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Organizational Functional Chart

Economic Development

Department
(1014)

March 2011

The purpose of the economic development department is to expand and diversify the local tax
base resulting in the improvement of the standard of living both qualitatively and quantitatively
for Burleson’s residents and business community.

Business Attraction

Business Retention
and Expansion

Tourism

e Develop and maintain comprehensive data
resources necessary to attract and support
business prospects.

e Develop and promote a consistent image for
marketing the City.

e Educate brokers, site selectors, and decision
makers of the strategic benefits to operating
a business in Burleson.

e Support efforts to expand higher education
and workforce development in Burleson.

Develop and maintain comprehensive
awareness of local economy participants,
specifically those in manufacturing, profes-
sional services, and healthcare.

Support local business owners with leads
on commercial development projects, sub-
contracting opportunities, and business-to-
business leads.

Support efforts to expand higher education
and workforce development in Burleson.

Support the location of state, regional,
and national sports tournaments at
Chisenhall Fields.

Increase awareness and utilization of
hotel accommodations in the City.

Develop and maintain information re-
garding tourism supporting businesses
such as, hotels, restaurants, and enter-
tainment venues.
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Economic Development
Department Overview
FY 2012

Purpose/Mission

The Economic Development Department endeavors to provide comprehensive site
selection support, market the city to various audiences, and support a variety of

internal and external customers with up-to-date data / information.

The department focuses resources on attracting investment in new and expanding
businesses for the purpose of expanding and diversifying the City's tax base and

improving the quality of life for the citizens of Burleson.

Starting in FY 2010 — 2011, the department is funded using a one-time transfer from
the Type A Corporation to the City’'s General Fund. This transfer has enabled the City

to significantly increase its economic development activities.

Structure
The department includes one employee, the Director Bradley Ford. The Department

receives administrative support from the City Manager’s Office.

Functions

e Marketing of key opportunities like the Business Park, Old Town Burleson,
higher / continuing education, and the transit-oriented development area.

e Responding to project leads and development opportunities with quality
proposals.

e Coordinating economic development activities with the Governor’'s Office of
Economic Development, regional economic development authorities, and the
Johnson County Economic Development Commission.

e Maintain data / information regarding current economic data, real estate market,
workforce, and demographic conditions.

e Administrative support of TIF and Type A Boards



Demand Indicators

DEMAND 2009 - 10 20010-11 2010-11 2011-12
INDICATORS ACTUAL BUDGET ESTIMATE* BUDGET
Business Retention Visits N/A 30 38 25
Existing Business N/A 10 12 10
Assistance Provided
Prospect Lead Responses N/A N/A 14 20
Trade Shows Attended N/A 5 4 7
Community Presentations N/A N/A 5 8
Site Selector Contacts N/A N/A 75 125
Value of Commercial N/A N/A $235m
Projects Supported
Jobs Created by N/A N/A 490 -

Commercial Projects
Supported

Key Challenges/ Issues to Address

e Increasing awareness for Burleson’s Economic Development Priorities

e Site Selector Relationship Development

e Increasing Project Lead Generation and Site Visits to HighPoint Business Park

e Supporting Further Economic and Business Development in the Retail and

Tourism Industries

e Business Retention for Manufacturing Employers

e Creating a Consistent Image of Economic Development Marketing Materials



Economic Development Department
Five Year Plan
FY 2012 through FY 2016

Year 1 (FY 2011- 2012)

Increasing Awareness for Burleson’s Economic Development Priorities

e Objective 1 - Periodically send marketing materials, maps, and packets to
site selectors, brokers, and commercial real estate firms

e Objective 2 - Attend trade shows that involve end-users in the target
industries of manufacturing, distribution / warehousing, site selection,
medical / bio / pharmaceuticals, etc.

e Objective 3 — Create an annual schedule for presenting economic
development priorities and updates to community organizations such as
Rotary, the Lions Club, the Burleson Area Chamber of Commerce, etc.

Site Selector Relationship Development

e Objective 1 - Create database of site selectors and commercial real estate
executives

e Objective 2 - Support regular communication (electronic, in-person visits,
and phone) with site selectors and commercial real estate executives

Increasing Project Lead Generation and Site Visits to HighPoint Business Park

e Objective 1 - Provide regular updates to the Governor’s Office of
Economic Development to ensure maximized lead opportunities.

e Objective 2 - Develop a high-quality proposal package that has a
consistent image to current marketing materials.

Supporting Further Economic and Business Development in the Retail and
Tourism Industries

e Objective 1 - Development of materials and programs that support local
shopping for visitors to Old Town, area wineries, sports tournaments, and
other tourism events.

Business Retention for Manufacturing Employers



e Objective 1 — Identify key decision makers at major employers of
Burleson residents.

e Objective 2 - Conduct semi-annual visits with top 15 manufacturing
employers in the area.

