Vicinta Stafford
County Clerk
220 South Pierce Street
Burnet, Texas 78611

May 28, 2024
Burnet County Commissioners Court,

As Burnet County continues to grow, I feel the County Clerk’s office is in need of reorganization and
reclassification. The staff in my office are great, but the large variety of tasks makes it near impossible to be
fully cross trained in all aspects. The County Clerk’s office should be viewed as two different businesses. The
Records Division is responsible for the filing of Official Public Records and issuing Vital Statistics. The Courts
Division is responsible for all filings for Civil, Misdemeanor, Probate, Guardianship, and Commissioners Court.
Each division has its own set of statutes. These statutes are ever changing and require a revolving procedure
policy. While every employee is capable of assisting a customer on either side of the office, it is extremely
difficult to ever reach the ability to fully assist on both sides. In order to make this office run smoothly and
ensure that all training and duties are being completed accurately, I am proposing a few changes to my
organizational chart with the County Clerk’s office. Below are the requests that are also explained in detail on
the provided forms.

e 2 Chief Deputy Positions- Chief Deputy Records and Chief Deputy Courts
e Alternative would be- 1 Chief Deputy and 1 Division Supervisor
e Reclassification of Chief Deputy(s) from Group 65 to Group 66

e Alternative would be- Reclassification of Chief Deputy from Group 65 to Group 66 and Classification
of Division Supervisor at Group 65
e Reclassification of Deputy Clerks from Group 59 to Group 60

I am aware all requests can not be granted, but I appreciate your consideration in these needed reorganization
and reclassification requests.

e

vicinta Starrora
Burnet County Clerk



Budget Worksheet Condensed For Fiscal: 10/2023-09/2024 Period Ending: 03/31/2024

10/2021-09/202210/2022-09/202310/2023-09/202410/2023-09/2024
Total Activity ~ Total Activity  Total Budget YTD Activity

Department: 4030 - COUNTY CLERK

ELECTED OFFICIAL 79,372.80 86,917.60 93,084.89 46,542.34
CLERK/SUPPORT STAFF 288,555.91 309,800.82 389,105.60 170,869.12

Budget Detail

Budget Cade Description Units Price Amount

FY 2024 PROPOSED Assistant Chief Deputy - Step 6 3.00 59,633.60 178,900.80

FY 2024 PROPOSED Chief Deputy - Step 6 1.00 66,040.00 66,040.00

FY 2024 PROPOSED Deputy Clerk - Step 4 1.00 47,902.40 47,902.40

FY 2024 PROPOSED Deputy Clerk - Step 5 1.00 49,337.60 48,337.60

FY 2024 PROPOSED FY24 NEW POSITION - Deputy Clerk - Step 3 1.00 46,924.80 46,924.80
LONGEVITY 13,180.00 13,540.00 11,600.00 11,600.00
OVERTIME 214.14 100.16 0.00 0.00
FICA/MDCR 28,167.59 29,482.79 37,800.00 16,419.52
GROUP INSURANCE 69,303.32 70,036.31 96,000.00 39,373.60
RETIREMENT 44,355.58 45,520.70 59,900.00 24,695.80
WORKERS COMP INSURANCE 1,017.93 800.31 1,800.00 389.95
UNEMPL INSURANCE 477.38 340.33 1,060.00 132.44
SUPPLEMENTAL DEATH BENEFIT 1,183.34 2,708.10 1,500.00 -1,138.11
OPERATING SUPPLIES 4,391.62 7,751.25 8,000.00 704.95
CONFERENCE/DUES/TRAINING 2,990.15 3,224.19 5,000.00 2,705.38
MACH/EQUIP {INVENTORIED) 0.00 3,271.57 0.00 0.0C

Department: 4030 - COUNTY CLERK Total: 533,209.76 573,501.13 704,850.49 312,294.99 0.00
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Pncitinn Ruideet Reauest Form

Action Requested: D w Position I_il Reclassification w/Salary Change [__—] Reclassification w/o Salary Change

Department: County Clerk
Current Position Title: Chief Deputy
Proposed Position Title: #1 Chief Deputy Records or #2 Chief Deputy
Requested Classification: Group 66 B
Funding Source: General Fund

Proposed Salary Amount; Group 66 Plus Step and COLA

NEW POSITION INFORMATION

New/Reclassification of Position:

Please explain in detail the need for New Position/Reclassification. In addition, explain how funding will be
obtained (i.e., closing position(s), grant, budget transfers, etc.) If this is a new position, please attach a job
description, supporting data or a description of the need:

The Burnet County Clerk's office is ultimately 2 different businesses operating as such. With the growth in
the County and ever-changing legislative updates, it has become apparent that the knowledge needed to
do both is extremely difficult for one person. | would like to reorganize my office to be run as 2 businesses,
which would lead to a Chief Deputy Records & a Chief Deputy Courts. Under each of these Chiefs would
be an Assistant Chief Deputy and Deputy Clerks. The Chief Deputies would be able to focus and train all
the staff under them in order to make sure the office is operating at it's full potential. With the
reclassification, the Chief Deputies will now be responsible for training, department oversight & leadership,
continuing education for legislative updates, implementing legislative updates into our business policy, daily
and monthly financial reports for the office, communicating and testing for software updates and issues,
and problem solving for their department's issues that arise. This is in addition to their daily responsibilities
and work load. Legislation continues to add extensive reporting requirements that are extremely time
consuming and difficult to exec.  These new requiren its will be handled by the Chief ~ sputies.

