TOWN OF VIENNA
Fiscal Year 09-10 Budget
ADMINISTRATION DEPARTMENT: EXPENDITURES BY DIVISION

FY 08-09 Budget =~ FY 08-09 Adjusted  FY 09-10 Proposed Net Change
TOWN MANAGER 270,937 273,146 276,952 6,015
ADMINISTRATIVE SERVICES 414,123 409,416 427,087 12,964
RISK MANAGEMENT 534,304 531,276 529,818 -4,486
PUBLIC INFORMATION 154,439 153,094 162,337 7,898
INFORMATION TECHNOLOGY 237,062 237,062 242,518 5,456
ADMINISTRATION H 1,610,865 1,603,994 1,638,712 27,847

FY 09-10 Budget

TOWN MANAGER
17%

INFORMATION
TECHNOLOGY
15%

ADMINISTRATIVE
SERVICES
26%

PUBLIC INFORMATION
10%

RISK MANAGEMENT
32%
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TOWN OF VIENNA
Town Manager

Town Manager

1 Executive Secretary
(part time)

136



TOWN OF VIENNA, VIRGINIA

FI1SCAL YEAR 09-10 BUDGET

Department
Administration

Activity

Town Manager

Number
10211

PURPOSE

The Town Manager serves as the Chief Executive Officer of the Town. He is responsible for
and directs the operations of the Town so that the policies and goals of the Town Council are

accomplished and all pertinent federal, state and local laws are enforced.

ACTIVITIES

The Town Manager exercises fiscal control over all operations and submits to the Town Council
In addition, the Manager ensures that Town services are efficiently and
effectively delivered to all Town residents and businesses. Recommendations to the Council are
submitted by the Manager on such measures and actions as are necessary and desirable. The
Town Manager also works to develop the managerial and technical capabilities of the staff.

the annual budget.

Actual Projected | Projected
Goals and Objectives FY 08-09 | FY 09-10 | FY 10-11
Provision of special reports and preparation of
responses to Council inquiries.
Time when information requests from
the Town Council are answered within
14 days
Number of Council Work Session 90% 95% 95%
packages prepared per year 8 g 8
Respond to citizen complaints, requests for services
and inquiries.
Number of requests for services
R 225(est) 225(est) 275(est)
Numb d I
umber of inquiries and referrals 325(est) 325(est) 400(est)
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TOWN OF VIENNA, VIRGINIA

F1SCAL YEAR 09-10 BUDGET

Department Activity Number
Administration Town Manager 10211
Budget Highlights
There are no significant changes to this budget.
PERSONNEL
Adopted Adopted Proposed
Position FY 07-08 FY 08-09 | FY 09-10

Town Manager

1

1

1

Executive Secretary

.50

.50

50
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DEPARTMENT : ADMINISTRATION
ACTIVITY : TOWN MANAGER

ACCOUNT
NUMBER  TITLE

41001 Salaries and Wages

41003  Reg. P.T. With Benefits
41004  Part time W/O Benefits
41006  Annual Leave Liquidation
41008  Annual Leave Cash-In
TOTAL  PERSONAL SERVICES
42001 F.I.C.A.

42002 V.R.S.

42003  V.R.S. Life Ins

42006  Deferred Comp

42007  Health Insurance
42008  Disability Ins

42012  Cafeteria Plan Fees
TOTAL  EMPLOYEE BENEFITS
43101 Consulting Services
43301  Equipmt Mtce Contracts
TOTAL  PURCHASED SERVICES
45202 Long Dist Service
45203  Postal Services

45403  Facility Lease/Rental
45404  Central Copier Charges
45503  Subsistence/Lodging
45504  Conventions/Education
45801  Memberships/Dues
TOTAL  OTHER CHARGES

46001  Office Supplies

46012  Books/Subscriptions
46015  Operational Supplies
TOTAL  MATERIALS AND SUPPLIES
47201  Training Programs
TOTAL  PROGRAMS AND SERVICES
TOTAL  TOWN MANAGER

TOWN OF VIENNA
DETAILED EXPENDITURE REPORT

FUND : GENERAL
NUMBER : 10211

FY 07-08  eeeeeeee
BUDGET ACTUAL BUDGET
161,807 159,581 167,470
35,900 34,078 27,800

Executive Secretary at 25 hours per week.

