General Government

Division — Human Resources

Division Purpose:

Responsible for developing and recommending personnel policies.
Compiles and publishes personnel regulations. Administers the City’s
training and risk management programs.

Adopted to Estimated Actual FYO8:

Division expenditures are expected to be $7,175 more than
budget.

The variance is primarily attributable to higher than anticipated
recruiting costs.

FYO09 Budget Highlights:

Division expenditures are $29,090 higher—an increase of 15.6
percent—compared to budgeted expenditures for FY08.

The majority of the budgetary increase is attributable to funding
for a performance management system, recruitment costs and
funding the HR Specialist for an entire year.

Approximately 71 percent of division expenditures are personnel
related.

Services and charges represent about 11 percent of division
expenditures. This category includes the cost of the classifica-
tion study referenced above and other contractual services.

Approximately 14 percent of division expenditures are catego-
rized as miscellaneous. This includes the cost of job an-
nouncements, background checks, and other employee recruit-
ment costs.

Management Objectives:

e Administer new on-line performance management system.

e Implement second phase of Intranet system.

- policies

- class specifications

- on-line enrollment

Performance/Workload Measures:

Actual | Projected Actual Projected

Measurement FYO7 FY08 FY08 FY09
Number of employees 65 45 0 100
participating in cus-
tomer service training
Number of employees N/A 148 0 100
participating in diversity
training
Number of employees 15 80 28 20
participating in defen-
sive driving training
Number of employees 17 13 15 10

participating in City-
sponsored Spanish
language classes




General Government

Division Summary — City Clerk

Staffing Summary Actual Adopted Estimated Proposed
by Position Type FYOQ7 FYO08 FYO08 FYO09
FTEs with benefits 2.00 2.00 2.00 2.00
FTEs without benefits
Total Division FTEs 2.00 2.00 2.00 2.00
Adopted Proposed
Position Title EYO0S8 EY09
City Clerk 1.00 1.00
Assistant City Clerk 1.00 1.00
Division Total 2.00 2.00

Actual  Adopted Estimated Proposed

Division Expenditures FYO7 FY08 FY08 FY09
City Clerk 167,618 177,490 172,385 194,513
Division Total 167,618 194,513 187,320 216,587
Division Expenditures Actual Adopted Estimated Proposed

by Type FYO07 FY08 FY08 FY09
Wages 107,942 114,869 116,313 123,224
Fringe Benefits 40,015 43,794 43,219 52,313
Overtime 980 2,500 1,172 2,500
Contractual Labor 0 0 0 0
Personnel Subtotal 148,937 161,163 160,704 178,037
Supplies 2,764 5,150 3,236 7,400
Services and Charges 10,894 20,700 16,980 23,200
Miscellaneous 5,023 7,500 6,400 7,950
Division Total 167,618 194,513 187,320 216,587




General Government

Division — City Clerk

Division Purpose:

Responsible for managing the preparation of Council meeting agendas
and recording Council minutes. Manages and protects official records of

the City.

Serves as election administrator for all City elections.

Responds to inquiries from City residents and others concerning City

policies, procedures, and records.

Performs a variety of general

administrative services.

Adopted to Estimated Actual FY08:

Division expenditures are expected to be approximately $7,193
less than budget.

The variance is primarily attributable to lower than anticipated
costs for training, legal notices and supplies.

FY09 Budget Highlights:

Division expenditures are $22,074 higher—an increase of 11.3
percent—compared to budgeted expenditures for FY08.

The majority of the budgetary increase is attributable to person-
nel costs.

Division FTEs remain unchanged.

Approximately 82 percent of departmental expenditures are
personnel related.

Management Objectives:

o Coordinate with the City’s Board of Elections to propose revi-
sions to the City’s elections law and plan for the November 2009

City election.

e Work with staff to address appropriate archiving, storage and

disposition of records.

