
The most recent   

Justice Administrative Commission 

(JAC) Meeting was held                        

on October 2, 2018.  The Executive 

Director’s Report included an    

update on the following key issues: 

 

 

Purchasing Card Charge                

Approvals-Changes   

  The system used to manage 

PCards is being changed by the                  

Department of Financial Services 

(DFS).  DFS has been working to 

convert the PCard charge and   

approval processes to an online real

-time system called PCard Works, a 

Bank of America system.   

  Replacing FLAIR, this system will 

allow immediate updates to              

accounts and cardholder review of 

charge and decline information.   

Cardholders will not see a change 

in using their cards; only the card 

administration and payment process 

is changing. 

  Agencies’ conversion to the new 

system will span four months.                           

The first two months will be                  

dedicated to user configuration and 

the JAC Pcard Administrators’ 

training.  Then, month three will 

focus on cardholder and approver 

training, followed by system                 

deployment during month four. 

  JAC will not begin the conversion 

until 2019.  Any questions may be 

directed to Lorelei Welch, formerly 

JAC’s Pcard Administrator.   

  JAC is pleased to announce that               

Lorelei is JAC’s new Deputy  

Director of Financial Services as 

of November 1.  Lorelei replaces 

Nona McCall who became JAC’s 

Director of Financial Services on 

July 1, 2018. 
  Lorelei may be reached at:                                

Lorelei.Welch@justiceadmin.org. 

Auditor General Audit 

  The Auditor General initiated                

an Operational Audit of JAC in         

February 2017.  The objectives are:  

…for selected operating units, 

programs, activities, functions, 

and classes of transactions, to 

obtain an understanding and 

evaluate management’s                 

performance in establishing 

and maintaining internal               

controls, including controls 

designed to prevent and detect 

fraud, waste, and abuse and in             
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administering assigned               

responsibilities in accordance 

with applicable laws, rules, 

regulations, contracts, grant 

agreements, and other guide-

lines. 

  The audit should conclude with 

findings and recommendations 

designed to improve JAC opera-

tions.  This goal is consistent with 

JAC’s organizational mission and 

ongoing pursuit of excellence and 

operational best practices. 

  Also covered during the                    

Commission Meeting was an              

update by JAC’s General Counsel, 

Cris Martinez, which included: 

JAC’s Private Court-Appointed 

Due Process Funding 

  As of October 24, 2018, JAC has 

already expended over 45            

percent (45.09%) of the court-

appointed annual budget.   

  The elevated spending rate          

required an early release of second 

quarter funding in three of the  

seven court-appointed categories 

(Child Dependency/Civil Conflict, 

Criminal Conflict and Dependency 

Counsel Liability, and Attorney 

Payments over the Flat Fee Cases).  

Given the increase in bills received 

over the past two fiscal years and                 

current appropriation levels, JAC 

projects a shortfall of $16.4                  

million for FY 2018-19, with all 

court-appointed funding appropria-

tions being exhausted by April 

2019. 

  JAC will continue to work with 

both the Governor’s Office and 

Legislative staff during session to 

address the remaining current year 

funding needs.   

  Meanwhile, as we approach the 

holiday season, JAC salutes all 

veterans and extends very warm 

Thanksgiving greetings to all. 
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D id you know that the JAC Accounting Office is the liaison             

between your office and the Chief Financial Officer (CFO) -  

Department of Financial Services (DFS) regarding numerous matters?  

The JAC Accounting Office works with DFS to answer questions,                     

provide paperwork, troubleshoot problems, and more.  The goal is to                 

ensure the accurate and timely processing of invoice payments and cash 

receipts in accordance with DFS standards.  The authority of the CFO 

(DFS) is described below. 