4,500 2,979

2,054

3,112
202,207 201,803 195,270
14,769 1,711 14,505
27,086 27,087 25,321
2,660 1,618 1,812
11,650 11,716 13,482
6,806 6,636 12,200
2,320 2,697 3,082
65 63 65
65,356 61,728 70,467
300 45 300
300 35 300
600 80 600
50 29 50
250 108 250

1,260 1,365
300 383 300
300 300
300 7 300
1,250 1,388 1,300
3,710 3,275 2,500
500 110 500
500 109 500
600 800 600
1,600 1,019 1,600
500 500
500 500
273,973 267,906 270,937
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ADJUSTED

167,470
27,800

195,270

14,505
25,321
1,812
13,482
12,200
3,082
85
70,467

300
300
600

50
250

300
300
100
1,300
2,300

700
500
600
1,800

500
500

270,987

ESTIMATED

167,470
24,840

6,948
3,221
202,479

14,508
25,321
1,812
13,482
7,200
3,082
65
65,467

300
300
600

50
250

300
300
300

1,300

2,500

500
500
600
1,600

500
500

273,146

FY 09-10
PROPOSED

167,470
37,085

204,535

15,647
25,321
1,812
13,447
7,843
3,082
65
67,217

300
300
600

50
250

300
300
300
1,300
2,500

500
500
600
1,600

500
500

276,952

NET
CHANGE

9,265

9,265

1,142

(35)
(4,357)

(3,250)

6,015



TOWN OF VIENNA
Fiscal Year 09-10 Budget

Department: Administration

Division: Town Manager

Number: 10211

FY 08-09 Budget FY 08-09 Adjusted FY 09-10 Proposed Net Change
PERSONAL SERVICES 195,270 202,479 204,535 9,265
EMPLOYEE BENEFITS 70,467 65 467 67217 -3,250
PURCHASED SERVICES 600 600 6800 0
OTHER CHARGES 2500 2500 2500 0
MATERIALS & SUPPLIES 1,600 1,600 1,600 0
PROGRAMS & SERVICES 500 500 500 0
TOWN MANAGER 270,937 273,146 276,952 s,o15]|

FY 09-10 Budget
PROGRAMS &
SERVICES
PERSONAL SERVICES
74%
OTHER CHARGES

1%

EMPLOYEE
BENEFITS
19%

PURCHASED
SERVICES
>1%

MATERIALS &
SUPPLIES
1%
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TOWN OF VIENNA
Administrative Services

Administrative Services
Director

1 Personnel Assistant
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TOWN OF VIENNA, VIRGINIA
F1SCAL YEAR 09-10 BUDGET

Department Activity Number
Administration Administrative Services 10212
PURPOSE

The Office of Administrative Services is responsible for providing a comprehensive human
resources system. The department is also charged with developing, preparing and presenting the
annual Town budget. In addition, it oversees the operation of the Town's telecommunications
system. Special studies and policy reviews are also conducted by this office.

ACTIVITIES

FY 08-09 marks the first full year of the Town of Vienna’s Core Values Program. During this
year, every employee received their own carry card of our values, they have been posted in each
work area plus the Core Values have been incorporated into our publications, website and
employment applications. Feedback and enthusiasm for this initiative remain high and the values
have been incorporated into this year’s budget.

Employee training continued strong during FY 08-09. Our partnership with Northern Virginia
Community College continued with the development of a Supervisory Development Program for
up-and-coming employees. Quarterly lunchtime roundtables have been initiated giving
supervisors the opportunity to review and discuss new Town policies and procedures and to
allow for the exchange of new ideas and suggestions. Three employees earned their Commercial
Drivers licenses through our onsite program in March.

The FY 08-09 budget was prepared and received for the 15™ time the Distinguished Budget
Presentation Award from the Government Finance Officers Association. FY 08-09 marked the
first year the entire Town budget was available online on our website.

The Town recognized 52 employees for their long-term service to the Town and 15 individuals
were promoted during the year. Service recognition awards were presented to 47 individuals and
7 awards were presented to groups.

