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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.  The Director of Administration oversees 

the Human Resources Department, which remains a separate departmental 

budget from Administration. 
 

As part of the budgetary management function, the department is responsible 

for preparation of the annual budget, capital improvements 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 debt management.  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. 
 

 

PERFORMANCE MEASURES  
2019 

Actual 

2020 

Estimate 

2020 

Budget 

2021 

Budget 

Budget 

Change 

Rebates & Savings 78,575 107,500 77,500 78,500 1.29% 

Purchasing Solicitations 80 70 105 80 -23.81% 

Contracts/Grants Reviewed & Applied 285 325 300 310 3.33% 

County Risk Reduction Training & Participants 5,642 6,000 6,300 6,520 3.49% 

 

 

INITIATIVES 

 

Implement Fleet Management Plan – Administration will coordinate the replacement of vehicles with a newer fleet and 

implement a system to track usage and maintenance in order to charge departments for usage and eliminate the need 

for periodic capital outlay. 

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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FINANCIAL SUMMARY 

  

 

SUMMARY HIGHLIGHTS 
 

 Other Financing Sources – Decrease is due to the following:  

o $30,000 Carryover in 2020 for paperless invoice project as well as public notice for the 2020 Census 

o $24,208 Transfer in for wage increases in 2020 

o $70,772 decrease in transfer in wages for budgeted employees  

 Personnel Costs – Decrease is due to benefit election changes and accounting of Directors pay from Administration 

to Human Resources budget. 

 Operating Expenses – Decrease is mainly due to the 2020 carryover of $30,000. 

 

 PROPERTY TAX TRENDS STAFFING TRENDS 

 

 

 

CONTRACTED & PROFESSIONAL SERVICES 

 

 

  

$

114,463 133,756

Total Revenues 133,756

1,326,768 1,580,519

116,440 174,112

Total Expenses 1,754,631

-               

2019

Actual

2020 

Estimated

2020

Amended

Budget

2021

Budget

Change from 2020

Amended Budget

%

-93.38%

-1.26%

Other Financing Sources 26,438 8,849 (124,907)

-2.95%

114,463 26,438 8,849 (124,907) -93.38%

Personnel Costs 1,452,697 1,560,664 (19,855)

73,092

Operating Expenses 113,196 142,152 (31,960) -18.36%

1,443,208 1,565,893 1,702,816 (51,815)

4.51%

Net Total Activity 239,962 81,420 -             

Property Taxes 1,568,707 1,620,875 1,620,875 1,693,967

Services Provided Annual Cost

Accounting Services 10,750

Indirect Cost Plan Preparation 8,250

19,000
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STAFFING SUMMARY 

 

 
 

 

Director of 

Administration

 

 

Finance Director

 

 

Risk Manager

 

Finance Manager – HHS*

Accountant

 

 

Senior 

Buyer

Accountant 

Supervisor (CTC)*
Accountant 

Supervisor (CS)*

 

Purchasing 

Assistant

 

* See Health & Human Services Business Operations 

Division table of organization for additional staff.  See 

separate department s Organizational Chart for further detail.

Administrative/

Communications 

Coordinator 
 

LTE – 

Project Team

 

Senior

Accountants 

 

Accountant

 

 

Account 

Clerk I

 
Admissions/Billing/

Collections Supervisor

(CTC)*

Financial 

Supervisor -

(CS)* 

Protective Payee &

Benefits Supervisor 

(CS)* 

Org. Development 

Coord

Safety 

Coord
 

 Payroll 

Manager

 Payroll 

Specialists

HR 

Generalists

 

Senior HR 

Generalist

 

Human Resources 

Manager

HR 

Associate

 

Admin

Coord

Benefits 

Manager

 

HR 
Associate 
(Benefits)

 
 

Position  FTE 

 Unit 

Rate 

Budget 

Hours Cost

Director of Administration 1.00   53.36  2,088    111,416    

Finance Director 1.00   45.16  2,088    94,294       

Risk Manager 1.00   43.23  2,088    90,264       

Organizational Development Coord 1.00   35.04  2,088    73,164       

Senior Accountant 3.00   33.96  6,264    212,724    

Accountant 1.00   31.42  2,088    65,605       

Senior Buyer 1.00   30.36  2,088    63,392       

Accountant 1.00   29.86  2,088    62,348       

Safety Coordinator 1.00   29.13  2,088    60,823       

Payroll Manager 1.00   27.10  2,088    56,585       

LTE-Project Team LTE 1.00   25.50  2,088    53,244       

Admin/Communications Coord 1.00   25.48  2,088    53,202       

Account Clerk I 1.00   22.62  1,958    44,279       

Purchasing Assistant 1.00   20.80  2,088    43,430       

Payroll Specialist 2.00   19.49  4,176    81,390       

18.00 37,454 1,166,160 

Regular Earnings 1,166,160 

Fringe Benefits 394,504    

2021 Total Compensation 1,560,664 

Salary Summary does not reflect 2021 cost of living or other potential compensation

adjustments.
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Account Description

