -25.1% Interest - General Fund 62,927 39,900 38,190 -1,710 -4.3%

260 208 126 -82 -39.6% Interest - Deposit Fund 1,660 1,458 1,047 -412 -28.2%

10,959 5,908 5,475 -433 -7.3%       Subtotal 74,790 43,258 41,509 -1,749 -4.0%

46,572 52,495 35,922 -16,573 -31.6% Parking: 432,618 423,889 313,596 -110,293 -26.0% The County raised rates for lot 10 to $20 maximum per day.  In response, we restored our rates to $25 

in December.  Parking volume continues to lag below historical levels.  
Library Services:

100 100 -50 -150 -150.0% Annual Borrowing Fee 8,475 8,475 5,200 -3,275 -38.6%

7,241 26,503 7,015 -19,488 -73.5% Annual Members Fee 39,783 110,812 49,891 -60,921 -55.0% The number of new members resulting from the LACBA initiative is lower than expected.

220 750 304 -446 -59.5% Course Registration 2,019 5,250 3,903 -1,347 -25.7%

6,360 6,250 6,778 528 8.4% Copy Center 42,646 43,750 43,471 -279 -0.6%

2,035 2,250 2,182 -68 -3.0% Document Delivery 14,945 15,750 14,678 -1,072 -6.8%

2,663 3,500 2,989 -511 -14.6% Fines 27,116 24,500 29,663 5,163 21.1%

409 550 229 -321 -58.4% Miscellaneous 5,059 3,850 1,116 -2,734 -71.0%

400 83 9,349 9,266 11118.8% Room Rental -184 583 16,699 16,116 2762.7% The favorable variance resulted from use by two downtown firms of the library's facilities as trial war 

rooms.
225 0 0 0 0.0% Book Replacement 914 1,250 2,110 860 68.8%

0 0 0 0 0.0% Forfeited Deposits 28,474 28,000 0 -28,000 -100.0% A change in the Library's policy increased from two years to three the period of borrower inactivity 

after which the Library may take deposits into income.  Policy also requires us to post a legal notice in 

the LA Times before claiming these amounts.
0 0 0 0 0.0% Friends of Law Library 143,000 125,000 120,000 -5,000 -4.0%

0 0 0 0 0.0% Grants 0 0 0 0 0.0%

613 500 303 -197 -39.4% Vending 3,993 3,500 3,313 -188 -5.4%

20,265 40,487 29,099 -11,388 -28.1%       Subtotal 316,240 370,721 290,042 -80,679 -21.8%

748,792 721,536 660,549 -60,987 -8.5% Total Income 5,750,789 5,412,273 5,243,044 -169,229 -3.1%

2 2/7/2013



Jan 2012 FY 2011-12

Actual Budget Actual $ Fav  (Unf) % Fav (Unf) YTD Budget Actual $ Fav      (Unf) % Fav           

(Unf)

Comments

Jan 2013

Los Angeles Law Library
Income Statement for the Period Ended January 31, 2013

FY 2012-13 YTD

Expenses:

Personnel:

261,578 234,019 248,717 -14,699 -6.3% Salaries 1,815,070 1,724,489 1,821,885 -97,397 -5.6% The adverse variance for the month and year-to-date is the result primarily of less actual attrition than 

budgeted.

15,632 14,041 21,633 -7,592 -54.1% Social Security 103,356 98,700 110,382 -11,682 -11.8%

3,656 3,276 5,572 -2,295 -70.1% Medicare 25,336 24,143 27,483 -3,340 -13.8%

11,709 9,688 9,688 0 0.0% Retirement 91,288 67,817 67,817 0 0.0%

43,290 47,152 46,824 328 0.7% Health Insurance 332,739 312,747 315,213 -2,465 -0.8%

728 815 348 468 57.3% Disability Insurance 5,142 5,635 1,267 4,368 77.5% A credit from the April 2012 cancellation of disability coverage was paid in July 2012 producing a 

favorable variance YTD.