The wellness program continued to expand in both its form and offerings. The monthly
lunchtime classes on health and wellness topics had an average attendance of 12. Employee
enrollment in the fitness component has grown as well to 39. A wellness page was launched on
the Town’s intranet site
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TOWN OF VIENNA, VIRGINIA
FISCAL YEAR 09-10 BUDGET

Department Activity

Administration

Administrative Services

Number
10212

Goals and Objectives

Actual
FY 08-09

Projected
FY 09-10

Projected
FY 10-11

Recruit and select the best possible candidates for all
position vacancies.

Number of job announcements

Number of promotions

Number of applications received

36
15
586

32
17
620

30
20
675

Improve the productivity, effectiveness and
professionalism of the Town staff via the use of
training and education programs.
Number of tuition reimbursement
applications received
Number of customized training classes
provided through Northern Virginia
Community College (NVCC)
Number of participants in NVCC
classes

30

40

45

Provide direction and consistency through Town
policies and procedures.
Number of Administrative Regulations
developed or amended
Number of amendments to the
Personnel Code
Number of amendments to the Safety
Manual

19

15

10

Maintain and enhance the Town’s telecom-
munications systems to ensure 24/7 operability
Number of requests for repair service

processed.:
Number of change orders and new service
orders processed.

20

20

20

Encourage, educate and enroll employees in
the Town’s wellness program

Number of wellness classes held:
Number of employees in attendance

at lunchtime programs:
Number of employees enrolled in the plan

11

12

13

15

15

20
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TOWN OF VIENNA, VIRGINIA
FiSCAL YEAR 09-10 BUDGET

Department Activity Number
Administration Administrative Services 10212
based on wellness release waiver form: 39 43 47

Budget Highlights

Included within this budget are funds for payment of annual leave to employees upon separation
and the Town's leave cash-in option. Actual amounts are then charged back to the appropriate

departments when the expense is incurred.

The Town’s contributions to the Virginia Retirement System (VRS) pension system remain

unchanged at 15.12%.

The contributions for the closed Civilian Plan increased from 8.05% to 8.31% and the Sworn
Plan rates decreased from 5.48% to 5.17%.

PERSONNEL
Adopted Adopted Proposed
Position FY 07-08 FY 08-09 FY 09-10
Director of Administrative Services 1 1 1
Personnel Assistant 1 1 1
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DEPARTMENT : ADMINISTRATION
ACTIVITY : ADMINISTRATIVE SERVICES

ACCOUNT
NUMBER

41001
41008
41004
41005

41008
41008
TOTAL

42001
42002
42003
42007
42011
42012
42018
TOTAL

43101

43106

43301
43308
43501

43601
43801
TOTAL

45202
45203
45403
45404
45501
45503
48504
45801

TITLE

Salaries and Wages

Reg. P.T. With Benefits
Part time W/O Benefits
Other P.T.

Annual Leave Liquidation
Annual Leave Cash-In
PERSONAL SERVICES

F.I.C.A.

V.R.S.

V.R.S. Life Ins

Health Insurance
Tuition Assist
Cafeteria Plan Fees

ER Contributions:DC401A
EMPLOYEE BENEFITS

Consulting Services

Health Services

Equipmt Mtce Contracts
Contracts/Services
Printing/Binding Svces

Advertising
Srvces From Other Gov'ts
PURCHASED SERVICES

Long Dist Service
Postal Services
Facility Lease/Rental
Central Copier Charges
Mileage Reimbursement
Subsistence/Lodging
Conventions/Education
Memberships/Dues

TOWN

OF VIENNA

DETAILED EXPENDITURE REPORT

FUND : GENERAL

NUMBER :
FY 07-08
BUDGET ACTUAL
172,626 173,380
1,048
4,500

Funds to pay for literacy
office assistance.