Year 2 (FY 2012- 2013)

Increasing Awareness for Burleson’s Economic Development Priorities

e Objective 1 - Begin direct marketing program to manufacturing
companies in strategic metro areas

Site Selector Relationship Development

e Objective 1 — Increase sponsorship level in TexasOne to maximize site
selector exposure through the Governor’s Office of Economic
Development.

e Objective 2 — Create an e-marketing program with creative graphics for
mass delivery of updates to site selectors.

e Objective 3 — Support a social media and marketing strategy that
encourages repeat exposures via LinkedIn, Twitter, and professional
association marketing opportunities.

Increasing Project Lead Generation and Site Visits to HighPoint Business Park

e Objective 1 - Re-design of the City Economic Development Incentive
Policy to ensure we are incentivizing quality development, which
supports quality job creation.

e Objective 2 - Conduct a workforce assessment and target industry study
that examines workforce skills in the area, as well as seeks to
understand opportunities for supplier relationship recruitment.

Supporting Further Economic and Business Development in the Retail and
Tourism Industries

e Objective 1 - Improve and expand the OIld Town business climate
through the creation of an Old Town business association that is meant



to support existing Old Town businesses through communication and
sharing of needs to support policy making and business development.

Business Retention for Manufacturing Employers

e Objective 1 — Identify supplier relationship opportunities for each major
employer.

e Objective 2 — Identify Fortune 500 corporate executives to market
opportunities to.

Creating a Consistent Image of Economic Development Marketing Materials

e Objective 1 — Update aerial maps, trade show booth, marketing slicks,
and pocket folder design.

Year 3 (FY 2013- 2014)

Site Selector Relationship Development

e Objective 1 - Create an internet portal that provides critical site selection
data, internet-based proposal submission and retrieval, and interactive
charting of data.

Increasing Project Lead Generation and Site Visits to HighPoint Business Park

e Objective 1 - Solicit third-party lead generation entities such as tax
consultants, facility design specialists, and related entities that have early
leads on projects.

e Objective 2 - Re-design of the City Economic Development Incentive
Policy to ensure we are incentivizing quality development, which
supports quality job creation.

Supporting Further Economic and Business Development in the Retail and
Tourism Industries

e Objective 1 - Support further retail and restaurant development through a
retail development assessment which will seek to further define gaps in
Burleson’s retail market and outline strategies for attracting further retalil
development.



Business Retention for Manufacturing Employers

e Objective 1 — Conduct headquarters visits with major area employers to
market Burleson as an expansion opportunity.

Year 4 (FY 2014- 2015)
Site Selector Relationship Development

e Objective 1 — Conduct marketing trips to key cluster cities of site
selectors (New York, Chicago, Los Angeles, etc).

Supporting Further Economic and Business Development in the Retail and
Tourism Industries

e Objective 1 - Survey sports tournament hosts for their opinions as
Burleson as a tournament venue.

e Objective 2 — Implement retail development assessment study

Business Retention for Manufacturing Employers

e Objective 1 — Create a creative method for conducting regular skills
assessment of area residents to utilize in business retention and
attraction efforts.

Year 5 (FY 2015- 2016)

Increasing Awareness for Burleson’s Economic Development Priorities

e Objective 1 — Create unique opportunities for commercial real estate
interaction with site selector events, marketing lunches, and utilizing
common professional associations.

Supporting Further Economic and Business Development in the Retail and
Tourism Industries



e Objective 1 - Creation of promotional guides and social media outlets
(iPhone app, Facebook, Twitter, etc) that support business development
by highlighting business success stories in areas like tourism, retail,
manufacturing, environmental stewardship, etc.

Business Retention for Manufacturing Employers

e Objective 1 — Conduct annual visits with top 30 manufacturing employers
in the region.

Creating a Consistent Image of Economic Development Marketing Materials

e Objective 1 — Update aerial maps, trade show booth, marketing slicks,
and pocket folder design.

Summary/Conclusion

The Economic Development Department is critical to ensuring a diverse and growing
tax base. Its activities directly support the creation of investment by new businesses,
as well as seek to support current businesses. In the short-term of this plan, priority is
provided to those strategies which represent the most opportunity for Burleson’s
economic development. However, those strategies indicated as long-term will not be
forgotten or abandoned. In fact, long-term strategies may be accomplished ahead of
short-term strategies as opportunities arise or as partnerships can be formed to

accomplish the strategies.
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Organizational Functional Chart

HUMAN RESOURCES
DEPARTMENT
(1015)

June 2011

The function of Human Resources is to coordinate pre-employment processes, maintain
records of employment, assist CMO and Directors with employee issues, oversee benefits
and wellness programs, develop policies and programs related to employment, and
coordinate staff development and training of employees.

Pre-Employment }

e Post and advertise job openings,
and work with managers and ap-
plicants to navigate the hiring
process.

e« Screen applicants for qualifica-
tion.

o Assure all applicants are treated
in accordance with policy during
the process.

e Brief new employees on policies
and procedures.

e« Assure new employees are en-
rolled in benefits programs timely.

{ Employment ]

Develop and administer policies
and procedures related to employ-
ment.

