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(920) 448-4035

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 payment 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. Risk also oversees the county’s safety
program.

2022 2023 2023 2024 Budget
PERFORMANCE MEASURES Actual Estimate Budget Budget Change
Rebates & Savings 92,227 77,500 77,500 90,000  16.13%
Purchasing Solicitations 84 72 80 80 0.00%

INITIATIVES

Financial Processing Training Videos - The department will create training videos on how to use the county’s financial
system for new employees of the County. The videos will provide content to new, transfer, or existing employees as a

quick reference.

Standardized Budget Tool - The department will be implementing new standardized budgeting tools county-wide for
improved efficiency with the advances of available technology.

Financial Software Replacement - Administration will begin preparations for the upgrade of the Enterprise Resource
Planning (ERP) system. The current ERP system will no longer be supported by the vendor after 2027.
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Administration

FINANCIAL SUMMARY - ADMINISTRATION & COPY AND DOCUMENT CENTER

2023 Change from 2023
2022 2023 Amended 2024 Amended Budget
Actual Estimated Budget Budget $ %
Intergov. Revenue 2,907 2,426 2,547 - (2,547) -100.00%
Public Charges 4,456 2,500 4,000 - (4,000) -100.00%
Miscellaneous Revenue 332,366 249,853 277,984 79,109 (198,875) -71.54%
Other Financing Sources 46,907 138,610 180,463 95,715 (84,748) -46.96%
Total Revenues 386,635 393,389 464,994 174,824 (290,170) -62.40%
Personnel Costs 1,659,361 1,801,583 1,815,671 1,678,484 (137,187) -7.56%
Operating Expenses 211,152 259,785 416,688 387,448 (29,240) -7.02%
Total Expenses 1,870,513 2,061,368 2,232,359 2,065,932 (166,427) -7.46%
Property Taxes 1,741,500 1,766,660 1,766,660 1,804,208 37,548 2.13%
Net Total Activity 257,622 98,681 (705) (86,900)

SUMMARY HIGHLIGHTS

Millions ($)

Intergovernmental Revenue - Decrease is due to closing the Copy Center and moving the Document Center under
Facilities for 2024.

Public Charges - Decrease can be attributed to the closure of the Copy Center in 2024.

Miscellaneous Revenue - Decrease is the net effect of a change in garnishment allocations, a lower chargeback
for the Landfill Accountant personnel, as well as closing the Copy Center and moving the Doc Center under Facilities
for 2024.

Other Financing Sources - Decrease is due to 2023 Amended budget including Carryovers from 2022 and the
transfer in from Copy/Doc Center for the closing of the fund that is offset in the Transfer Out in Operating Expenses.

Personnel Costs - Decrease is the net effect of an increase for the standard cost of living adjustment and a table
of organization change reducing personnel.

Operating Expenses - Decrease is due to the 2023 Amended Budget including Carryovers, as well as the decrease
in the IT Intra-county Expenses for 2024. There is also a Transfer Out from the Copy/Doc Center to Admin for the
closing of the fund offset by the Transfer In, in the Other Financing Sources.
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Administration

STAFFING SUMMARY
Unit Budget

Position FTE Rate Hours Cost
Director Of Administration* 1.00 61.09 2,096 128,045
Controller 1.00 50.49 2,096 105,827
Risk Manager 1.00 44,57 2,096 93,419
Senior Accountant 2.00 37.46 4,192 157,032
Accountant 1.00 32.86 2,096 68,875
Payroll Manager 1.00 32.86 2,096 68,875
Senior Buyer 1.00 32.49 2,096 68,099
Accountant 2.00 31.15 4,192 130,580
Admin Coord/Project Manager 1.00 30.21 2,096 63,320
Safety Coordinator 1.00 29.80 2,096 62,461
Accountant Il 1.00 27.25 2,096 57,116
Account Clerk | 1.00 25.24 1,965 49,597
Document Center Manager 1.00 24.43 2,096 51,205
Purchasing Assistant 1.00 22.26 2,096 46,657
Payroll Specialist 2.00 21.73 4,192 91,092

18.00 37,597 1,242,200

Regular Earnings 1,242,200
Fringe Benefits 436,283
2024 Total Compensation 1,678,483

* Salary includes amount allocated for Human Resources oversight.

