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MISSION

The purpose of the Brown County
Administration Department is to
provide centralized financial and
budgetary management, accounting,
purchasing and risk management
services to all county departments.
The department also assists the
County Executive and County Board
in analyzing and formulating
recommendations regarding public
policy, budget development and
administrative matters.

PROGRAM DESCRIPTION

The Administration Department is responsible for centralized financial,
budgetary management, purchasing and risk management functions. The
department provides centralized financial management and accounting
services consistent with federal and state laws and Governmental Accounting
Standards Board pronouncements.

As part of the budgetary management function, the department is responsible
for preparation of the annual budget, capital improvements bonding plan,
administrative policies and various special purpose analyses and reports. As
part of the financial management function, necessary financial information is
provided to the County Executive, departments, County Board and various
boards, commissions and committees to aid in policy making. Accounting
activities include preparation of financial reports and audits, maintenance of
the accounting books (general ledger, accounts payable, etc.), payroll, indirect
cost allocation and bonding. Purchasing provides centralized purchasing
capabilities for all departments as well as facilitates the processes to ensure
contracts are awarded to the vendor or firm that will provide the best value for
the taxpayer's dollar. The department also administers the county’s
purchasing card program.

In addition, the department is responsible for centralized risk management to
reduce, minimize or eliminate the county’s exposure to loss through the
implementation and administration of comprehensive property and casualty
insurance and loss control programs.

2018 2019 2019 2020 Budget
PERFORMANCE MEASURES Actual Estimate Budget Budget Change
Rebates & Savings 117,120 77,500 55,283 77,500 40.19%
Purchasing Solicitations 97 100 100 105 5.00%
Contracts/Grants Reviewed & Applied 295 300 280 300 7.14%
County Risk Reduction Training & Participants 6,049 6,300 6,200 6,300 1.61%

INITIATIVES

Explore Fleet Management Options - Administration will review the options for standardizing the county’s vehicle
operations. A cost benefit analysis will be prepared to look at current costs of maintaining vehicles at the department
level, compared to having a company maintain the vehicles.

Document Storage - Administration will coordinate a county-wide plan to migrate records from paper to electronic

media.

Active Shooter and Emergency Procedures - Active shooter and emergency procedure training sessions will be
coordinated with each department on an annual basis.

Emergency Operations Plan Review - Safety and Risk divisions will review and update the emergency operations plan

for each department.
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Administration

FINANCIAL SUMMARY

Other Financing Sources
Total Revenues

Personnel Costs
Operating Expenses
Total Expenses

Property Taxes

Net Total Activity

SUMMARY HIGHLIGHTS

2019 Change from 2019
2018 2019 Amended 2020 Amended Budget
Actual Estimated Budget Budget $ %
88,990 110,190 185,071 79,548 (105,523) -57.02%
89,006 110,190 185,071 79,548 (105,523) -57.02%
1,058,370 1,424,238 1,541,778 1,556,311 14,533 0.94%
147,481 115,469 212,000 144,112 (67,888) -32.02%
1,205,850 1,539,707 1,753,778 1,700,423 (53,355) -3.04%
1,324,176 1,568,707 1,568,707 1,620,875 52,168 3.33%
207,332 139,190 - -

e Other Financing Sources - Decrease is due to the following:

o0 $80,465 carryover in 2019 for Professional Services and Temporary Help

o $20,702 transfer in for wage increases in 2019

0 $4,356 decrease in Intrafund Transfers In for budgeted employees

e Personnel Costs - Increase is attributed to wage increases approved in the 2019 budget.

e Operating Expenses - Decrease is due to the 2019 carryover of $80,465, an increase in various

intra-county

expenses, as well as additional cell phone expenses for new staff members and scanner purchases.

PROPERTY TAX TRENDS
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Administration

STAFFING SUMMARY
Budget

Position FTE Unit Rate Hours Cost
Director Of Administration 1.00 52.08 2,096 109,160
Finance Director 1.00 44.24 2,096 92,727
Risk Manager 1.00 42.35 2,096 88,766
Organizational Development Coord 1.00 35.04 2,096 73,444
Senior Accountant 3.00 33.27 6,288 209,202
LTE-Project Team LTE 1.00 31.30 2,096 65,605
Accountant 1.00 30.78 2,096 64,515
Senior Buyer 1.00 29.74 2,096 62,335
Accountant 1.00 29.25 2,096 61,308
Safety Coordinator 1.00 28.54 2,096 59,820
Payroll Manager 1.00 26.55 2,096 55,649
Admin/Communications Coord. 1.00 24.96 2,096 52,316
Account Clerk | 1.00 22.16 1,965 43,544
Purchasing Assistant 1.00 22.08 2,096 46,280
Payroll Specialist 2.00 19.09 4,192 80,026

18.00 37,597 1,164,697

Regular Earnings 1,164,697
Fringe Benefits 391,614
2020 Total Compensation 1,556,311

Salary Summary does not reflect 2020 cost of living or other potential compensation adjustments.