Maintain digital and paper employ-
ment files.

Develop and train employees as
needed keeping training records.
Includes training session delivery
where needed.

Assist employees at all levels with
performance related issues.

Assure the performance evaluation
process is completed.

Make recommendations to the
CMO for programs and policies.
Monitor HR functions to assure pro-
tected rights are administered fairly.

{Benefits & Wellness

Work to develop benefits pro-
grams that are competitive and
affordable where possible (health,
dental, life, LTD, vision).

Coordinate wellness functions.

Assist employees with benefits is-
sues as needed.

Administer workers’ compensation
insurance benefits.

Process benefits assuring vendors
are paid.

Coordinate retirement benefits for
eligible employees (TMRS and de-
ferred compensation)

Manage department & benefits
budget.
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Human Resources
Department Overview
FY 2012

Purpose/Mission

The Human Resources department works to assist applicants, employees, and city
management in all areas of employment so employees are well-qualified, motivated,
productive, and have a sense of excellence and pride in the work performed for the

citizens of Burleson.

Structure

The Human Resources department is directed by Maria Reed and consists of 3.5 FTEs.

Demand Indicators

Key performance measures for Human Resources include areas such as the number of
applicants we serve, the number of terminations we process yearly, the number of

applicants, injuries, and retirement statistics.

DEMAND 201 0-2011 2011-2012
INDICATORS ESTIMATE* BUDGET

Job Vacancy Forms Processed 50 40
Applications Processed 2100 2300
New Employees Hired/Oriented 100 75
Terminations 80 60
Retirements 2 2
Work Related Injuries 55 50

Key Challenges/ Issues to Address

Competitive Workplace: The City’s ability to remain competitive in areas such as

wage and benefits is key to the overall quality of our applicant pool and the tenure
of those who come to work with us. The city has not engaged in a comprehensive

industry wage study in more than five years. This is one area



where updated data will be key to our business decisions related to retaining
staff.

Benefits Cost-containment: The on-going rise in the cost of employee benefits

continues to be a concern. The city is making every effort to look at overall
health, dental, and life plan cost control. In addition, we continue to look at ways

to assist the employees with claims containment.

A significant change during 2010-2011 has been to transition to a self-funded
model for funding the health insurance piece of the benefits package. If this
proves to be a worthwhile effort, in the coming years it would be prudent for us to
consider self-funding in other areas (i.e. dental coverage). Another consideration
for benefits management will be to look at the feasibility of joining in an ancillary
benefits co-op with other municipalities. In addition, some plan design changes

may be beneficial in the overall benefits package.

Training and Development of Existing Staff: Training and development is a key

component to retaining qualified staff. Surveys continue to show that employees
consider their ability to learn new skills as one of the key factors in their decision
to stay with an organization. The cost of sending employees to training
continues to rise. For this reason, we continue to look at ways to do computer-
based training in house. In addition, developing employees with specific skills as
well as overall workplace success skills is an important part of what any
organization does in the staff development area. We will need to continue
focusing our efforts on not only, industry specific training (i.e. certifications), but
also soft skills development (supervision, communication skills, management

training).



Human Resources Department
Five Year Plan
FY 2012 through FY 2016

Year 1 (FY 2011- 2012)

Volunteer Services program. A city-wide coordination of recruiting, screening,

recognizing volunteer service with appreciation activities, and retaining
volunteers has an overall positive impact on the city as it can potentially reduce

the full time equivalency of paid staff, if quality programs are in place.

Training/Development: Explore ways to further develop and train employees to

assure we are retaining and developing individuals for long-term career success.

Records: Finalize digital back-up of personnel files, and explore what other

records need to be maintained digitally.

Insurance Enrollment: Explore the options for web-based benefits enrollments

Year 2 (FY 2012- 2013)

Updated wage study: for industry comparison of wages and benefits through all

job classes.

Staff Development Coordination: Expansion of the staff development program

growing a more formal training program for the city.

Paperless Functions: Explore opportunities to put more paperless functions in

place (i.e. pay records retrieval, on-line insurance enrollments, etc.)

Year 3 (FY 2013- 2014)

Continue expanding programs such as;

Paperless recordkeeping
Wellness

Training



Year 4 (FY 2014- 2015)
e Conduct various needs assessments with the departments to assess program

needs in the areas of training, policy development, etc.

Year 5 (FY 2015- 2016)
e Develop a strategic planning program for departments assessing what skills and

staffing needs will be most pressing in future years.
e Continue to expand the internal training & development program.

e Adjust insurance benefits program as needed.