Performance/Workload Measures:

Actual | Estimated | Projected

Measurement FYO7 FYO08 FY09
Number of candidates for 3 8 (actual) 0
office processed
Percentage of voter turnout *16% 10.3% 20
* 01/07 = Special Election (actual)
Number of Council meetings 45 47 45
supported
Number of other meetings 21 29 35

supported




General Government

Division — Legislative

o Actual Adopted Estimated Proposed
Division Purpose: Division Expenditures FY07 FY08 FY08 FY09
Accounts for salary and fringe benefits costs of the seven members of the City
Council, as well as other expenses related to the activities of the Council,
induding election costs. Legislative 76,834 121,270 111,987 143,084
Adopted to Estimated Actual FY08: Division Total 76,834 121,270 111,987 143,084

¢ Division expenditures are expected to be $9,283 less than budget.

e The variance is primarily attributable to lower than anticipated costs for Division Expenditures Actual Adopted Estimated Proposed
Personal Digital Assistants and the general municipal election held in by Type FYO7 FY08 FY08 FY09
November 2007.

FY09 Budget Highlights: W_ages _ 42,961 65,920 64,935 73,000
Fringe Benefits 3,288 5,050 5,029 5,584

e Division expenditures are $21,814 higher—an increase of 18.0 Overtime 0 0 0 0
percent—compared to budgeted expenditures for FY08. Personnel Subtotal 46,249 70,970 69,964 78,584

e The budgetary increase is partially attributable to higher salary and Supplies 240 500 500 500
benefit costs. By Ordinance No. 2007-43, the Council approved an Services and Charges 212 10,000 5,000 19,000
increase in the salaries to be paid to members of the City Council and Miscellaneous 30.133 39 800 36.523 45.000
the Mayor as of November 2007.

Division Total 76,834 121,270 111,987 143,084

e Approximately 55 percent of division expenditures are personnel
related. Members of the City Council are appointed officials and are
therefore not reflected in the City’s FTE count.

e Services and charges account for about 13 percent of division expendi-
tures. This category includes the cost of Personal Digital Assistants for
the City Council ($4,000) and contractual lobbying assistance
($15,000). The position of Community and Government Liaison was
eliminated in FY08 as part of an organizational restructuring by the City
Manager; the contractual assistance will supplement staff resources in
addressing legislative matters of concern to the City.

e Approximately 31 percent of division expenditures are categorized as
miscellaneous. This category includes conference/training expenses
($18,500) and costs associated with special meetings, dinners, and
Walking Council meetings ($12,000).




General Government

Division — Legal

Division Purpose:

Accounts for the cost of legal services. The City Attorney is appointed by the City
Council and serves as the primary legal advisory to the City Council the City
Manager, City staff, and City boards and commissions. The City Attorney’s
Office also represents the City in litigation and hearings and prosecutes
violations of the City Code.

Adopted to Estimated Actual FY08:
e Division expenditures are expected to be $30,000 less than budget.
FYO09 Budget Highlights:

e Division expenditures are $30,000 less—a decrease of 12.9 percent—
compared to budgeted expenditures for FY08.

e During FYO08, the City incurred considerable legal expenses related to
the proposed development at the Takoma Metro. It is anticipated that
additional legal work related to the Takoma Metro development issue will
be required.

e The services of Silber, Perlman, Sigman, and Tilev, PA are provided
under a contractual arrangement. The City Attorney is therefore not re-
flected in the City’s FTE count.

e In accordance with the contractual arrangement with Silber, Perlman,
Sigman, and Tilev, PA, the City pays certain association dues and con-
ference expenses for the City Attorney. These costs, categorized as
miscellaneous, total one percent of division expenditures.

Management Objectives:

e Continue to monitor legislative initiatives or court cases that may impact
the City of Takoma Park.

e Review, in conjunction with the City Manager, the current process for
addressing code enforcement concerns, with the goal of processing mu-

nicipal infractions in a more expeditious fashion or identifying an alterna-
tive way of gaining compliance.

Work with the City Manager and the City Clerk to resolve any out-
standing Code issues and to identify opportunities where the language in
the City Code can be made clearer and more understandable to the
general public.

Actual Adopted Estimated = Proposed

Division Expenditures FYO07 FY08 FY08 FY09
Legal 147,955 232,150 202,150 202,150
Division Total 147,955 232,150 202,150 202,150
Division Expenditures Actual Adopted Estimated = Proposed
by Type FYO7 FYO08 FY08 FY09
Wages 0 0 0 0
Fringe Benefits 0 0 0 0
Overtime 0 0 0 0
Personnel Subtotal 0 0 0 0
Supplies 0 0 0 0
Services and Charges 148,580 230,000 200,000 200,000
Miscellaneous (625) 2,150 2,150 2,150
Division Total 147,955 232,150 202,150 202,150