10,000
27,000 2,300
214,126 176,726
18,550 11,878
28,898 28,896
2,507 1,726
6,806 6,843
10,000 1,905
175 126
6,905 6,935
68,861 58,310
4,100 4,396

Cost for providing Employee Assistance Program $ 4,100

10212
------------- FY 08-09
BUDGET  ADJUSTED

180,912 180,912
4,500 4,500

instructor and seasonal

10,000 10,000
27,000 27,000
222,412 222,412
14,185 14,185
27,354 27,354
1,932 1,982
7,419 7,419
10,000 10,000
175 175
7,236 7,296
68,301 68,301
4,825 4,825

Cost for the Archer Company to maintain the
classifcation system ($725) plus analyze

reclassification requests
15,000 15,850

Fees for medical services
hearing exams)

400 35
400 590
5,000 6,469

Cost of printing employee
pamphlets.

17,500 15,128
500 440
42,900 42,908
200 81
1,300 574
1,260 1,365
950 1,399
100 187
1,800 91
800
1,300 2,196

(estimate 3 @ $225)
15,000 15,000

{physicals, immunizations,

400 400
500 500
5,435 5,435

yearbook, manuals and

17,500 17,500
3,000 3,000
46,660 46,660
200 200
1,300 1,300
950 950
100 100
1,800 1,800
800 800
1,300 1,300
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1,400

ESTIMATED

180,912

3,290

10,000
27,000
221,202

14,185
27,354
1,932
7,419
10,000
175
7,236
68,301

4,825

14,700

400
500
5,435

17,500
3,000
46,360

150
1,220

950
400
1,200
70
1,353

FY 09-10
PROPOSED

190,659

4,500

10,000
27,000
232,159

14,930
28,828
2,036
7,923
10,000
175
7,626
71,518

5,500

15,000

400
500
5,435

17,500
2,325
46,660

200
1,300

950
100
1,800
800
1,300

NET
CHANGE

9,747

9,747
745
1,474

104
504

390
3,217

675

(675)



DEPARTMENT : ADMINISTRATION
ACTIVITY : ADMINISTRATIVE SERVICES

ACCOUNT
NUMBER  TITLE

TOTAL  OTHER CHARGES
46001  Office Supplies
46012  Books/Subscriptions

46015  Operational Supplies
46019  Other Supplies

46021  Holiday Gift Certificates
46029  Holiday Decorations

TOTAL ~ MATERIALS AND SUPPLIES

47102 Wellness Program
47201 Training Programs

47203  Service Awards

47207  Testing Services

TOTAL  PROGRAMS AND SERVICES

TOTAL ~ ADMINISTRATIVE SERVICES

TONN OF VIENNA
DETAILED EXPENDITURE REPORT

FUND : GENERAL
NUMBER : 10212

FY 07-08  eeceeeeeeoes FY 08-09
BUDGET ACTUAL BUDGET  ADJUSTED
7,710 5,893 6,450 6,450
3,100 4,155 3,100 3,100
800 468 800 800
4,000 9,209 4,000 4,000
2,000 2,203 2,000 2,000

Town's contribution towards employees social committee
activities.

3,700 3,686 3,700 3,700
3,800 4,222 1,300 1,300
Installation and takedown of interior decorations
in Town Hall $1,000
Replacement of exterior lights at Town Hall (as
needed) 300
17,400 23,942 14,900 14,900
5,000 7,602 5,000 5,000
11,500 17,234 11,500 11,500

Customized training programs provided by Northern
Virginia Community College.

36,000 43,479 36,000 36,000

Funding for service recogntion awards, retirement
gifts and other employee incentives.

2,900 435 2,900 2,900
Rental fees for police officer entrance examination.
55,400 68,749 55,400 55,400

406,397 376,529 414,123 414,123
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ESTIMATED
5,983
3,100

