Administrative Services
Personnel Costs
FY 2012/2013

Number of
Positions

Administrative Services 1
Director*
information Tech. and System 1
Administrator
Financial Services Manager = =~ = 1o
Senior Accounting Assisfant 2 N
Senior Analyst (Human 1
Resources/Special Projects)
Office Specialist (Human 0.14
Resources)
Management Analyst 1
Overtime

Total Salaries and Benefits

Annusal
Salary
2072/13
183,716

96,869

422,528

94,009
8,952

84,406
1,060

701,363

Annual
Benefits
2012/13

73,180

32,857

44,482

66457

48,636
685

38,624
0

305,021

* City provides Housing Assistance through a Housing Loan Program approved by City

Council
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Department/Division: Total Administrative Services--All Program Budgets General Fund

Fund 100
20114712
2007/08 2008/09 200910 2010/11 201112 Finance 2012/13
Actual Actual Actual Actual Approved Department Recommended
Account and Title: Expended Expended Expended Expended Budget Projections Budget
SALARIES
21101 Salares 594,600 881771 660 813 G90,868 702,318 E78,080 691,411
51201 Per-tme Salaries 47 B2z 29,021 34 B85 30,751 9,138 6,220 8,85
51301 Cvertime O 538 1,142 500 7,300 1,060
Total Salaries 7 © 726337 | ' SG% P amniEeg | i 701,363E
BENEFITS
31802 City Pers Contribution 60,082 39 868 02,013 98,165 117,989 108,153 143336
£1502 Employees Paid Pers Contribution 11,524 0 0 0 4] 0 0
51566 {ife Insurance . 1,754 1,878 1,738 1,751 2,703 1,764 2 687
51507 Medicare Tax 9,314 10,280 10,522 10,543 10,316 10,200 16,185
24808 Social Security Tax 353 23 5 a4 566 450 jatits)
£1508 Flexible Renefits 77.400 83.4a4 490,082 101 37 105,148 116,000 121,171
£1510 Retires Healih 8] ¢} 0 o] s Q 0
51511 Long-Termn Disability 3,833 4,278 3,749 3,742 5,717 3,860 5628
51802 Dental Insurance 7,031 7,928 8,004 8,004 7.880 7,980 7.880
51603 Vision Insurance 2,598 2,954 2,887 3274 3,763 3,220 3,88
51605 Employee Assistance Program 282 317 261 272 280 380 274
51704 Auto Allowance 3828 3578 3,810 - 3,810 3,600 3,600 3,600
51705 Housing Allowance 3,023 2,882 3,008 3,008 3,000 3,000 3,000
51706 Phone Allowance 0 a 0 0 0 0 o

51710 Deferred Compensetion 11,800

Total Benefits

INSURANCE
51800 |iability Insurance 27 564 32,884 36,775 40,756 46,154 50095
&1810 Worker's Compensation pac t-vd 28,206 31,0435 34 058 41.192 44,708
Total Insurance . . -5'1,_20:6' i 61 ,«0913 ‘ 68,318 . ;65,?14 8?,3465 D 94803
SERVICES AND SUPPLIES
Communications 161 177 S8R 172 150 170 4 =
1 Equipment Maintenance ¢] [¢] 0 G 0 o] 5]
i Memberships 1,708 740 g7s 2148 1,200 2,170
Office Expense 11,583 8,306 11149 14.200 16,400 12,400
y Professional Services 154 B1% 110,788 G710 128200 G5 000 83700
Speclal Deparment Expense 1545 450 1.062 400 204 400
24% Travel & Training 17,064 16,783 22589 2240 17,000 2.008
Total Services & Supplies 186,023 1 338 214 ja3 08| v '25.7;2055 e tegsred 1{!?',3'2(:}5
FIXED ASSETS
ESBG0 Eauinment 578 433 108 G 5] I 8
Total Fixed Assets g e gas | o e g e g : Sl g
TOTAL BUDGET CUUIAEE3AGT L e arT ey | e e es Bae T hidag Bl 1,909,004
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Department/Division:

400 Finance

General Eund

Fund 100
2011412
2007/08 2008/09 2009/10 201011 201112 Finance 201213
Actual Actual Actual Actual Approved Department  Recoemmended

Account and Title: Expended Expended Expended Expended Budget Projections Budget
SALARIES