Salary Summary does not reflect 2024 cost of living or other potential compensation adjustments.

Director of
Administration

Admin Coordinator/
Project Manager

_ ) Benefits Human
Finance Manager - HHS* Controller Risk Manager Manager Resources
Manager
[
Accountant Accountant Senior Senior Safety HR Associate HR Senior HR
] HHSupervisor (CTC)* Accountant : istd TG i
Supervisor (CS)* p Accountants Buyer Coord (Benefits) Generalists eneralist
I I
Admissions/Billing/ Financial Accountants | Aglcotir:t P: rChzisw;g DO'\CAL;r::g;Ctr HR
} erl ssistan Associates
(S),ollectl_onS L1 supenvisor -
upervisor
P * (C8)* Payroll Accountant
(CTC) -
Manager Il
Protective Payee & P ! I
Benefits Supervisor S ayr? "
(CS)* pecialists

* 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

CONTRACTED & PROFESSIONAL SERVICES

Services Provided

Administration
Misc. Professional Contracts
Business Process Consultants
ARPA Federal Grant Technical Assistance
Financial Reviews
Indirect Cost Plan Preparation
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Annual Cost

108,509
31,398
25,000
10,000

8,850

183,757



ADMINISTRATION 2024 BUDGET

2022 2023 6- 2023 2023 2024 2024
Actual Month Actual Estimated Amended Executive Adopted
Account Description Amount Amount Amount Budget Budget Budget
Fund: 100 - GF
REVENUES
General property taxes 1,741,500 883,330 1,766,660 1,766,660 1,735,079 1,804,208
Intra-county charge 77,634 36,672 73,345 80,586 77,109 77,109
Miscellaneous - 291 1,905 - 2,000 2,000
Carryover 35,200 115,577 115,577 115,577 - -
Transfer in 8,148 - - 41,853 86,900 86,900
Intrafund Transfer In 3,559 19,321 23,033 23,033 8,815 8,815
REVENUES TOTAL 1,866,040 1,055,191 1,980,520 2,027,709 1,909,903 1,979,032
EXPENSES
Regular earnings 1,003,079 506,515 1,251,471 1,251,471 1,190,995 1,242,200
Paid leave earnings Vacation 65,821 31,911 - - - -
Paid leave earnings Personal 17,671 10,498 - - - -
Paid leave earnings Casual time used 4,087 2,606 - - - -
Paid leave earnings Holiday 29,028 8,921 - - - -
Paid leave earnings Other (funeral, jury 275 1,001 i
duty, etc)
Premium Overtime 40 - - - - -
Premium Casual time payout 15,252 - - - - -
Regular earnings Budget only - - - - - 1
Fringe benefits FICA 81,891 40,402 95,738 95,738 91,112 95,029
Fringe benefits Unemployment comp 1,125 555 1,313 1,313 1,250 1,304
Fringe benefits Health insurance 208,099 110,613 248,369 248,369 231,015 240,947
Fringe benefits Dental Insurance 17,173 - - - - -
Fringe benefits Life Insurance 1,332 657 1,425 1,425 1,406 1,406
Fringe benefits LT disability insurance 3,926 2,020 4,944 4,944 4,672 4,873
Fringe benefits ST disability insurance 5,503 2,832 7,020 7,020 6,606 6,887
Fringe benefits Workers comp insurance 1,476 591 1,503 1,503 1,311 1,367
Fringe benefits Retirement 73,976 38,179 81,348 81,348 80,988 84,470
Fringe benefits - Budget only - - (221) (221) - -
Supplies - 950 950 - 400 400
Supplies Office 774 131 1,000 4,626 1,000 1,000
Supplies Postage 277 243 300 350 350 350
Printing Forms - - 500 500 500 500
Dues and memberships 1,870 1,311 3,971 3,907 4,296 4,296
Maintenance agreement Software 420 - 560 560 2,033 2,033
Advertising and public notice 265 - - - - -
Books, periodicals, subscriptions 2,053 882 882 875 1,816 1,816
Travel and training 8,002 2,649 6,000 16,351 6,500 6,500
Travel and training Mileage - - 300 1,000 1,000 1,000
Miscellaneous (3) - - - - -
Equipment - nonoutlay 350 - - - - -
Telephone cell - 126 126 - -
Intra-county expense Information 60,987 42,381 83,368 83,368 76,506 76,506
Technology
Intra-county expense Insurance 14,026 6,984 13,968 13,968 16,558 16,558
Intra-county expense Other departmental - 20 19 - - -
Intra-county expense Copy center 1,265 158 750 2,000 2,000 2,000
Intra-county expense Departmental copiers 2,111 1,056 2,111 2,111 1,680 1,680
Intra-county expense Document center 3,069 862 2,132 2,132 2,152 2,152
Contracted services - - 15,000 15,000 - -
Professional services 16,398 14,775 40,000 188,051 183,757 183,757
EXPENSES TOTAL 1,641,615 829,829 1,864,847 2,027,709 1,909,903 1,979,032
REVENUE TOTALS: 1,866,040 1,055,191 1,980,520 2,027,709 1,909,903 1,979,032
EXPENSE TOTALS: 1,641,615 829,829 1,864,847 2,027,709 1,909,903 1,979,032
NET TOTALS: 224,425 225,362 115,673 - - -