560

3,880
1,920

3,610
1,300

14,370

5,000
11,300

35,700

1,200

53,200

409,416

FY 08-10
PROPOSED

6,450
3,100
800

4,000
2,000

3,700
1,300

14,900

5,000
11,500

36,000

2,900

55,400

427,087

NET
CHANGE

12,964



TOWN OF VIENNA
Fiscal Year 09-10 Budget

Department: Administration

Division: Administrative Services

Number: 10212

FY 08-09 Budget FY 08-09 Adjusted  FY 09-10 Proposed Net Change
PERSONAL SERVICES 222,412 221,202 232,159 9,747
EMPLOYEE BENEFITS 68,301 68,301 71,518 3,217
PURCHASED SERVICES 46,660 48,360 46,660 0
OTHER CHARGES 6,450 5,983 6,450 0
MATERIALS & SUPPLIES 14,900 14,370 14,900 0
PROGRAMS & SERVICES 55,400# 63,200 55,400 0
IADMINISTRATIVE SERVICES 4141 23" 409,41 6“ 427,087 12,964
FY 09-10 Budget
CAPITAL OUTLAY
13% -
MATERIALS & PERSONAL SERVICES
SUPPLIES . 54%
3%
PURCHASED
SERVICES
10% _ v
b4 ]l
EMPLOYEE BENEFITS
17%
OTHER CHARGES
2%
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FY 09-10

SUPPLEMENTAL BUDGET SUBMISSION

Department Division

Account Number

Administrative Services

10212-47203

Description of Item:

Implementation of Performance Evaluation Review Committee’s recommendation to
award cash bonuses to employees who earn outstanding ($500) and exceed standards

($300) ratings.

Justification:

Refer to attached memorandum from the employee committee.

Additional Related Information:

FY 08-09 Evaluation Results:

60 Exceeds Standards Evaluations = $18,000

39 Outstanding Evaluations = 19.500
$37,500
Total Cost: Anticipated Life Span Item is
Estimated: $37,500. Not applicable NEW PROGRAM
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September 26, 2008

MEMORANDUM

TO: Town Manager
A
FROM: Director of Administrative Services W

SUBJECT: Performance Evaluation Committee Recommendation

Thank you for the opportunity to read and respond to the committee’s report. In
reviewing it, I did note that the proposal is not cost neutral. Nor do we do
currently have funding in place to implement the recommendation.

In order to proceed, cost estimates would have to be prepared. Next it would
have to be presented to the Town Council for appropriation of funds. This could
be done at either the mid year budget review or as part of the FY 09-10 budget
preparation process.

We would also have to consider updating and revising our performance
evaluation program to be sure that our evaluation standards are consistent
among all departments. We would need to establish consistent baselines as there
would now be a dollar value associated on the higher ratings classifications.
Unless we have specific standards, we could be open to accusations of favoritism
in the distribution of the ratings or my supervisor is a more stringent rater than

yours syndrome.

I would be happy to discuss this with you further at your convenience.

NEM:ntn
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MEMORANDUM

Date: September 2, 2008

To: John Schoeberlein
Town Manager
From: Performance Evaluation Study Committee

Subject:  Recognizing High Performing Employees

On August 14, 2008, the Performance Evaluation Study Committee met to continue its
discussion on the second of two mandates assigned to the group. The first mandate
requested that we study the incorporation of a merit pay system into the salary structure.
A unanimous recommendation was given on November 9, 2007, that the incorporation of
a merit pay plan should be abandoned. The second of the two mandates requested the
committee study and make a recommendation on a manner to reward high performing
employees of the Town of Vienna work force.

The committee considered several different suggestions for rewarding employees who
receive high marks on their evaluations. These ideas ranged from giving days off with
pay to giving gifts as a reward mechanism. However, these ideas were discarded as they
were considered as being an insignificant reward for someone who had worked extremely
hard throughout the year. The committee settled on the idea that most, if not all, of the
employees would appreciate and feel more appreciated by management if they were to
receive a monetary bonus for achieving high marks on their evaluations.

The committee believes that a monetary bonus would not only be an appropriate reward
for those who are high achievers, but would also be a strong incentive for those who are
rated as average or underachievers, to improve their performance. The committee feels
that the program, if instituted, should not have a limit on the number of employees that
would be eligible to receive the bonus. In short, the committee believes that if all
employees received that highest rating possible, then all the employees would receive the
bonus.

The committee agreed that the current salary pay plan should remain intact and that the
awards program also should remain as a means to award employees who demonstrate
extraordinary performance or accomplishments. The committee recognizes that a new
evaluation bonus program would require additional funding; however, we feel that such a
program would enhance and encourage increased employee dedication and achievement
at all levels.
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