 The powers and duties of the Chief Financial Officer (CFO) are set 

forth in Chapter 17, Florida Statutes (F.S.).  Section 17.03(1), F.S., 

requires that the CFO of this State, using generally accepted auditing 

procedures for testing or sampling shall examine, audit, and settle all 

accounts, claims, and demands against the State.  Section 17.29, F.S., 

gives the CFO the authority to prescribe any rule he or she considers 

necessary to fulfill his or her constitutional and statutory duties, 

which include but are not limited to, procedures or policies related to 

the processing of payments from any applicable appropria-

tion.” (Reference Guide For State Expenditures, February 2011, 

Page 7.) 

  Additionally, the CFO “shall keep all state funds and                          

securities” (s. 17.001, F.S.) and is the Treasurer of the State of Florida 

(s. 20.121(1), F.S.). 

  In the JAC Accounting Office, we try to communicate any directives, 

rules, or guidelines provided by DFS to the offices we work with in                

order to facilitate the smooth processing of invoices and cash receipts.  

Every so often, DFS provides new rules or guidelines, or revised guide-

lines on a particular subject. 

  DFS has provided new and detailed requirements for paying member-

ship dues from state funds.  Over the last few months, as JAC received 

requests for payment of membership dues, we communicated the new 

rules to those individual offices.  However, so that all offices have the 

correct information, the correspondence from DFS regarding member-

ships is on the following page. 
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Look to see 

“Beyond the 

Numbers” 

articles in 

future 

newsletter 

publications. 

From:  Hosmer, Crista [mailto:Crista.Hosmer@myfloridacfo.com]  

Subject:  Payments for memberships-updated requirements 

Importance:  High 

 

Good afternoon,  

 

After further review by management, it has been determined that all payments for memberships are considered 

advance payments.  All advance payment requests submitted to the Bureau of Auditing for approval of mem-

berships require the following information/documentation: 

1.  Pursuant to s. 216.345, F.S., the advance payment request must clearly demonstrate  how membership is 

necessary and essential to the statutory duties and responsibilities of the state agency. 

2.  In accordance with Rule 69I-40.120(3)(b), F.A.C. all Memberships regardless of method of payment 

(FLAIR, MFMP, P-Card) require: 

   Advance payment approval from the Chief Financial Officer (Bureau of Auditing). 

   Advance payment criteria. [See Reference Guide for State Expenditures, pg. 13, Advance Payments.] 

3.  In accordance with Rule 69I-40.002(11) F.A.C. provide the following: 

   An open records certification from the organization. 

   A signed statement of approval from the agency head or his designee authorizing payment. 

4. Documentation to validate the rates; i.e. completed copy of the membership form, invoice/quote. 

5. Written confirmation from the vendor, signed by the appropriate personnel, stating that state funds are not 

being used for lobbying in accordance with s. 11.062, F.S. 

6. In order to proceed with processing the advance payment request, please provide the information/

documentation highlighted above. 

  

Thank you,  

Crista M. Hosmer, FCCM  

Financial Administrator 

Office of the Chief Financial Officer Jimmy Patronis  

Florida Department of Financial Services Bureau of Auditing 

101 East Gaines Street 

Tallahassee, Florida 32399 

 

www.MyFloridaCFO.com 

 

 

Two things to keep in mind regarding memberships: 

 
1.  Payments to the Florida Bar for memberships are exempted from the new DFS requirements.  The JAC  

Accounting Office clarified this with DFS. 

 

2.  If an employee pays for a membership out of personal funds and is later reimbursed by the state, not all of 

the DFS requirements apply. 

 

  Please contact Vicki Nichols, Director of Accounting, or Dina Kamen, 

Deputy Director of Accounting, with questions regarding memberships.  

Additionally, contact Vicki or Dina with any questions regarding                   

invoice payments or other general accounting questions.  For questions 

regarding cash receipts/revenue processing, please contact Vicki                 

Nichols or Phyllis Reed, Professional Accountant Supervisor.    
 

Courtesy of Vicki Nichols, CPM 

JAC Director of Accounting 

. 
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T he Statewide Travel Management System (STMS) was originally authorized 

and funded by the Legislature and approved by the Governor during the 2016 

Legislative session.  The Department of Management Services (DMS) was tasked to 

procure and implement the STMS.  DMS has been working since July 2016 to fulfill 

their task. 