29



ADMINISTRATION 2024 BUDGET

2022 2023 6- 2023 2023 2024 2024
Actual Month Actual Estimated Amended Executive Adopted
Account Description Amount Amount Amount Budget Budget Budget
Fund: 730 - Copy and Document Center
REVENUES
Intergovt charges 4,456 1,321 2,500 4,000 - -
Sales Copy machine use 2,907 1,070 2,426 2,547 - -
Intra-county charge 254,732 101,495 174,603 197,398 - -
REVENUES TOTAL 262,095 103,886 179,529 203,945 - -
EXPENSES
Regular earnings 78,996 39,213 75,824 89,128 - -
Paid leave earnings Vacation 5,711 3,464 - - - -
Paid leave earnings Personal 1,371 735 - - - -
Paid leave earnings Casual time used 1,406 - - - - -
Paid leave earnings Holiday 2,400 706 - - - -
Paid leave earnings Other (funeral, jury 153 i i i i
duty, etc)
Premium Overtime 203 27 916 1,716 - -
Premium Casual time payout 308 - - - - -
Fringe benefits FICA 6,496 3,168 6,949 6,949 - -
Fringe benefits Unemployment comp 89 43 94 94 - -
Fringe benefits Health insurance 33,254 8,732 18,029 18,029 - -
Fringe benefits Dental Insurance 1,272 - - - - -
Fringe benefits LT disability insurance 350 181 352 352 - -
Fringe benefits ST disability insurance 491 254 493 493 - -
Fringe benefits Workers comp insurance 105 44 110 110
Fringe benefits Retirement 5,892 3,002 5,906 5,906 - -
Fringe benefits Pension adjust (8,889) - - -
Fringe benefits - Budget only - - - (16) - -
Supplies 15,275 8,889 14,500 12,000 - -
Supplies Office (1,238) - - - - -
Supplies Postage - 1,650 1,650 - - -
Printing 95 - - - - -
Maintenance agreement Software 6,595 7,299 7,299 6,802
Repairs and maintenance Equipment 855 439 - -
Vehicle/equipment Gas, oil, etc. 2,753 985 1,277 1,500 - -
Rental Equipment 46,008 22,484 42,500 40,957 - -
Books, periodicals, subscriptions 1,470 1,462 1,462 1,470 - -
Intra-county expense Information 13,830 8,576 16,873 16,873 - -
Intra-county expense Fleet management 1,500 750 1,500 1,500 - -
Depreciation Equipment 787 394 787 787 - -
Transfer out 11,360 - - - 86,900 86,900
EXPENSES TOTAL 228,898 112,500 196,521 204,650 86,900 86,900
REVENUE TOTALS: 262,095 103,886 179,529 203,945 - -
EXPENSE TOTALS: 228,898 112,500 196,521 204,650 86,900 86,900
NET TOTALS: 33,197 (8,614) (16,992) (705) (86,900) (86,900)
REVENUE GRAND TOTALS: 2,128,135 1,159,077 2,160,049 2,231,654 1,909,903 1,979,032
EXPENSE GRAND TOTALS: 1,870,513 942,329 2,061,368 2,232,359 1,996,803 2,065,932
NET GRAND TOTALS: 257,622 216,748 98,681 (705) (86,900) (86,900)

30