Summary/Conclusion
As the city grows, the employee base and the Human Resources functions must grow

to keep in step. Providing a healthy, competitive, education centered workplace helps
assure citizens receive the best possible care. In addition, these areas of focus help
enhance recruiting efforts for quality individuals as Burleson becomes known as a
guality organization who takes care of their people. The areas of focus described above

will assist in this effort. We appreciate your consideration.
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Organizational Functional Chart

Communications
(1017)

Provides pertinent and timely information to the public
about the City’s events, programs, initiatives and ser-
vices by:

« Establishing a good working relationship with all me-
dia outlets (print, radio, TV);

e Writing and issuing timely and targeted news re-
leases to the media;

e Participating in radio, print, and TV interviews with
department directors and managers;

e Developing and publishing information for dissemi-
nation daily through the City website, City Facebook
page, and City Twitter page as well as weekly
through the City E-Newsletter, monthly through the
City Focus newsletter, and annually through the An-
nual Financial Report.

« Attending and photographing all major City festivals
and events;

e Serving as one of three administrators of the City
website, updating the City Updates, Spotlight and
Emergency Alert on the homepage and modifying
pages for departments citywide;

e Serving as the Communications Officer for Emer-
gency Management and activating the Connect-CTY
system when required.

March 2011
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Communications
Division Overview
FY 2012

Purpose/Mission

The Communications/Public Information Office exists to provide pertinent and timely
information to the public about the City’s events, programs, initiatives and services.
Accomplishment of the mission requires a good working relationship with all media outlets
(print, radio, TV), issuance of timely and targeted news releases, and development and
publication of information for dissemination.

Information is communicated via the mail (City Focus Newsletter); internet-based
applications such as the City’'s website, E-newsletter, the City’s Facebook page, the City’s
Twitter page; the City’s cable public access channel and other applicable networking and
information sites.

The PIO also serves as the Communications Officer for Emergency Management and is
responsible for activation of the Blackboard Connect-CTY system when required.

Structure

The public information/communications division is directed by Public Information Officer
Sally Ellertson with the assistance of representatives of every city department. In addition
to Communication/PIO duties, Ellertson also serves as one of three website
administrators for the City website, as the city staff liaison to the Burleson Heritage
Foundation, and on various internal committees as needed/requested.

Demand Indicators

2010-11/

Demand 2009-2010 | 2010-2011 | 2010-2011 | 2011-2012 | 2011-12

Indicators Actual Budget Estimate* Budget Change
City Focus Newsletters - - 7 10 0%
Financial Report 1 1 1 0 0%
~To residents with one 0 0 8 13 0%
month lead-time 75% 100% 90% 100% 0%
News Releases 248 240 300 300 2%
E-News Feature Article 154 240 425 425 7%
#-News Sidebar Note 172 240 525 525 119%
~Breaking News 100% 100% 100% 100% 0%
(Issue within 24 hours)
~Public Safety 100% 100% 100% 100% 0%
(Connect-CTY, City web
site; issue immediately)




City festivals/ events 17 22 22 25 14%
eNews Releases 53 44 44 50 14%
oE-News Feature 24 44 44 50 14%
eE-News Side Note 10 11 11 15 36%
oCity Focus - NA 70 120 0%
E-newsletters --Weekly 22 52 52 52 0%

*Estimates as of April 20, 2011

With the redesign of the City website Sept. 10, 2010, approximately 28-30 hours a
month are spent on the website loading news releases, creating City Updates, creating
the Spotlight on the homepage, assisting other departments with weekly postings on
their pages, creating new pages for departments, assisting in monitoring and
responding to the Citizen Request Tracker, and reviewing and approving submitted
pages.

Key Challenges/Issues to Address:

Challenges of Expanding Communications:

e Videol/videographer for video content

e Time constraints: Single employee entity. 24/7/365 availability is particularly
challenging when tasks overlap and deadlines occur at or around the same time.
Expanding communication tools tax available resources.

Two Way Communications: Staff will continually evaluate effective means for receiving
comment and input of citizens.

0 Facebook: 3,627 fans and growing with increasing need for response.

o Twitter: Launched in September 2010 with the new website redesign. 83
followers.

o Citizen Request Tracker: Popular feature of the new website. 356 requests
logged to date with 157 of those being animal services (Code compliance is
the second most popular). Each citizen receives a response to their concern.

0 Blog/Forum: This tool is under development.

Future of Cable Public Access Channels:

e Juice vs. Squeeze issue; Swagit availability in place

e Charter
o Existing equipment obsolete; Digital conversion of equipment will be required
0 Low viewership

e AT&T Uverse
o0 Swagit relationship with AT&T existing




Communications
Five Year Plan
FY 2012 through FY 2016

Year 1 (FY 2011- 2012)

e Begin development of 10 free videos from CGl

e Obtain videographer for coverage of 4 Centennial events

e Develop evaluation tool for measuring effectiveness of existing and potential
communication tools

Year 2 (FY 2012- 2013)

Complete CGl videos

Create plan for city videographer with budget

Employ evaluation tool in development of future budgets
Begin development of citizen survey (last in 2003)

Year 3 (FY 2013- 2014)
e Submit videographer work plan and budget to City Council
e Conduct citizen survey

Year 4 (FY 2014-15) through Year 5 (FY 2015- 2016)

e Continually re-evaluate the up and coming media trends and recommend
additions/changes to Council

e Develop professional videos of our departments that show what employees do on a
daily basis for the citizenry and the businesses. Promote free learning opportunities
for everyone from children to adults.