  The STMS will replace the “paper” travel voucher and other paper travel                        

documents currently used to reimburse employees for travel expenses.  All executive 

and judicial agencies are required to use the travel system.  The implementation has                  

experienced challenges and delays.  The Department of Financial Services (DFS) is 

tasked with certifying the STMS prior to its implementation. 

  At this time, JAC offices are anticipated to migrate to the travel system in early 

2019.  An initial training on the STMS was provided by DMS to JAC and other state 

agency staff during the week of May 7, 2018.  The training was very general in            

nature, as the system is not yet fully implemented.  JAC will continue to keep all 

offices apprised as the system progresses.  Any questions may be directed to Vicki 

Nichols, Director of Accounting, at: Vicki.Nichols@justiceadmin.org. 

 

Reporting on Certain Travel for Specified Employees 

 

A s required, JAC continues to submit quarterly reports on all travel related to 

training, seminars, workshops, conferences, or similarly purposed travel com-

pleted by the State Attorneys, Public Defenders, Criminal Conflict and Civil                     

Regional Counsels, Capital Collateral Regional Counsels, executive directors, senior 

management employees, and division or program directors.  Each quarterly report 

includes the following information:  (a) employee name; (b) position title; (c)                     

purpose of travel; (d) dates and location of travel; (e) confirmation of agency head 

authorization, if required by the GAA Implementing Bill; and (f) total travel cost.  

Each report is submitted to the Chairs of the Senate and House Appropriations      

Committees and the Executive Office of the Governor.  JAC appreciates the                        

cooperation of all offices in providing the necessary information for the reports. 

  It is expected that once the Statewide Travel Management System (STMS) goes 

live later in early 2019, the STMS will provide the data needed for the quarterly                 

reports, likely eliminating the need for the labor intensive assignment.  Questions 

regarding the quarterly travel report may be directed to Vicki Nichols, Director of 

Accounting, Vicki.Nichols@justiceadmin.org 
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2018 Long Range Program Plan (LRPP)  and Legislative Budget Request (LBR)  
  JAC received all required information needed to complete the Long Range Program Plan 

(LRPP) and worked with the judicial-related offices (JROs) administratively served by JAC 

regarding any required edits prior to its submission to the Florida Fiscal Portal on October 1, 

2018. 

 

  JAC also received the needed information and data entry forms from JROs to complete the 

Legislative Budget Request (LBR), which was uploaded to the Florida Fiscal Portal on           

October 19, 2018. 

 

2018-19 General Appropriations Act 

  The Governor’s Office has approved the distribution of Administered Funds for FY 2018-

19, which includes pay increases effective July 1st for Investigators, Assistant State                   

Attorneys, and Assistant Public Defenders.  Also approved were the adjustments for                     

Retirement, Life Insurance, Risk Management Insurance, and Human Resources                             

Outsourcing reallocation for FY 2018-19. 

 

  Emails were sent out from the JAC Budget Office confirming the posting of FLAIR and  

State Accounts transactions for all of these appropriation changes. 

 

  Also, the first quarter payments of the Legislative imposed fund sweeps for FY 2018-19 

from the State Attorney Revenue Trust Funds and Indigent Criminal Defense Trust Funds 

have been processed and copies of the posted journal transfers have been emailed to those 

offices impacted. 

 

  If you have any questions regarding the aforementioned issues, please address them to the 

JAC Budget Office at budget@justiceadmin.org  or call staff at (850) 488-2415. 

 

Changes to s. 216.292, F.S. – Budget Transfers 

  During the 2018 Legislative Session, as part of the annual General Appropriations Act        

Implementing Bill (HB 5003), the Legislature amended s. 216.292(2)(a), F.S., which                   

governs how state agencies request budget transfers between identical funding sources                   

(i.e., 5%/$250,000 Budget Amendments).  This change, which applies only to FY 2018-19,              

added a new sub-paragraph 5., providing: 

5.  For the 2018-19 fiscal year, the review shall ensure that transfers proposed                 

pursuant to this paragraph comply with this chapter, maximize the use of available 

and appropriate trust funds, and are not contrary to legislative policy and intent. 