4,822 5,311 5,507 -196 -3.7% Dental Insurance 33,590 35,596 35,985 -389 -1.1%

155 136 151 -15 -10.9% Life Insurance 1,035 960 1,006 -46 -4.8%

0 9,353 9,353 0 0.0% Workers Compensation Insurance 19,024 65,474 65,474 0 0.0%
9,834 10,100 0 10,100 100.0% Unemployment Insurance 27,311 28,130 8,400 19,730 70.1% The unemployment benefit budget, which was based on FY 2012 actual data, appears to be excessive. 

Laid-off employee unemployment benefits were budgeted as Extraordinary Expense.

865 761 806 -45 -5.9% Vision Insurance 5,978 5,371 5,332 39 0.7%
0 0 0.0% Accrued Sick Expense 0 0 0 0.0%

0 0 0.0% Accrued Vacation Expense 0 0 0 0.0%

352,269 334,653 348,598 -13,946 -4.2% Total - Personnel 2,459,868 2,369,062 2,460,244 -91,182 -3.8%
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Jan 2012 FY 2011-12

Actual Budget Actual $ Fav  (Unf) % Fav (Unf) YTD Budget Actual $ Fav      (Unf) % Fav           

(Unf)

Comments

Jan 2013

Los Angeles Law Library
Income Statement for the Period Ended January 31, 2013

FY 2012-13 YTD

Library Materials:

177,541 223,521 195,584 27,937 12.5% American Continuations 1,425,314 1,371,219 978,491 392,728 28.6% The variance in continuations is mainly a timing issue.  A $600k payment to Bender that has been 

delayed two months will be paid in February.

12,608 7,917 4,450 3,467 43.8% American New Orders 67,339 55,419 41,109 14,310 25.8%

31,897 7,523 4,606 2,916 38.8% Branch Continuations 242,623 52,658 47,547 5,110 9.7%

0 0 0 0 0.0% Branch New Orders 1,372 0 0 0 0.0%

36,900 30,500 43,829 -13,329 -43.7% Commonwealth Continuations 251,576 213,500 246,909 -33,409 -15.6%

0 189 657 -468 -247.4% Commonwealth New Orders 2,622 1,324 2,215 -891 -67.3%

34,220 16,667 8,150 8,517 51.1% Foreign Continuations 125,550 116,667 95,758 20,909 17.9%

72 1,634 0 1,634 100.0% Foreign New Orders 28,440 11,435 2,725 8,710 76.2%

24,272 10,813 10,706 107 1.0% International Continuations 99,416 75,691 72,938 2,753 3.6%

712 599 216 383 64.0% International New Orders 8,662 4,192 3,313 879 21.0%

7,477 4,445 3,341 1,104 24.8% General/Librarianship Continuations 26,391 24,521 19,891 4,630 18.9%

0 229 98 131 57.2% General/Librarianship New Orders 2,234 1,534 837 697 45.5%

325,699 304,036 271,636 32,399 10.7%       Subtotal 2,281,539 1,928,159 1,511,733 416,426 21.6%

-325,699 -304,036 -271,636 -32,399 10.7%    Lib Materials Transferred to -2,281,539 -1,928,159 -1,511,733 -416,426 21.6%

0 0 0 0 0.0%       Assets 0 0 0 0 0.0%

Building Occupancy:

635 1,750 410 1,340 76.6% Building / Cleaning Supplies 12,427 12,250 11,528 722 5.9%

2,844 2,333 3,170 -837 -35.9% Building Maintenance 39,790 16,333 20,383 -4,050 -24.8% The unfavorable variance YTD is the result of unanticipated repairs of the pneumatic air compressor, 

repairs of the power transformer, and testing of fire doors.
2,623 1,417 765 652 46.0% Building Services 9,237 9,917 5,993 3,924 39.6%

0 358 4,832 -4,473 -1248.3% Interior Improvements / Alterations 3,725 2,508 16,876 -14,367 -572.8% Unanticipated expenses incurred to date were for painting and the installation of a door near the 

circulation desk, CMS window tinting, a 3" strip at the front door, a new feed to the alley light fixture, 

and members' study floor outlets.
8,346 9,983 8,312 1,671 16.7% Electric & Water 70,540 69,883 63,814 6,070 8.7%