Final job title, job description, classification and pay will be determined by the Commissioners Court based on the
Compensation plan.

Revised March 2023










CINEW TECHNOLOGY CINEW EQUIPMENT OR VEHICLE (X EQUPMENT REPLACEMENT
[JSOFTWARE

EQUIPMENT:
Type of equipment requested: ™ Zomputer[IPrinter[XScanner[Vehicle

[Jother (please describe)

Is the new equipment for a: [LInew employee [Ireplacement equipment [_Inew process

Item description: FujitsL  -7160 Desktop Scanners or another software compatible option

One Time Estimated cost: $1200.00 to $1300.00 each x 3= $3600.00 to $3900.00

Ongoing Estimated cost:

Reason for new equipment. If this is replacing existing equipment, please give the tag number, serial
number or VIN number if available. 1854, 1858, & 1860




Budget Worksheet Condensed

Fund: 222 - COUNTY CLERK RECORDS
Department: 4042 - CO CLERK RECORDS MGMT

puaget vetail
Budget Code
FY 2024 PROPOSED

Budget Detaif
Budget Code
FY 2024 PROPOSED
FY 2024 PROPOSED

Department; 4042 - CO CLERK RECORDS MGMT Total:

3/iojavan timaias 1o

STAFF

Description
Records Mgmt Officer

LONGEVITY

FICA/MDCR

GROUP INSURANCE
RETIREMENT

WORKERS COMP

UNEMPL INSURANCE
SUPPLEMENTAL DEATH BENEFIT
QPERATING SUPPLIES
PROFESSIONAL SERVICES
CONFERENCE/CUES/TRAINING
SUPPORT/LICENSING FEES
MACH/EQUIP (INVENTORIED)

Description
Credit Card Readers
Other

10/2021-09/202210/2022-09/202310/2023-09/202410/2023-05/2024

For Fiscal: 10/2023-09/2024 Period Ending: 03/31/2024

Total Activity ~ Total Activity Total Budget YTD Activity
50,290.31 49,652.32 57,366.40 26,593.64
Units Amount
1.00 57,366.40 57,366.40
0.00 720.00 720.00 0.00
3,847.13 3,844.38 4,450.00 2,031.18
10,571.03 11,846.52 12,000.00 5,731.60
5,848.27 5,608.97 6,980.00 2,892.52
132.73 96.03 205.00 46.13 o
80.45 53.27 95.00 19.41
155.93 129.21 175.00 60.82
0.00 158.56 1,000.00 228.64
0.00 10,000.00 0.00 0.00
2,384.53 8,910.72 20,000.00 -237.14 R
128,505.50 128,874.83 85,000.00 37,614.9¢ .
0.00 2,473.66 3,150.00 0.00
Units Amount
1.00 2,250.00 2,250.00
1.00 900.00 900.00
201,815.88 222,368.47 191,141.40 74,981.75 0.00
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Budget Worksheet Condensed

Department: 4102 - CO CLERK RECORDS ARCHIVE
PROFESSIONAL SERVICES

vepartment: 4102 - CO CLERK RECORDS ARCHIVE Total:
Fund: 222 - COUNTY CLERK RECORDS Total:

For Fiscal: 10/2023-09/2024 Period Ending: 03/31/2024

10/2021-09/202210/2022-09/202310/2023-09/202410/2023-09/2024
Total Activity ~ Total Activity Total Budget YTD Activity

412,488.08 109,942.16 110,000.00 0.00__$70000.00
412,488.08 109,942.16 110 Ann.0Q 0.00 0.00
614,303.96 332,310.63 3us,.1.40 74,981.75 0.00
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Page 12 of 36



Budget Worksheet Condensed For Fiscal: 10/2023-09/2024 Period Ending: 03/31/2024

10/2021-09/202210/2022-09/202310/2023-09/202410/2023-09/2024
Total Activity ~ Total Activity Total Budget YTD Activity

Fund: 221 - COUNTY RECORDS MGMT
Department: 4022 - COUNTY RECORDS MGMT

COPIER RENTAL 8,263.22 0.00 0.00 0.00
Department: 4022 - COUNTY RECORDS MGMT Total: 8,263.22 0.00 0.0¢ 0.00 0.00
Fund: 221 - COUNTY RECORDS MGMT Total: 8,263.22 0.00 0.00 0.00 0.00
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