This subparagraph expires July 1, 2019. 

  Prior to the approval of agency General Revenue budget transfers, the Governor’s Office 

and/or Legislative staff may require a detailed analysis of available trust fund cash to                  

determine if trust funds are being maximized.  JAC will be providing additional guidance 

regarding compliance with this requirement in the near future, including newly revised 

forms to request these transfers. 

 

 

Updates from JAC’s Budget                             

Office 

mailto:budget@justiceadmin.org


T here are currently savings opportunities for most Judicial-Related Offices 

(JROs) administratively served by JAC through the JAC/LexisNexis contract.  

Additionally, given the collective efforts between the JAC and the JROs, there are 

also savings opportunities if a JRO decides to renegotiate with Westlaw.  Either 

way, whether moving to the JAC/LexisNexis contract or renegotiating with 

Westlaw, almost all JROs can save money.  JAC can already document annual                 

savings of more than $212,000 by the JROs, including nine Offices of State                      

Attorney and six Offices of Public Defender, taking advantage of these                                 

opportunities. 

  Also, working together we can achieve even greater savings moving                                 

forward.  Specifically, as JROs renegotiate contracts with Westlaw, JAC strongly 

encourages establishing a contract end date or include an addendum with a                         

one-time option to terminate any Westlaw contract on June 30, 2020.  For a sample 

of the addendum, please contact the team lead, Greg Cowan at 

Greg.Cowan@justiceadmin.org or (850) 488-2415, ext. 229.  By aligning contract 

end dates on June 30, 2020, purchasing power is increased to achieve even greater 

savings. 

  Finally, JAC has data, information, and support to improve negotiations and                       

identify potential savings for JROs.  JAC staff is available to assist as needed.  For 

assistance, please contact the JAC team working on these efforts at                                    

LexisNexis@justiceadmin.org, or Greg Cowan. 

Courtesy of Greg Cowan 

Senior Management Analyst 

JAC Executive Office 
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W ith the ever-increasing threat of damage to our agency through email 

phishing and social engineering tactics, JAC engaged the services of 

KnowBe4, a company based out of Tampa some other agencies were using in early 

2018.  JAC first deployed the phish testing service surreptitiously, to obtain a base-

line of how prone to attack agency staff were initially.  In time, agency staff were 

notified of the ongoing testing and also enrolled in a 15 minute training course on                       

ransomware and social engineering dangers.  During the six months since initiating                   

testing, we have seen our agency’s “phish-prone” percentage drop from ~17% to the 

low single digits.  A single errant click can wreak havoc on an agency’s                             

infrastructure, so reducing our threat exposure to this degree is a great way to                         

diminish risk. 

  Later in the year, it came to light that the Agency for State Technology’s Chief                    

Information Security Officer was in the process of pursuing a contract with Know-

Be4 to procure licensing for all State Data Center customer agencies.  After                            

discussions with JAC’s IT staff, attempts were made to procure additional licensing 

to cover the JROs but ultimately did not pan out.  However, JAC and AST worked 

with KnowBe4 to ensure that the JROs were able to take advantage of the heavily                     

discounted pricing negotiated as part of this contract with the State.  

 

Courtesy of Brian Black 

Systems Administrator 

JAC Information Technology 

JAC’s Use of KnowBe4 Cybersecurity Training and Phishing Email   



Thank you for your service. 
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“Remembering Our Veterans in Need” 

Thank you for your service. 

. 
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JAC staff have donated 753 pints of blood                             

since March 2010. 

Photo                

Courtesy of 

Susie Kalous  
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Recycling is serious business at JAC. 