 2019 

Actual 

Amount 

 2020 6-

Month Actual 

Amount 

 2020 

Estimated 

Amount 

 2020 

Amended

Budget 

 2021 

Executive 

Budget 

 2021 

Adopted 

Budget 

General property taxes 1,568,707   810,438        1,620,875     1,620,875     1,693,967    1,693,967    

Carryover 80,465        30,000          - 30,000 - - 

Transfer in Wages - - - 70,772          - - 

Intrafund Transfer In 13,296        4,651 9,102 8,776 8,849 8,849 

Intrafund Transfer In HR 20,702        24,208          17,336 24,208          - - 

1,683,170  869,296       1,647,313    1,754,631    1,702,816   1,702,816   

Regular earnings 876,794      502,170        1,090,159     1,185,858     1,166,160    1,166,160    

Paid leave earnings Vacation 52,916        17,060          - - - - 

Paid leave earnings Personal 14,616        6,152 - - - - 

Paid leave earnings Casual time used 5,917 607 - - - - 

Paid leave earnings Holiday 30,396        8,019 - - - - 

Paid leave earnings Other (funeral, jury duty, etc) 1,631 170 - - - - 

Premium Overtime 7 399 - - - - 

Premium Casual time payout 12,114        - - - - - 

Premium Holiday worked 301 - - - - - 

Fringe benefits FICA 72,618        39,117          82,969 90,724          89,220          89,220         

Fringe benefits Unemployment comp 998 537 1,097 1,222 1,225 1,225 

Fringe benefits Health insurance 167,744      93,435          179,683         198,817        190,785       190,785       

Fringe benefits Dental Insurance 14,944        7,774 14,950 17,070          15,817          15,817         

Fringe benefits Life Insurance 1,498 801 1,636 1,542 1,365 1,365 

Fringe benefits LT disability insurance 3,627 2,040 4,165 4,310 4,378 4,378 

Fringe benefits ST disability insurance 5,085 2,841 5,798 6,158 6,211 6,211 

Fringe benefits Workers comp insurance 1,374 700 1,428 1,400 1,400 1,400 

Fringe benefits Retirement 64,188        34,698          70,812 73,418          75,121          75,121         

Fringe benefits - Budget only - - - - 8,982 8,982 

Supplies 30 721 - - - - 

Supplies Office 2,056 183 1,950 16,400          6,200 6,200 

Supplies Postage 342 244 510 500 500 500 

Printing Forms - - 150 150 150 150 

Dues and memberships 1,838 2,444 3,750 3,130 3,280 3,280 

Maintenance agreement Software 1,366 - 453 453 453 453 

Vehicle/equipment Gas, oil, etc. 103 39 100 100 100 100 

Advertising and public notice 422 - 250 550 550 550 

Books, periodicals, subscriptions 1,650 1,070 1,815 2,100 1,128 1,128 

Software/Licenses 4,569 1,643 - - - - 

Travel and training 7,720 2,659 4,800 13,000          11,000          11,000         

Miscellaneous - 17 - - - - 

Equipment - nonoutlay - - - 5,000 5,000 5,000 

Telephone cell 728 567 1,200 1,500 1,500 1,500 

Intra-county expense Technology Services 64,933        46,244          68,095 68,092          71,243          71,243         

Intra-county expense Insurance 7,475 6,139 12,278 12,278          12,698          12,698         

Intra-county expense Other departmental 30 - - 50 50 50 

Intra-county expense Copy Center 4,504 1,729 4,000 4,500 4,000 4,000 

Intra-county expense Departmental copiers 2,111 1,056 2,811 2,839 2,839 2,839 

Intra-county expense Document Center 5,063 1,711 2,784 4,470 2,461 2,461 

Contracted services 483 - - - - - 

Temporary replacement help 3,017 - - - - - 

Professional services 8,000 - 8,250 39,000          19,000          19,000         

1,443,208  782,985       1,565,893    1,754,631    1,702,816   1,702,816   

1,683,170  869,296       1,647,313    1,754,631    1,702,816   1,702,816   

1,443,208  782,985       1,565,893    1,754,631    1,702,816   1,702,816   

239,962     86,311         81,420          - - - NET GRAND TOTALS:

EXPENSES TOTAL

REVENUE GRAND TOTALS: 

EXPENSE GRAND TOTALS:  

Fund: 100 - GF

REVENUES

REVENUES TOTAL

EXPENSES

ADMINISTRATION 2021 BUDGET
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