51101 Salaries 507,251 58% 277 597,804 £54,867 606,166 580,000 587 402

51701 Part-time Salaries 18,248 ag7 - 220

£1301 Overlime 0 1,112 500 7,300 1,000

Total Salaries 525459 megETE L eobge ~'sesis07 |
BENEFITS

51502 City Pers Contribution 49718 83,182 84,032 B1.6114 101,836 93,000 123,847

51503 Employas Paid Pers Contribution 11,524 0 - -

51508 Life Insurance 1,454 1677 1,474 1,487 2,248 1,500 2,282

1507 Medicare Tax 7875 8583 8,704 8,735 8,789 8,500 8,682

51508 Social Security Tax 0 23 5 56 - 50

51509 Fiexible Benefits 81,245 66,404 72,307 81,238 87,644 94 000 98,885

51510 Retires Health 0 ¢ - . -

51511 Long-Term Disability 3,218 3,634 3,168 3,181 4,534 3,300 4 863

51602 Dental lnsurance 5,882 8,795 6,860 5,880 8,840 6,840 §,840

51803 Vision Insurance 2173 2,548 2,535 2,806 3,225 2,800 3,387

51805 Empioyee Assistance Program 215 270 222 233 240 340 238

51704 Auto Allowance 3,628 3,578 3,610 3.810 3,600 3,600 3,600

51708 Housing Allowance 3,025 2,882 3,008 3,008 3,000 3,000 3,000

51706 Phone Allowance

Tetal Benefits
INSURANCE

51800 Liebility insurance

51810 Worker's Compensation
Total insurance )
SERVICES AND SUPPLIES

27,833
23,702

34,126

39,324

35,0086

62221 Communications 161 177 185 172 150 170 150
52231 BEgulpment Maintenance ¢l 0 O 0
PAL Maintenanos-Siructures
Memberships 750 1.228 535 580 1,450 E00 1,450
Gffice Expense 9,557 G411 7,802 B,2B7 7,406 8.600 7400
5 Professions! Services 70162 G 280 64,368 52,5681 63,000 30,000 47,500
Special Gepartment Expense 27 821 450 1,018 400 800 450
czaz Small Tools 6
52243 Travel & Training 10,564 €873 7,279 £,756 10,210 7.000 -
Total Services & Supplies R LIt IR 1@0;89:35 DR 3:53134:3'%'1 i #8383 | BT TI0E L .6:”},37(3.1: 58;9&0}
FIXED ABBETS
53300 Eauipment 78 33 10897
Total Fixed Assets PR i gmml U g . 6] o
TOTAL BUDGET CRoTETS L | e3z2ea | 9218780 1 933%B | -l lee1208 945,246 984,870
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400 -- FINANCE

Mission Statement

The Finance Department delivers reliable financial and information technology services. We are
responsible for facilitating the planning, organization, implementation, control, coordination, and
direction of the financial and technological policies and programs of the City, as established by
the City Council and the City Manager. The Department also prepares and publishes the
Comprehensive Annual Financial Report, and the Operating and Capital Budget for the City and
the Agency.

Department Description

Finance consists of the following areas of responsibility: Accounting, Investments, Business
License billing and collection, capital projects accounting, information services, payroll,
purchasing, self-insurance, and uvtility billing

Budget Line Item Descriptions

52221 Communications

2009/10 2010/2011 2011/2012 2012/2013
Inciudes a pager for the IT System
Adminisirator 120 120 150 150

52231 Equipment Maintenance

2009/10 201072011 2011/2012 2012/2013
Office equipment repairs 300 300 0 ¢

52233 Memberships

20009/10  2010/2011 2011/2012 2012/2013

Technet 300 3060 300 300
Government Finance Officers Assoctation
(GFOAY(2) 250 250 250 250
California Society of Municipal Finance
Otficers (CSMEFO) (3) 450 430 450 450
Municipal Management Association of
Northern California (MMANC) (3) 300 300 300 300
California Municipal Treasurer’s Association

130 150 120 150
Total 1.450 1,450 1,450 1,450
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52234 Office Expense

Postage and a bulk mailing permit,
Envelopes '

Other forms

Computer supplies and forms
Payroll forms

Office supplies

Books and publications

Checks

- Total

52235 Professional Services

Covers the total cost of the audit

Consulting Services related to Federal Requests

Actuarial Study for GASB 45

Software mamtenance for the Corbin Willits
(M.0O.M.) financial software @ $838 per

month,

Investment custodial services with Banlk of

New York

Total

52241 Special Departmental Expense

2009/10

2009710 201072011

Califormia Municipal Statistics
Total

2010/2011  2011/2012

2,700 2,700 2,700
1,500 1,500 1,500
1,100 1,100 1,100
400 400 400
500 500 500
500 500 500
300 300 300
400 400 400
7,400 7,400 7,400
2009/10 2010/2011 2011/2012
30,050 30,050 30,000
5,000 0 1,000
12,000 0 20,000
11,000 11,500 12,000
5,000 5,000 5,000
63,050 46,550 68,000