Summary/Conclusion
In an ever changing environment, the City must continually strive to provide information
utilizing as many vehicles as necessary.

Television news and mainstream media continue to be the major source of news for
most people—though many now choose to get that information via the Internet or news
feeds. The City has been able to maintain and cultivate a positive relationship with the
local and Metroplex media by being available 24 hours a day, seven days a week and
working with the media on deadlines. With the cutbacks in the news industry (print, TV
and radio), it is even more important to provide background details to the media as soon
as possible in hopes of getting coverage in a limited market. With the new website
design, more and more information has been added so sometimes all it takes is sending
a link to provide the background information needed.

Staff will continue to evaluate all opportunities for communication and expand on efforts
in these areas in a way that (1) doesn’t negatively impact organizational efficiency, (2)
satisfies open records law, and (3) does not increase the city’s liabilities.
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CITY SECRETARY'S OFFICE
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Organizational Functional Chart March 2011

City Secretary’s

Office
(1411)

The City Secretary’s Office is the historian for the city and is the main resource for the citizens
seeking information. The CSO exists to allow the city’s departments to operate within the
boundaries of the City’s Charter and law. We take care of the documentation and process of

paperwork to meet the legal mandates.

Records City Council City Secretary Risk Cemetery
(1413) Services Services Management (8111)
(1412) (1411) (1411)
| |
Coordinates the Coordinates all Post all agendas, attends Receive and Oversee
codification of boards and all meetings of the City process all Cemetery Op-

City ordinances
Administer City’s
Records Pro-
gram including
retention, de-
struction.
Records Center
Coordinate all
Public Informa-
tion Requests
Optiview Soft-
ware administra-
tor

Maintain all the
official records of
the city

committees of
the Council in-
cluding meeting
agendas, min-
utes and appli-
cations
Coordinate all
the Ordinances,
Resolutions
and Proclama-
tions

Council and process and
keep accurate records of
the proceedings
Custodian of the City cor-
porate seal and attests
the Mayor's signature on
all official documents
Elections Administrator—
coordinate all elections
Issuance of certain per-
mits and licenses for vari-
ous operations within the
City of Burleson.

Posting and publication of
all legal notices
Coordinate all Notaries of
the city

claims against
the city includ-
ing lawsuits
Coordinate with
TML Risk Pool
all funding and
payments
Maintain all re-
cords of insur-
ance

erations - con-
tract with Lu-
cas Blessing
Maintain all
Burial Records
Receive Pay-
ments for
Cemetery ac-
tivities.
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City Secretary’s Office
Five Year Plan
FY 2011-12 through FY 2015-16

Departmental Purpose/Mission

The City Secretary’s Office mission is to support, facilitate and strengthen the
governmental processes of the City of Burleson by the historian of the city, providing
continuity as elected officials change, process governmental action to meet legal
mandates and implement the record policies of the city.

Departmental Structure

The City Secretary’s Office is under the direction of the City Secretary who is
appointed by the Council. There are four employees in the City Secretary’s Office: the
City Secretary, Deputy City Secretary, Records & Information Specialist and Sr.
Administrative Secretary. The divisions are City Secretary’s Services, City Council
Services, Records & Information Services, Risk Management and the Cemetery.

The City Secretary must be well versed in the Open Meetings Act, Public
Information Act and all Election Laws. The City Secretary is designated by ordinance
as the Public Information Coordinator and the Records Manager for the city. By
designation of both the City Council and the Burleson Independent School District
Board of Directors, the City Secretary is the Elections Administrator.

General functions:

e Assist the City Council in fulfilling its duties and responsibilities

e Give Legal Notice and keep the journal of the city council meetings and
proceedings

e Authenticate by the city secretary’s signature, record in full and index all
ordinances and resolutions providing for continuity of the city’s legislative actions
and serving as the historian for the city.

e Perform such other duties as the city manager assigns, as provide by city charter
and as established by state law.

e As the Public Information Coordinator primarily responsible for administering and
managing the City of Burleson’s duties under the Texas Public Information Act,
Chapter 552 of the Texas Government Code

e Improving the public access to municipal records and other information

e Manage and administer the city’s Records Program for all city records

e Conduct all elections for the City of Burleson by safeguarding and enriching the
process and encouraging the public’s participation

e Manage Risk Management for the city

e Oversee the Cemetery Services




Demand Indicators

The City Secretary’s office is successful when all council meetings, board meetings, elections,
charter provisions, risk management claims and records for all the city and cemetery are all
following the legal mandates of the State. The following are only key indicators and do not reflect
the day to day operations of answering the phone, email and handling citizens and council

schedules.