Director of
Administration

Administrative/
Communications —
Coordinator

Finance Manager - HHS* Finance Director Risk Manager Org. Development Human Resources
Coord Manager
| — —— [ [ ] 1
Accountant Accountant Senior A Senior Safety LTE - SeniorHR | | Admin Benefits
1 . % I Accountant . .
Supervisor (CS)* Supervisor (CTC) Accountants Buyer Coord Project Team | | Generalist Coord Manager
| I —1— |
Account Purchasi
— — —— Accountant [ urchasing HR HR HR
Admissions/Billing/ Financial Clerk | Assistant A ot Generalists Associate
Collections Supervisor Supervisor - Ssociate (Benefits)
(CTC)* (CS)* Payroll
Manger
Protective Payee & I
Benefits Supervisor Payroll
(CS)* Specialists

* See Health & Human Services Business Operations
Division table of organization for additional staff. See
separate department’s Organizational Chart for further detail.
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ADMINISTRATION 2020 BUDGET

2018 2019 2019 2019
Actual 6-Month Estimated Amended 2020 2020
Account Description Amount Actual Amount Amount Budget Executive Adopted
Fund: 100 - GF
REVENUES
General property taxes 1,324,176 784,353 1,568,707 1,568,707 1,620,875 1,620,875
Miscellaneous 16 - - - - -
Carryover 74,000 80,465 80,465 80,465 - -
Transfer in Wages - - - 74,881 70,772 70,772
Intrafund Transfer In - 4,445 9,023 9,023 8,776 8,776
Intrafund Transfer In HR 14,990 20,702 20,702 20,702 - -
REVENUES TOTAL 1,413,182 889,966 1,678,897 1,753,778 1,700,423 1,700,423
EXPENSES
Regular earnings 695,134 416,589 1,043,805 1,163,397 1,164,697 1,164,697
Paid leave earnings Vacation 47,913 22,672 - - - -
Paid leave earnings Personal 13,221 7,742 - - - -
Paid leave earnings Casual time used 3,416 1,411 - - - -
Paid leave earnings Holiday 23,484 6,968 - - - -
Paid leave earnings Other (funeral, jury 7592 614 i i i i
duty, etc)
Premium Overtime 57 7 - - - -
Premium Casual time payout 9,857 - - - - -
Fringe benefits FICA 58,178 33,260 79,667 89,001 89,105 89,105
Fringe benefits Unemployment 938 457 1,007 1,204 1,222 1,222
Fringe benefits Health insurance 131,453 80,441 168,729 179,245 198,817 198,817
Fringe benefits Dental Insurance 12,409 7,293 53,322 17,266 17,070 17,070
Fringe benefits Life Insurance 1,286 777 1,669 1,472 1,542 1,542
Fringe benefits LT disability insurance 2,698 1,811 3,786 4,483 4,310 4,310
Fringe benefits ST disability insurance 3,782 2,540 5,803 6,415 6,158 6,158
Fringe benefits Workers compensation 1,131 687 1,487 1,374 1,400 1,400
Fringe benefits Retirement 52,661 29,868 64,963 77,921 71,990 71,990
Supplies - 30 - - - -
Supplies Office 1,625 94 1,500 13,323 6,400 6,400
Supplies Postage 256 320 400 350 500 500
Printing Forms 148 - 150 150 150 150
Dues and memberships 1,625 1,420 1,750 1,750 3,130 3,130
Maintenance agreement Software 460 913 1,000 - 453 453
Vehicle/equipment Gas, oil, etc. - 12 - - 100 100
Advertising and public notice 399 - 550 500 550 550
Books, periodicals, subscription 1,624 1,650 1,950 1,600 2,100 2,100
Software/Licenses 11,500 640 - - - -
Travel and training 2,605 3,802 12,000 8,000 13,000 13,000
Miscellaneous 1,858 - - - - -
Equipment - nonoutlay 330 - 1,500 1,500 5,000 5,000
Telephone cell - 214 1,000 - 1,500 1,500
Intra-county expense Technology Services 61,430 39,749 64,933 64,933 68,092 68,092
Intra-county expense Insurance 5,274 3,738 7,475 7,475 12,278 12,278
Intra-county expense Other departmental - 30 50 - 50 50
Intra-county expense Copy Center 4,423 2,244 4,500 4,500 4,500 4,500
Intra-county expense Departmental copiers 1,946 1,056 2,228 2,773 2,839 2,839
Intra-county expense Document Center 3,606 3,039 6,000 5,681 4,470 4,470
Contracted services - 483 483 - - -
Professional services 43,370 8,000 8,000 99,465 19,000 19,000
Contributions 5,000 - - - - -
EXPENSES TOTAL 1,205,850 680,570 1,539,707 1,753,778 1,700,423 1,700,423
REVENUE GRAND TOTALS: 1,413,182 889,966 1,678,897 1,753,778 1,700,423 1,700,423
EXPENSE GRAND TOTALS: 1,205,850 680,570 1,539,707 1,753,778 1,700,423 1,700,423
NET GRAND TOTALS: 207,332 209,396 139,190 - - -
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