400
400

74

400
400

20112012 2612/2013

400
400

2012/2013
2,700
1,500
1,100
400
500
500
300
400
7,400

201272013
36,000

0

0



52243 Travel and Training

CDIAC Debt Issuance and Securities
Regulations workshops

Registration
League of California Cities Financial
Management Seminar Scheduled for
December

Lodging

Registration

Travel, parking. meals
California Society of Municipal Finance
Officers Annual Conference

Lodging {AnaheinvPeninsula)

Registration {2)

Meals, parking, etc. (2)

Travel (Anaheim/Peninsula) (2)
GFOA Finance Institute
GFOA Training (6)

Lodging and Travel (6)
GFOA Conference
MMANC
Chamber of Commerce monthly meetings
Staff training—unspecified one-day training
SESSI01S
Specialized training for IT staff
MOM annual 3-day workshop {includes
mileage, meals. workshop)

Other local tramning and participation in
meetings involving meals and/or travel,
parking or bridge tolls
Total

75

2009/16

250

400
250
100

1,050
750
6,000
1,000
2,000
360

1,000
1,500

1,000

100
15,760

2010/201%

250

400
250
100

1,060
1,050

6,000
1,000
2,000

360

1,000
1,500

1,000

100

16,010

2011/2012 2012/2013

400
250
100

1,000
750
100
750

1,000
1,000

1,500
360

1,000
1,000

1,060

10,310

O D

fanpen e i B - B an S e S an B an S o
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<
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Depariment/Division: 402 Human Resources : General Fund
Fund 100
201112
2007108 2008/0¢ 200810 201011 281112 Finance 201213
Actual Actual Actual Actual Approved Department Recommended
Account and Title: Expended Expended Expended Expended Budget Projections Budge!
SALARIES
51101 Selarles £7,348 GZ,494 83,010 GE 0049 Gf 149 86,006
51201 Pasi-time Selarles 28,373 28 CE3 24 842 25 B4 ZhEE 5,000
Total Szlaries T Megee ]l Asandzl o dmrgd | oo ihzsass | hgs2ead o achied
BERNEFITS
5150% City Fers Contrinulion 10,364 16,717 47,882 16,554 18,182 6,183 18,484
51508 Life insurance 310 361 264 264 408 264 405
E1507 Medicare Tax 1,639 1,567 1,818 1,818 7,827 1,700 1,483
51508 Social Security Tax . 253 G - 88 566 450 568
£150¢ Flexiple Benefits 16,155 17,040 TTE 19,888 21,488 22,000 22,186
51510 Ratiree Health 0 ¢} -
E1591 Long-Term Diszbility 615 642 561 561 7BE 550 736
51602 Dental Insurance 1,180 1,133 1,143 1,143 1,140 1,140 1,140
£1603 Vision Insurance 425 418 422 468 £38 420 564
51605 Employee Assistance Program 43 47 39 35 40 40 29
51704 Auto Allowance ol 0 - - - .
51705 Mousing Aliowance 0 Q - - - -
51706 Phone Allowance 0 0 - . - .

51710 Deferred Compensation

Total Benefits
INSURANCE
51800 Liability insurance

51810 Worker's Compensaiion

Total insurance

SERVICES AND SUPPLIES

Commurncstions g 0 - -
L2231 Enuipmert Maintenance 0} 4] - - - -
& Mainienance Structurss tas0 0 by,
3 Membershms &05 480 SAE 28 EGE 400G
e pense KRN 297 +BGE b ERT £ Bl & BO

35 Professional Services 76220

4% Special Depsriment Bxpense 78 Ti4 -

P B AN
Total Services & Supphes TEOIE | T UE7.885 76,488 1 C£2,200 &0 928
FIXED ASSETS
Egupment
Tutal Fixed Assets e 0 [PREESITE H R RN RN RS & RIS S Y g
TOTAL BUDGET 24878 ] peanin ‘ 242,787 | 240,385 pataes | 217,538 |
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402 - HUMAN RESOURCES

Mission Statement

The Human Resources Department recognizes the value and importance of human resources
management and employees to the organization and is committed to providing high quality
human resource services. We are a resource and advisor to all City departments and employees
and to deliver cost effective, results-ornented services.

Program Description

The Human Resources Department provides resources and advice to all City departments 1n the
following areas of service: recruitment and staffing, training and development, policy
development and implementation, grievance and discipline, salary and benefits administration,
jeb classification and analysis, workers’ compensation, risk management and safety programs,
labor relations and negotiations, maintenance of personnel records, and employee recognition.

