
ANNUAL REPORT GUIDANCE & INSTRUCTIONS
The following information should assist you in completing the Annual Report document you have received or have downloaded from the South Dakota 911 Coordination Board.

1.
Please keep in mind that the Board is required to collect this information by SDCL 34-45-20(3) and 34-45-21.  Further, all the information requested in this report is a matter of public record and must be disclosed pursuant to SDCL 1-27-1.

2.
The paper copy of the Annual Report and 2009 Employee Roster documents received with these instructions is for reference purposes only.  Please download copies of the two forms by scrolling down to the section “Download Forms” located at http://dps.sd.gov/emergency_services/emergency_management/sd_911.aspx to use in preparing your response.

3.
Your response is required by April 30, 2010.  Please email your report to:



lee.axdahl@state.sd.us

4.
 The South Dakota 9-1-1 Coordinator will be at the Dakota 9-1-1 Conference in Sioux Falls on Wednesday, April 7th for an afternoon session on the updated rules and financial reporting.  If you wish to attend this conference please visit www.911metro.org for registration information.

5.
The Annual Report document is being sent out to all South Dakota county auditors and all South Dakota public safety answering points as a unified document.  This report is designed to be as “straight forward” as possible.  Please download a copy at the website noted above for completion in Excel.  We hope to have Adobe versions ready for completion next time around to make life easier for all.  
6.
Again, it is our goal to make this report as simple as possible to complete.  Your financial information needs to be placed on this document [ARSD 50:02:04:07(6)] – and will in the future be required to be submitted within sixty days of the end of your fiscal year.  There is a different deadline this year due to the new rule implementation and the time it took to coordinate the design of the forms for approval of the 9-1-1 Coordination Board.

7.
Do NOT submit your financial information in any fashion other than outlined above.  Do not combine governing bodies (ie…PSAP and County on one document) and please remember the information needs to be submitted on this financial reporting form!
FORM SPECIFIC INSTRUCTIONS

A. TITLE OF DOCUMENT.  Please fill in the space with your information.  Each PSAP must complete a copy of this report.  Each county/city must complete a copy of this report.  If this is a PSAP, please give the name of the PSAP.  If this is a County/City, please fill in the County/City name.  Do not combine local governing bodies.  Do not combine counties, cities and PSAPs onto one form!  If you received a copy of this document, the 9-1-1 Coordination Board needs your specific information.

B. DO NOT ALTER THE FORM.  Please fill in any blanks as they apply to your agency, county or operation.  Also, please modify the column headers where the words “Enter Fund Name In This Space” appear.  We need to know the source of funds.  Do not erase lines, columns or rows.  Just skip them if they don’t apply!  We cannot have them altered because the completed forms will be copied and pasted onto a master form.  Any row or column alterations will affect the master document.  Your report will be returned for completion if the format has been altered.  
C. METHOD OF ACCOUNTING.  Please place an ‘X’ in the appropriate box.

D. BALANCE SHEET.  This section is required of ALL PSAPs to be completed.  We must have Balance Sheet information on file for all public safety answering points in South Dakota.  If you are not a PSAP (such as a county or city) please complete only the section entitled “Statement of Revenues, Expenditures and Changes in Fund Balances Budgetary Comparison Schedule.”

E. FUND BALANCE.  If your Balance Sheet shows a fund balance, whether it is committed, assigned or unassigned, you need to explain the purpose of the fund balance in the space provided or attach an explanation.

F. STATEMENT OF REVENUES, EXPENDITURES, ETC.  All reporting entities must complete this section, including PSAPs.  We have provided municipal and county account codes to assist you in documenting this report.  If you have 9-1-1 or related expenditures in these codes you must show them on this report.  Please take a look at the notes in the right hand margin.  These are provided for your information from Department of Legislative Audit.
G. SALARIES AND WAGES.  Please note that we have attached an additional form to the Annual Report.  This additional form is entitled “2009 Employee Roster.”  This report must be downloaded in the “Download Forms” section at http://dps.sd.gov/emergency_services/emergency_management/sd_911.aspx for completion in Excel.  ANY employee receiving ANY compensation from surcharge monies, REGARDLESS of percent of compensation or job description (even if the employee does not work in a PSAP) must be listed on the attached form.
H. OTHER ADDITIONAL ATTACHMENTS.  Note that the 9-1-1 Coordination Board is requiring informational attachments in the following areas:

1. Other Capital Asset Expenditures not shown or defined by lines provided in the section.  Please note that Capital Asset Expenditures show up in two places on this form.  This is done to accommodate your method of accounting.  Please list your Capital Asset Expenditures in only one of the two areas provided.
2. Transfers In “From ‘X’ Fund” under “Other Financing Sources.”
3. Transfers Out “To ‘X’ Fund” under “Other Financing Sources.”

4. Adjustments prior to calculating Ending Fund Balance.

I. TOTAL NUMBER OF 9-1-1 EMERGENCY REQUESTS FOR SERVICE AND NON-EMERGENCY CALLS FOR 2009.  If this document is being completed by a PSAP, you must complete this informational request by the South Dakota 9-1-1 Coordination Board.
J. All parties must “sign” the certification by completing the “signature” boxes at the end of the form. 
Again, all the information requested on this form falls within Chapter 1-27 “Public Records and Files” of SDCL.  By returning such information, you are certifying that the information you provide is accurate.
If you have any questions, please direct them to:



Lee Axdahl, State 9-1-1 Coordinator





South Dakota 9-1-1 Coordination Board



118 West Capitol Avenue



Pierre SD  57501



(605)773-3231

