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MISSION 

 

The Mission of the Register of 

Deeds office is to file, record, 

protect, and issue instruments and 

documents of significance both to 

the community and to its individual 

citizens.  The Register of Deeds 

office is charged with maintaining a 

permanent, complete set of official 

public property and vital records.  

These records are delivered in a 

prompt and courteous manner with 

the assurance that, where 

appropriate, privacy will be 

protected.

PROGRAM DESCRIPTION 

 

The Register of Deeds is a totally self-supporting department that operates on 
revenue and fees collected from recording real estate documents and the sale 
of vital records in the office.  The department fulfills its mission by 
accomplishing necessary activities in the following areas:  real estate 
document reception, electronic document management and vital statistics.   
 
Vital records issued at this office document the span of our lives from birth to 
death.  Real estate records provide an historic timeline to allow the act of 
searching records to determine clear title.  The time a transaction is recorded 
becomes an important element in rights and relationships.  
  
The Register of Deeds maintains an accurate Tract Index, which is a listing by 
geographic location of all recorded documents that affect land interest and 
ownership related information for any of the more than 101,300 parcels of 
land in Brown County.  Property rights and ownership depend on the accuracy 
of these records.  Using optical imaging technology, the department scans all 
real estate and vital records documents into an electronic format for 
permanent storage and retrieval.   
  
Land records have historical value and, for the property owner, economic 
value.  The official land records offices are committed to the public, dedicated 
to the highest standards of performance, and do their best to create solutions 
that are effective and beneficial to all.   
  
The total number of real estate documents recorded in 2017 was 39,365.  
The total number of documents recorded in 2018 was 35,859.  In 2018, the 
department also had an increase of transfer fees of $74,000.  The vital 
records department showed an incline of records issued.  During 2018, 
14,759 birth, 26,027 death, and 7,201 marriage certificates were issued.  

 

 

PERFORMANCE MEASURES 
2018 

Actual 

2019 

Estimate 

2019 

Budget 

2020 

Budget 

Budget 

Change 

Average Number of Days to Audit and Verify Real 

Estate Documents to Tract Index 
5.0 7.0 3.0 3.0 0.00% 

Average Number of Days to Return Real Estate 

Documents to Submitter 
5.0 7.0 3.5 3.5 0.00% 

 

INITIATIVES 

 

Staff Reorganization and Reduction – After the resignation of one full time and one part time employee in 2019, the 

Register of Deeds reorganized its department and plans to hire two limited term employees in 2020 to complete the 

back-indexing project and maintain staff coverage.  These measures will result in significant cost savings. 

 

Certified Survey Map (CSM) Index – An index to search by CSM legal descriptions will be added.  This ongoing project 

will be in effect until 30 years of documents have been indexed to the Survey Index.  Currently, almost two years have 

been indexed. 
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Update Office Policies and Procedures – The Register of Deeds’ office is in the process of streamlining preparation, 

posting and indexing procedures, looking at policies and procedures throughout the office to allow for ease of recording 

and issuing records and cross training employees for efficiency. 

 

Plats Recording and Storage – As of January 1, 2020, the Register of Deeds’ office intends on recording and keeping 

Subdivision Plats, Condominium Plats, DOT Plats, Assessor Plats and Cemetery Plats in electronic format only.  This will 

cut down on office space and funds needed to store the plat cabinet and the sleeves to hang the plats.  The current 

plats will remain in the office. 

 

Back-Scan Remaining Images before 1962 – Back-scanning images earlier than 1962 would enable customers and 

employees to access all images electronically.  This would result in a reduction of customer billing and effort required 

on the part of staff when following the current procedure.  

 

 

FINANCIAL SUMMARY 

 

 

 

 

SUMMARY HIGHLIGHTS 

 

 Public Charges – Decrease is due to a decrease in real estate recordings realized in 2019, expected to continue in 

2020. 

 Other Financing Sources – Decrease relates to the transfer received in 2019 for wage increases. 

 Personnel Costs – Decrease is the result of a table of organization change that deleted two positions and replaced 

them with LTEs, which reduced hours as well as associated benefits. 