Budeet Line Item Descriptions

52231 Eguipment Maintenance

2006/10 2010/2011 2011/2012 2012/2013
Miscellaneous repairs to office machines and
computer equipment minor upgrades 150 150 4] {

52233 Memberships

2009710 2010/2011 201172012 2012/2012

CALPELRA 260 290 350 330
SHRM 0 0 63 65
IPMA 150 150 103 105
NCHRA 130 158 175 T2
Total 390 590 695 720

52234 Office Expense

200010 2010/2010 200112012 201Z2/2013

Creneral office supplies 2.060 2,000 1,900 1.900
Postage and express maihing, 300 300 360 300
On-line telephone sefiware support service

(Corbin Willits Personnel Module) 3.700 3,800 3.800 3800
Recruitments 1000 1,000 800 0
Total 7.000 7.108 6,800 6.000
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52235 Professional Services

Personnel related legal services
Safety Program
[EDA for Labor Relations services

Website access related to compensation and

benefit information

Calopps

Liehert, Cassidy & Whitmore Consortium
training

Drug/Alechol Testing

Total

52241 Special Departmental Expense

_ 2009/10

Employee Recognition Program 0
52243 Travel & Training

2009/10

City-wide policy and skill

traimning 8,000
Attendance at

miscellaneous traming

sepiinars and/or

conferences 8,000
Meetings 300
Total 16,300

2009/10 20102011 20112012 2012/2013
12,000 12,000 12.000 12.000
18,500 15,500 20,500 20,500
17.700 18,500 19.300 0
0 0 1,900 0
2.500 2.500 1.500 1,500
4.400 47 4,800 0
2,100 2200 2.000 2200
57200 58,400 60,200 36,200
2010/2011 201172012 2012/2013
0 150 0
2010/2011 20112012 2012/2013
8,000 R.000 8.000
£.000 3,500 0
300 200 g
16.300 11,800 8,000
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Department/Division: 60071 Central Services General Fund
Fund 100
261412
2007108 2008/08 2o0erig 201011 201112 Finange 204213
Actual Actual Actual Actuat Approved Deapartment Recommended
Account and Title: Expended Expended Expanded Expended Budget Projections Budget

SALARIES
£1201 Parl-time Salarigs
Total Salaries
SERVICES AND SUPPLIES
Communications

Equipment Mainienance

s hemdarships

Cifice Expense
Erolessional Services
£quipment Rantal
Fent-Reat Propery

Small Tools & Suppiies

I Travel & Training
52244 Utilties
52804 Non-Deparimental
Total Services & Supplies
FIXED ASSETS
£3100 Imarovernanis -
53200 tand
33300 Equipment
Total Fixed Assats
OTHER
52900 Contributions
55800 Other Financing Uses
55650 Misceflaneous Expense
56200 Loans
Totat Qther
EXPENDITURE TRANSFERS
54400 nsurance Cosls
Total Expenditure Transfers
TOTAL SUDGCET

Maint Structurestimprovernent. Grounds

Special Department Expense

51,487

30,758

20,1858 27,258
A0 5EE 24,223
28,282 50,334
ol 576 85,337
S BB 4Z572
0 0
15,181 3814
313 28

0 4

IBE3E
48,104
Z4.B0E

16,628
96601
701

4264

850

£2.091

34 152
36,574
a0 822

708

[N

4,58,
3488

Z2EB7

X

o

£t.000
&7.250
Z8.500
46,411
11,800
96,300
47,500

43,120

1,000
60,000

40,000 51,000
43000 47,250
26,000 28500
45,000 54,288
27 060 9,300
78,000 TE20D
1,080 47,6500
45,120 6,120
300 o
72,600 66,000

13;54%

¥

22,357 49,187
: 48AET

20,400 22,100

20,400

1,109

20,400

$1,448

FrEsiry:

e [

L BUERT

7 4an im0 406,654 ]
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6001 ~ CENTRAL SERVICES

Mission Statement

The Central Services Department mission is to provide an accounting mechanism for charging
costs, which provide citywide benefit and are not necessarily attributable fo any single
department(s).

Department Description

Central Services accounts for memberships of city wide benefit, for operating costs and for
maintenance of the physical plant facilities which house the City’s legislative and administrative
offices, as well as upkeep and maintenance of equipment utilized by all city departments.