Division/ Operations: Demand Indicators:
Function: .
Actual Estimate Budget
FY 2010 FY 2011 FY 2012
City Secretary |Assure legal compliance for all open Notices & Agendas Posted
Services meetings by posting agendas & notices 203 197 200
Legal publications of ordinances, Notices published
contracts, bonds, bids and property 235 237 220
Administer Agenda process for council Agendas
regular, special and committee meetings |100 105 100
Administer Elections for City Council Staff time for each election
and School Board 258hrs 258 hrs 516 hrs
Administer Optiview software: users Optiview Users
support and set up 54 ‘80 ‘ 80
Administer Optiview software: Optiview Applications
applications creation and support 15 ‘20 ‘20
Records Administer City of Burleson Records Boxes transferred to Record Center
program: transfer of inactive records, 490 ‘ 500 ‘500
Administer City of Burleson Records Active Records indexed & filed
program: index & file active records 3350 ‘3 434 ‘ 3400
Administer City of Burleson Records Boxes destruction
program: index & file active records 836 ‘720 ‘800
Coordinate Records Center Boxes processed
1162 1220|1200
Coordinate all PublicInformation Request processed
Requests 560 625 600
Codification of City of Burleson Code of Staff time to codify book
Ordinances 24 ‘36 ‘ 36
City  Council | Coordinate all the City of Burleson Number of Appointments processed
Services Board/ Commission and Committees 120 120 125
appointments — 14 total
boards/commissions/committee
Maintain the City Council record of
proceedings including official minutes
Serve as the main point of contact for NIl @ AT A el
Staff & citizens requesting proclamations,
appearances and conferences
32 45 40




Risk Receive and process all claims against | Number of Claims
Management | the city; include TML Risk Pool [34 40 35
payments and record preservation.
Coordinate all lawsuits against the city. Number of Lawsuits
4 | 4 | 4
Staff Time @ 1.5fte
64 hrs ‘ 64 hrs ‘ 64 hrs
Cemetery Administer the Cemetery Operations | Staff Time
Contract with Lucas Blessing; including [ 4 hrs | 4 hrs | 4 hrs
receiving payments for activities and monthly monthly monthly
handling citizens calls
Keep all the official Cemetery Records Number of Records
4567 4601 4700

Key Challenges/Issues to Address:

Work Process Improvements and Key Issues

¢ Optivew - The implementation, training and assistance for Optiview is a key

challenge for our department. The CSO personnel handle all the end user
training, screen, module and user id set-up, data problems or issues the user is
having.

Records Center — The need for a New Records Center, that is compliant with
industry standards as far as shelving, climate control and space is a key issue to
address. Optiview will help to alleviate the immediate need for space but will not
affect the fact that the State Library new Record Retention schedule has been
modified to add more permanent records.

Communication and Information flow to the community

¢ Kiosk - Installing an interactive kiosk in the City Hall lobby to allow citizens to

perform any process they can through our website. The kiosk would provide
relief from lines and convenience to the citizens. All departments would benefit
and the possibility to add more at other locations would enhance the information
flow to the community. The kiosk would have a printer and also the ability to load
other information and short informational videos if needed.

Town Hall meetings - Creating quarterly Town Hall meetings and participating in
local festivals by having a booth with information and staff to answer questions
would present a bigger presence in the community.

Joint Training with other cities - A successful Joint Training with the cities of
Cleburne, Joshua and Burleson for Planning & Zoning and Council on the Open
Meetings and Public Information Act creating a starting to explore further similar
training.



Year 1 (FY 11-12)
e Implement Optiview through assistance of user and application setup for the
Municipal Court and Community Development

e Create city team for Festival Booths have presence of several city departments to aid
in community outreach and have city department create brochures to hand out

¢ Joint Training with the cities of Cleburne and Joshua — Hold the same joint training
session of Public Information Act and Open Meetings Act with Cleburne and Joshua
Councils and Planning & Zoning Commissions

Year 2 (FY 12-13)
e Implement Optiview through assistance of user and application setup for the Public
Works and Engineering

e Town Hall meetings - Creating quarterly Town Hall meetings

e Interactive Kiosks throughout city facilities to allow convenience and more
accessibility to citizens
0 Create Kiosk Team to help create RFP for Kiosk at City Hall
o Complete the process of the RFP with award to best vendor
0 Turnkey installation of Kiosk at City Hall

e Joint Training with the cities of Cleburne and Joshua — Continue joint training and
meet with City Secretaries from Cleburne and Joshua to expand the training sessions
available and discuss possible participation of other cities.

Year 3 (FY 13-14)
e Implement Optiview through assistance of user and application setup for the
Neighborhood Services, City Manager’s Office and Parks & Recreation

¢ Joint Training with the cities of Cleburne and Joshua —Implement expanded training
sessions available

¢ Interactive Kiosks begin to track usage of kiosk at city hall for use in considering
expanding program.