1,226 1,287 1,247 41 3.1% Elevator Maintenance 8,610 -11,357 8,601 -19,958 175.7% The YTD variance is the result of timing.  An anticipated $20k reimbursement from Swinerton has not 

yet been paid. 
1,093 1,950 1,381 569 29.2% Heating & Cooling 22,497 18,900 21,058 -2,158 -11.4%

17,982 22,887 22,777 110 0.5% Insurance 142,080 160,208 159,436 772 0.5%

7,293 7,323 8,296 -974 -13.3% Janitorial Services 51,054 51,258 47,646 3,612 7.0% Unanticipated costs for steam cleaning the exterior walkways caused the unfavorable variance year-to-

date.
0 1,417 0 1,417 100.0% Landscaping 2,400 9,917 0 9,917 100.0% The Library's exterior landscape maintenance remains under warranty.  The budget assumed 

maintenance costs would commence in July.
22,438 14,833 17,121 -2,288 -15.4% Security 132,903 111,998 116,560 -4,562 -4.1% We incurred some unbudgeted costs for security at special events, some of which will be reimbursed to 

the library.  
64,480 65,538 68,311 -2,772 -4.2%       Subtotal 495,263 451,816 471,894 -20,078 -4.4%
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Jan 2012 FY 2011-12

Actual Budget Actual $ Fav  (Unf) % Fav (Unf) YTD Budget Actual $ Fav      (Unf) % Fav           

(Unf)

Comments

Jan 2013

Los Angeles Law Library
Income Statement for the Period Ended January 31, 2013

FY 2012-13 YTD

Supplies & Services

416 561 459 102 18.2% Bank Charges / Other Fees 3,304 3,927 3,702 225 5.7%

606 600 0 600 100.0% Bibliographical Services 24,478 4,200 3,922 278 6.6%

0 417 0 417 100.0% Binding 0 2,917 0 2,917 100.0% Contrary to the budget, it is unlikely we will do any binding this fiscal year.

5,022 2,519 3,850 -1,331 -52.9% Computer Services / Licensing 23,810 17,632 18,314 -682 -3.9%

218 2,000 40 1,960 98.0% Continued Education 19,333 14,000 4,988 9,012 64.4% YTD continuing education costs have been confined to AALL and ALA conference fees.  

11,808 2,708 10,357 -7,649 -282.4% Copy Center 23,636 18,958 19,225 -267 -1.4%

392 2,784 2,183 600 21.6% Electronics / Computer Hardware 1,760 19,485 9,901 9,584 49.2% The favorable variance YTD is a budget timing issue.

0 250 0 250 100.0% Furniture / Appliances 975 1,750 1,142 608 34.8%

3,378 3,513 3,557 -44 -1.3% Integrated Library System 22,904 23,781 24,292 -511 -2.1%

365 0 0 0 0.0% Membership (Staff) 10,595 3,900 1,615 2,285 58.6%

2,405 2,206 1,325 881 39.9% Office / Library Supplies 15,142 15,444 18,538 -3,095 -20.0% The replacement of a 3M magnetic sensitizer machine was not budgeted.

0 3,750 0 3,750 100.0% Other / Misc. 1,191 4,250 1,414 2,836 66.7%

1,728 4,208 -2,784 6,993 166.2% Outreach / Marketing 15,315 29,458 13,877 15,582 52.9%

1,487 1,692 633 1,059 62.6% Postage / UPS / FedEx 10,547 11,842 8,642 3,200 27.0% The favorable variance resulted from the decisions a) to terminate rental of a mail metering machine in 

favor of an online stamp service and b) to discontinue the practice of shipping scanned documents to 

off-site storage.
26 714 329 385 54.0% Printing / Reproduction 2,846 4,997 3,069 1,928 38.6%

205 1,667 590 1,077 64.6% Reimbursed Expenses 12,727 11,667 17,778 -6,112 -52.4% Reimbursements related to the annual AALL conference were scheduled for the end of the fiscal year.  