 Operating Expenses – Increase is mainly due to the following: 

o Two scanners are being purchased in 2020 for an increase of roughly $1,900. 

o The Land Information Office is paying less for the document management software license in 2020, which 

increases expenses for ROD by roughly $5,000. 

o Increase of $3,800 for intra-county charges 

 

$

879,092 685,000

1,010,540 1,038,640

9,882 6,000

8,075 12,002

Total Revenues 1,907,589 1,741,642

683,722 703,126

261,375 264,778

Total Expenses 945,097 967,904

176,179 -               

2018

Actual

2019

Estimated

2019

Amended

Budget

2020

Budget

Change from 2019

Amended Budget

%

Intergov. Revenue 700,000 685,000 -                0.00%

Public Charges 1,024,040 1,015,640 (23,000) -2.21%

Miscellaneous Revenue 6,000 6,000 -                0.00%

Other Financing Sources 12,002 -              (12,002) -100.00%

1,742,042 1,706,640 (35,002) -2.01%

Personnel Costs 591,426 621,550 (81,576) -11.60%

5.05%

(773,738) (773,738) (806,950) (33,212)

Operating Expenses 263,375 278,140 13,362

4.29%

Net Total Activity 113,503 -             

854,801 899,690 (68,214) -7.05%

Property Taxes (786,312)
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STAFFING SUMMARY 

 

 

 

 
 

 

Position FTE

Unit 

Rate 

Budget 

Hours Cost

Register of Deeds* 1.00     75,700    

Chief Deputy Register of Deeds 1.00     25.84   2,096    54,161    

Deputy Clerk Register of Deeds 1.00     21.97   2,096    46,049    

Tract Index Specialist 2.00     20.43   4,192    85,642    

Records Specialist 1.00     16.96   2,096    35,548    

Records Specialist 1.70     18.22   3,563    63,203    

Records Specialist 1.00     18.09   2,096    37,917    

Records Specialist 0.75     18.22   1,566    28,532    

Records Specialist 1.00     17.16   2,096    35,967    

10.45  19,801  462,719 

Regular Earnings 462,719  

Fringe Benefits 158,831  

2020 Total Compensation 621,550 

*Elected official.

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

adjustments.

Register of Deeds

 

Chief Deputy

Register of Deeds

Deputy Clerk

Register of Deeds

Real Estate

 
Vital Records

 

 

Records 

Specialists

 

 

Records 

Specialist

 

Audit
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Tract Index

Specialists
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CONTRACTED & PROFESSIONAL SERVICES 

 
 

 PROPERTY TAX TRENDS STAFFING TRENDS 

 

 

 

 

 

 

 

 

 

 

 

 

 

        REAL ESTATE VITAL RECORDS 

      DOCUMENTS RECORDED COPIES SOLD 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

TRANSFER FEES 

 

Type of Service Provided Annual Cost

Document Management Vendor Fee 49,000

Data Replication Service 12,500

61,500

11.00 10.70 10.70 10.70 10.45

5

10

15

20

2016 2017 2018 2019 2020
F

T
E

s

-0.75 -0.78 -0.79 -0.77 -0.81

-1.20

-0.95

-0.70

-0.45

-0.20

2016 2017 2018 2019 2020

M
il
li
o

n
s
 (

$
)

39.55

42.99

43.60

45.86

48.02

0 10 20 30 40 50 60

2014

2015

2016

2017

2018

Thousands

34.95

39.71
42.26

39.37
35.86

0

25

50

2014 2015 2016 2017 2018

T
h

o
u

s
a

n
d

s

500

717 733
791

865

0

250

500

750

1,000

2014 2015 2016 2017 2018

T
h

o
u

s
a

n
d

s
 (

$
)

247



Account Description

 2018 Actual 

Amount 

 2019 6-

Month Actual 

Amount 

 2019 

Estimated 

Amount 

 2019 

Amended 

Budget 

 2020 

Executive 

 2020 

Adopted 

General property taxes (786,312)      (386,869)        (773,738)        (773,738)        (806,950)      (806,950)    