Year 4 (FY 14-15)
e Implement Optiview through assistance of user and application setup for the
Communications, Library, and Golf Course

e Reassemble Kiosk Team to evaluate usage and need for Kiosk at other city facilities
o0 Create list of city facilities to use the kiosks
o Create RFP for Kiosk at other city facilities



e New Records Center —
o RIM/CRM professional to evaluate city’s records and space
0 Report on the findings and create specifications for Records Center
o Formulate plan to implement recommendation for current city records practices

Year 5 (FY 15-16)
e Complete the process of the RFP awarding to the best vendor and turnkey installation
of Kiosk at other city facilities.

e Implement Optiview through assistance of user and application setup for the Police
and Fire departments.

e New Records Center —
o0 Cost analysis of using existing building or new construction for Record Center
o Create move plan for city records to the new facility.

Summary/Conclusion

The City Secretary’s Office is the main resource for the citizens seeking information.
We are unique in the fact that as the records keeper for the City we touch every
department in the city as well as citizens, boards, commissions and the Council. The
CSO exists to allow the city’s departments to operate within the boundaries of the City’s
Charter and law. We take care of the documentation and process of paperwork to meet
the legal mandates.




This Page Intentionally Left Blank



MUNICIPAL COURT




This Page Intentionally Left Blank



Organizational Functional Chart March 2011

Municipal Court Services
(1414)

The function of the Municipal Court Service is to process citations and complaints timely and accu-
rate, efficient docketing of cases for adjudication, collection of assessed fines and fees, and courte-
ous response to requests for information from the public in the City of Burleson.

Warrant Deputy Court Teen Court
Division Clerks
Process citations and complaints Process citation and complaints Serves the best interest of the
timely and accurate, and collection timely and accurate in the City of community’s youth by:
of fines and fees in the City of Burleson by: e Providing an opportunity to as-
Burleson by: » Prepping court docket and as- sume responsibility for their
» Preparing all past due cases sisting judge during court behavior
for warrant e Collecting assessed fines and e Seeking to deter young people
e Providing and receiving pay- fees associated with case from committing future unlaw-
ment plan information o Commitment, integrity and ful acts
e Serving warrants in Johnson dedicated efforts to strive for e Sentencing to constructive ser-
and Tarrant counties excellent customer service vice to the community
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Municipal Court
Department Overview
FY 2012

Purpose/Mission

Municipal Court Administration serves as the administrative arm of the Municipal Court
of the City of Burleson. Court Administration provides the forum for the disposition of all
citations and complaints arising from violations. Administrative functions include timely
and accurate processing of citations and complaints, courteous response to requests for
information from the public, responsible collection of assessed fines and fees, and
efficient docketing of cases for adjudication. It incorporates three areas of service,

infraction processing, criminal processing and administration.

Structure
As a team, the Municipal Court is directed by Constance White, Director of Court
Services. The Municipal Court consists of a total of eight employees. The operating

divisions include:
Director of Court Services Oversee all functions relating to the Municipal Court.

Asst Director of Court Services Assist with daily functions of the court. Oversee daily
activities and assist with questions as it relates to

customer service.

Teen Court Coordinator Facilitate the Teen Court process and functions as it

relates to juvenile cases.

Warrant/Collection Clerk Process warrants and maintains effective

recordkeeping as it relates to collections

Deputy Court Clerk (2) Assist customers with options and information as it

relates to Class C violations



City Marshal (2) Primary function is to serve Class C Misdemeanor

warrants and provide security to the Municipal Court

Demand Indicators

Our goal is to maximize operational efficiency while minimizing city costs. These functions
include but are not limited to accounting, time pay plans, warrant processing, data entry,
case flow management, jury management, records retention and public education and

awareness.

Citations

The Municipal Court receives citations for processing from the Burleson Police
Department, Code Enforcement, Animal Services and Citizens On Patrol (COP).
These citations are processed timely according to the guidelines that have been
set by the department’s Standard Operating Procedures and guidelines set by the

State of Texas.

Staff

Provide a courteous and impartial atmosphere for all participants to promote public
trust and confidence in the judiciary and promote employee excellence. This will be
completed by cross training employees and sending personnel to at least one court
professional education and skill development program each year. The continuing
education will be in conjunction with the Texas Municipal Courts Education Center
(TMCEC), Texas Court Clerks Association (TCCA) and the Texas Municipal Courts
Association (TMCA).

Court Proceedings

The number of hearings it takes to dispose of a case is an efficiency measure
coupled with quality of justice. The public wants to be heard in a timely manner,
therefore, there needs to be adequate time allotted for hearings. By requiring the
judge to be present at all hearings, we are providing the citizens with full access to

reach agreements at every hearing.



Court proceedings range from Preliminary Hearings, Pre-trial Conferences w/
Attorneys and Pre-trial Conferences for Pro Se Defendants, Bench and Jury Trials

and Teen Court Sentencing Hearings.