 

Special thanks to our recycle “Trio” I call, “The                             

Garbage Patch Kids”.  They collect all recycle items and roll 

them down and across Tennessee Street to the Four Points                       

Sheraton Hotel.  Special thanks to the Hotel.  But, a                             

special  HIP- HIP Hurray to Michelle, Brian, and Greg! 

 

Courtesy of Ms. Shellie Shelton 

. 
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JAC Staff Developments & Kudos 

Therese Usherwood, Former Auditor Transitioned to Paralegal Effective September 1, 2018 

Evan Shamoun, OPS Court Appointed Effective September 4, 2018 

Amanda Grant, OPS Accounting Returned Effective September 4, 2018 

Juanita Williams, Help Desk Departed September 28, 2018 

Ebony Porter, Former Auditor Transitioned to Help Desk Effective October 15, 2018 

Robert Ross, IT Departed October 19, 2018 

Lorelei Welch, Financial Services Transitions to Deputy Director of Financial Services 

 Effective November 1, 2018  

 

 

 

 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

October 2, 2018—Many thanks to Ms. Shellie Shelton for another lovely table                  

arrangement for JAC’s Commission Meeting.  There is simply no end to the festive 

designs that she comes up with! 

JAC Departures, Arrivals, & Transitions  

Additional Recognition 
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T he Justice Administrative Commission (JAC)                     

continues the phased implementation of an                 

Electronic Document Management System (EDMS).  This is an 

update. 

  The Human Resources Office is still scanning active files into 

Laserfiche.  They are currently working on the letter “E”.  Re-

member, they are working backwards in the alphabet, so they 

have 4 more letters to go!  They will be reviewing how work is 

processed by the Circuit Accounting and Court Appointed  

Offices as a point of reference.   

  The Budget Office has been added to Laserfiche and is still 

under development pending the completion of a new workflow  

to accommodate authorizations and receipt of goods and             

services for the Financial Services Office.  After the details 

have been worked out, users will be trained on how to use this 

new process. 

  Stay tuned for future EDMS updates. 

 

Courtesy of Michelle Dolce 

State of Florida  

Justice Administrative 
Commission 

The Justice Administrative Commission administratively serves 49 judicial-related offices (JROs):  20  

Offices of State Attorney, 20 Offices of Public Defender, 5 Offices of Criminal Conflict and Civil Regional 

Counsel, 3 Offices of Capital Collateral Regional Counsel, and the Statewide Guardian ad Litem Program.  

JAC also provides compliance and financial review of court-appointed attorney fees and due process costs. 

 

The membership of the Justice Administrative Commission consists of two State Attorneys, appointed by 

the President of the Florida Prosecuting Attorneys Association and two Public Defenders, appointed by the 

President of the Florida Public Defender Association.  Although members may be reappointed, each term 

spans a period of two years (s. 43.16, F.S.). 

 
JAC’s Vision: To be the model of exemplary state government. 

JAC’s Mission: To support the entities we serve and Florida’s judicial system with fiscal controls, best 

 practices, and exemplary service. 

JAC’s Values: We take great pride in exemplary service, adaptability, honesty, integrity, and                    

 diversity, as well as respectful and ethical conduct.  

JAC in Brief   

BOARDING THE EDMS TRAIN  

WE’RE ON THE WEB  

WWW.JUSTICEADMIN.ORG 

For comments, suggestions, 

and/or submissions for the 

next bi-monthly newsletter, 

please contact: 

Lydia R. Mount, Editor 

Executive Office 

Justice Administrative              

Commission 

Phone:  (850) 488-2415         
Ext. 223 

Lydia.Mount@justiceadmin.org 

(No names appear with photos.) 

The EDMS Mission 

 

“Excellent service             
delivery enhanced by 

an efficient                  
Electronic Document                   

Management                 
System, which meets 
the requirements of            

Florida law.” 

“If you are not willing to learn, no one can help you.  If you are                                

determined to learn, no one can stop you.” 

~Author Unknown~ 

http://www.justiceadmin.org