Real estate transfer taxes 879,092       374,053         700,000         685,000         685,000        685,000     

Charges and fees Public access 242,346       105,895         215,340         202,640         210,640        210,640     

Sales Register of Deeds 768,194       366,255         808,700         836,000         805,000        805,000     

Intra-county charge 9,834            2,708              6,000              6,000              6,000            6,000          

Miscellaneous 48                  -                  -                  -                  -                 -              

Intrafund Transfer In HR 8,075            12,002           12,002           12,002           -                 -              

1,121,277   474,044        968,304        967,904        899,690       899,690    

Regular earnings 409,143       206,564         413,126         479,036         462,719        462,719     

Paid leave earnings Vacation 29,539          13,401           -                  -                  -                 -              

Paid leave earnings Personal 5,832            2,127              -                  -                  -                 -              

Paid leave earnings Casual time used 5,243            3,384              -                  -                  -                 -              

Paid leave earnings Holiday 12,160          3,047              -                  -                  -                 -              

Paid leave earnings Other (funeral, jury 

    duty, etc)
1,265            145                 -                  -                  -                 -              

Premium Comp time payout 126               -                  -                  -                  -                 -              

Premium Casual time payout 2,284            -                  -                  -                  -                 -              

Fringe benefits FICA 32,359          15,814           29,802           36,649           30,498          30,498       

Fringe benefits Unemployment comp 524               218                 490                 492                 418                418             

Fringe benefits Health insurance 137,450       57,754           105,260         138,124         89,224          89,224       

Fringe benefits Dental Insurance 11,049          4,879              8,964              11,236           7,716            7,716          

Fringe benefits Life Insurance 599               331                 500                 517                 548                548             

Fringe benefits LT disability insurance 1,845            909                 1,700              1,845              1,566            1,566          

Fringe benefits ST disability insurance 2,587            1,275              2,400              2,586              2,195            2,195          

Fringe benefits Workers comp insurance 554               281                 550                 562                 555                555             

Fringe benefits Retirement 31,162          14,977           28,634           32,079           26,111          26,111       

Supplies Office 4,194            2,703              4,700              4,700              5,191            5,191          

Supplies Technology -                 -                  -                  -                  1,900            1,900          

Supplies Postage 3,959            1,426              3,000              4,100              3,100            3,100          

Printing Forms 3,588            3,638              3,638              3,937              3,937            3,937          

Dues and memberships 100               125                 125                 125                 410                410             

Maintenance agreement Software 18,868          19,414           19,414           19,414           24,454          24,454       

Repairs and maintenance Equipment 1,409            1,005              1,225              1,225              2,704            2,704          

Books, periodicals, subscription -                 330                 329                 -                  660                660             

Software/Licenses -                 -                  750                 1,070              -                 -              

Travel and training 2,263            2,094              3,000              3,000              3,200            3,200          

Insurance Bond -                 88                   87                   100                 112                112             

Indirect cost 88,065          39,370           78,740           78,740           79,340          79,340       

Intra-county expense Technology Services 70,390          46,618           75,518           75,518           77,418          77,418       

Intra-county expense Insurance 3,595            2,785              5,570              5,570              7,373            7,373          

Intra-county expense Copy Center 1,208            583                 1,400              1,400              1,400            1,400          

Intra-county expense Departmental copiers 1,999            1,140              2,279              2,279              2,279            2,279          

Intra-county expense Document Center 2,002            1,657              3,100              3,100              3,162            3,162          

Contracted services 59,734          29,347           60,500           60,500           61,500          61,500       

945,097      477,429        854,801        967,904        899,690       899,690    

1,121,277   474,044        968,304        967,904        899,690       899,690    

945,097      477,429        854,801        967,904        899,690       899,690    

176,179      (3,385)           113,503        -                 -                -             NET GRAND TOTALS:     

EXPENSES TOTAL

REVENUE GRAND TOTALS:     

EXPENSE GRAND TOTALS:     

EXPENSES

Fund: 100 - General Fund

REVENUES

REVENUES TOTAL

REGISTER OF DEEDS 2020 BUDGET
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