Budgeet Line Item Descriptions

52221 Communications

2009/10 2010/2011 201172012 2012/2013
Reflected here is the cost of the majority of the
city telephone lines 50,000 51,000 51,000 51,000

572231 Equipment Maintenance

2009/10 201072011 201172012 2012/2013

Copier maintenance $32.000 32,060 32,000 32,000
Network maintenance 2.500 2,500 2,500 2,500
Telephone reprogramming 1.600 1,000 1,000 1,000
Postage Machine and Scale 1.0040 1,000 1.000
Office machine repairs 750 750 750 750
Total 37,250 37.250 37.250 37,250

52232 Maintenance—Structures. Improvements & Grounds

2009/10° 201072010 201172012 201272013
Janitorial Services 22.000 23.000 23,000 23.000
Janitorial Supphes 3.000 3.000 3,000 3,060
Window washing, floor waxing. and carpet
cleaning 2,000 2,060 2,000 2,000
Small repairs 500 500 500 300
Total 27.500 28,500 28,500 28,506
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52233 Memberships

2009/10 20106/2011 2011/2012
City/County Association of Governments
(C/ICAG) 25256 25,256 25,256
Senior Ombudsmen Program 5.000 5,000 0
San Mateo County Telecommunication
Authority 2,525 2,525 2,525
Skyline Community College 2,500 2,500 2,500
PEG 2,405 2,405 2,405
League of California Cities 1,700 1,700 1,700
Peninsula Conftlict Resolution Center 1,550 1,550 1,550
Sustainable San Mateo County 1,500 1,500 1,500
San Meateo County Transit Shuttle Program
(City share) 1,500 1,500 1,250
Airport Roundtable Committee 1,500 1,500 1,500
LAFCO Expenses-City Share (AB2838) 1,000 1,000 1,000
Association of Bay Area Governments (ABAG) 750 750 750
Bay Bio 500 500 500
San Mateo County Youth Summer Job 500 500 500
Bay Area Open Space Councit 300 300 300
Council of Cities 100 100 100
Costco 75 75 75
Increases 3.000 3,060 3,000
Total 51,661 51,061 46,411
52234 Office Expense
2009/10 2010/2011 2011/2012
Network monthly access fees 9.000 9.0600 9,000
Postage Brisbane Star and News 2,500 2.500 2,500
Deering’s California Codes l_w 0G 1.500 0
Sales Tax on copier toner 200 200 200
Postage tape and ink 106 100 100
Total 13.300 13,300 11.800
52235 Professional Services
2009/10 20102011 20112012 201272013
Cable Programming 17300 17,300 17,300 17,300
Council Programming 21,000 21.000 21,0060 00
Live Streamung of Channel 27 1.500 1.000 1.OGO 10,000
Network Support (8 hours a week) 435,000 45,0060 45.000 43,000
Brisbane Star/City News 6.000 6.000 6,000 0
Planning Commission Programoung 11,500 11,500 () {
Web Support 6.000 6.000 6.000 6.00G
Total 108,300 107,800 96,300 78,300
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2012/2013

100

75
3.000
34,286

201272013
9,000

0

0
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52236 Equipment Rent

2009/10
Copier Rental
Postage Meter Q0
Total 900

52241 Special Department Expense

City Share of Crocker Park Shuttle
50" Anniversary Party

Consultant for 50" anniversary history project

Printing Cost for History Book
Holiday Luncheon

City Hall hospitality supplies
Non-chargeable filing fees
Total

52243 Travel and Training

Computer related training

52244 Utilities

Gas and Electric (City Hall)
Water and Sewer Service
Total

53360 Equipment

Coprer Rental

Tablets tor paperiess agendas
Computer contingancy
Workstation replacement
Server

Miscellaneous Computer parls
Total

52900 Contributions

2010/2011 2011/2012 2012/2013

47,000 47,000

900 900 960

900 47,900 47,900

2009/10 2010/2011 201172012 2012/2013

5,000 5,000 5,000 5.000

15,000 0

0 28,000 20,000 0

0 0

2,000 0

0 0 120 120

1.000 1,000 1.000 1.000

,000 6,000 43,120 6,120

2009/10 2010/2011 2011/2012 2012/2013

1,000 1,000 1,000 0

2009/10  2010/2011 201172012 2012/2013

70.000 72,000 50,000 52,500

10.500 11.000 10.000 13.560

80,500 84,000 60,000 66,000
2009/10  2010/2011 2011/2012  2012/2013
10,000 10,000 10,000 10,000
47,000 47,000 0 0
12,000 0
10,000 10,000 10,000 10,000
5,000 15,000 15.000 15,000
5.000 10.000 10,000 10,000
3.000 3.000 3.000 3.000
80,000 95,000 68.000 48,000

2009/10  2010/2011 201172012 2012/2013

Retlects the annual contribution by the City o

the Brisbane Chamber of Commerce

185

20,400

20,400

20,400

{0