This variance should self-correct by year's end.
1,011 600 2,462 -1,862 -310.3% Staff Meetings / Activities 8,210 4,200 8,491 -4,291 -102.2%

2,140 2,410 2,816 -406 -16.8% Telecommunications 15,383 18,783 22,149 -3,366 -17.9% This account was over budget because of a $2.4k fiber ISP Fee in July.

852 1,000 525 475 47.5% Transportation Reimbursement 7,125 7,000 6,157 843 12.0%

1,461 792 325 467 59.0% Vending 6,527 5,542 4,228 1,314 23.7%

33,520 34,390 26,667 7,723 22.5%       Subtotal 225,808 223,733 191,445 32,287 14.4%

Professional Services

0 0 0 0 0.0% Accounting 14,175 17,000 15,000 2,000 11.8%

8,136 6,582 3,149 3,433 52.2% Consulting Services 8,136 46,072 25,390 20,682 44.9%

1,902 5,333 98 5,235 98.2% Legal 42,551 37,333 25,273 12,060 32.3% Legal costs related to employment separations have been classified as extraordinary (see below).

1,074 1,500 1,260 240 16.0% Payroll / HR Services 9,891 10,500 10,207 293 2.8%

175 4,250 511 3,740 88.0% Recruitment Costs 575 8,500 1,252 7,248 85.3%

1,340 1,667 2,638 -972 -58.3% Temporary Services 29,114 11,667 13,497 -1,830 -15.7%

12,627 19,332 7,655 11,676 60.4%       Subtotal 104,441 131,072 90,620 40,452 30.9%

Depreciation:

259,824 244,947 242,119 2,828 1.2% Depreciation - Library Materials 1,747,457 1,798,538 1,793,125 5,413 0.3%

16,378 53,067 52,868 199 0.4% Depreciation - Fixed Assets 114,467 343,396 369,312 -25,916 -7.5% Fixed asset depreciation costs were budgeted incorrectly.  This will result in a $50k unfavorable 

variance by year’s end.
276,202 298,014 294,987 3,028 1.0%       Subtotal 1,861,924 2,141,934 2,162,437 -20,503 -1.0%

739,098 751,927 746,218 5,709 0.8% Total Expense 5,147,305 5,317,616 5,376,640 -59,024 -1.1%

9,694 -30,390 -85,669 55,278 -181.9% Net Income 603,484 94,657 -133,596 -228,253 -241.1%
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Jan 2012 FY 2011-12

Actual Budget Actual $ Fav  (Unf) % Fav (Unf) YTD Budget Actual $ Fav      (Unf) % Fav           

(Unf)

Comments

Jan 2013

Los Angeles Law Library
Income Statement for the Period Ended January 31, 2013

FY 2012-13 YTD

0 20,873 146,182 -125,308 -600.3% Extraordinary Expense 0 61,762 200,008 -138,245 -223.8% Extraordinary expense includes payments to separated employees and employment-related legal fees.

Capital Expenditures:

0 18,083 0 18,083 100.0% Furniture / Appliances (>3k) 0 126,583 0 126,583 100.0%

0 0 0 0 0.0% Electronics / Computer Hardware 

(>3k)

0 20,000 7,539 12,461 62.3% Key acquisitions to-date have been for upgrades to network and server infrastructure.

0 0 0 0 0.0% Exterior Building Repairs/ 

Improvements (>3k)

0 52,000 10,652 41,348 79.5% Actual costs this year were for relocating the fire panel.

0 0 0 0 0.0% Interior Improvements / Alterations 

(>3k)

4,697 6,000 14,285 -8,285 -138.1% Improvements include the installation of hollow metal doors at the top of the stairway connecting the 

first and third floors and repair of the third floor lobby wall.
0 0 0 0 0.0% Computer Software 0 100,000 19,311 80,689 80.7% Software costs include time entry software implementation fees and the VMware upgrade.

0 18,083 0 18,083 100.0% Total - Expenditures 4,697 304,583 51,786 252,797 83.0%

0 59 54.1 5.4 9.1% Full-Time Equivalent Employees NA 55.4 55.0 0.4 0.7%
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