DEMAND 2009-2010 | 2010-2011 | 2010-2011 |H 2011-2012

INDICATORS ACTUAL BUDGET ESTIMATE | BUDGET
Cases Filed 11,635 10,000 10,000 9,500
Jury Trials Held 18 20 25 30
Non-Jury Trials 25 30 30 25
Preliminary Hearings 6,445 5,500 4,000 3,500
Warrants Issued 3,944 3,500 3,500 3,500
Cases Completed 12,349 11,000 10,000 10,000
Fines Collected 1,556,977 1,100,000 1,100,000 900,000
Clerks In Certification |2 4 4 6
Program
Dismissed — Deferred 2,662 2,000 2,000 1,800
Dismissed — DSC 475 350 350 300
Dismissed — Insurance 984 700 600 600
Teen Court Session 10 25 29 32

Key Challenges/Issues to Address

Facilities

The court currently shares a courtroom with the Justice of the Peace, Precinct 2.
The agreement with the County allows the Burleson Municipal Court to have court
only one day per week. The Burleson Teen Court not only utilizes the courtroom,
but also the Community Room. At the present time Johnson County is not requiring
any amendments to our current lease for using the additional space. The court
currently has limited space to store records and supplies. The court is in need of
additional space for meetings, jury deliberation rooms, space to house potential

jurors and separate areas for defendants and victims.

With the increase in requests for court hearings, it is necessary to add dockets to
the courts calendar. This increase creates a challenge in scheduling due to only

having access to the courtroom in the sub courthouse only on Thursdays.



Additionally, the sub courthouse has parking limitations on days when dockets
become crowded. The court has increased the usage of the council chambers at
City Hall to use every third Wednesday of the month. This provides better
parking access, better space for jury deliberations, conferences with judge, etc.,
and better recording technology for court of record, however, this creates
scheduling challenges with other departments that also utilize the City Hall
council chambers and conference rooms for meetings and training, and creates
logistical problems in transporting case files, etc., from the Municipal Court office
in the sub courthouse to City Hall.

Due to the increase of Teen Court referrals, the court will begin to utilize the
courtroom at Centennial High School. Burleson Independent School District has
agreed to allow the court to use the courtroom not only during the school year but
also during the summer months. Although this will allow for additional space, it
also has its challenges. (Security, transportation of files, confusion regarding

where cases are being heard.)

Equipment/Technology

The municipal court is looking to move closer to a “paperlite” court, by storing our
data electronically. Though scanning current documents will be labor intensive to
get up-to-date, the amount of time staff spends filing documents and retrieving
files is tremendous. By scanning and storing documents electronically, access to

court records for the public and court users becomes instantaneous.

With the implementation of a “paperlite” court, it will be necessary to purchase
the appropriate scanners and dual monitors. The scanners will need to have the
ability to scan driver licenses into OptiView. The necessity of the dual monitors
will allow the court staff to view documents and continue to process cases

simultaneously.



Municipal Court
Five Year Plan
FY 2012 through FY 2016

Year 1 (FY 2011- 2012)

e Implementation of OptiView / partner with City Secretary’s Office

e Evaluate the possibility of security cameras within the court secured area and
public area

e Partner with the Burleson Police Department for possible implementation of e-
citations

e Establish Juvenile Judge for processing of increase in juvenile citations/dockets

e Review of lease with Johnson County / undertake study to identify alternative for

Municipal Court space.

Year 2 (FY 2012- 2013)

e Complete study and identify alternative(s) to relocate Municipal Court.
e Additional court docket during the evening to accommodate the court calendar

and allow flexibility for defendants requesting court dates

Year 3 (FY 2013- 2014)

e Implement the anticipated relocation of Municipal Court based on completed

space study.

Year 4 (FY 2014- 2015)

e Evaluate necessity for Bailiff for court hearings and security for Teen Court /
Funds used by Court Security

Year 5 (FY 2015- 2016)

e Implement Bailiff for court hearings/Teen Court

Summary/Conclusion

The Court Administration team continues to be a strong department with dedicated,



hard-working, and knowledgeable employees. Organization is one of our strengths as
we monitor the workload and adjust staffing resources to accommodate those areas
that become challenged. The checks and balances in place, high performance
expectation levels, written and enforced policies and procedures combined enable us to
maintain the integrity of our staff, processes, and the entire Court as a whole.
Teamwork and the value of unity are demonstrated daily as we accomplish goals and
overcome obstacles. This doesn’t come easily though. It is our goal to meet the needs
of the public through accessibility, accountability, visibility and quality customer service,
while protecting the rights of the victims, witnesses, citizens of Burleson and accused.

Our external customers expect us to be fair, respectful, responsive, 100% accurate and
of course, professional. We accomplish this by training employees to be knowledgeable
in both state and local laws, internal judicial procedures, as well as customer service
techniques and skills taught by both internal and external resources. Staying abreast of
court technology and implementing such, aids us in achieving our responsiveness,

effectiveness and overall efficiency in servicing our customers.

Our internal customers expect relatively the same and they are considered as important
as our external customers. We achieve our goals for excellence in customer service for
both by maintaining a calm objectivity and “warming” it by putting ourselves in their
shoes for a moment and remembering how we would want to be served if in that same

situation.

Court Administration employees are the core of this department and are truly an asset.
Their commitment to excellence and working as a team enable us together to make it all

happen, successfully.



LIBRARY




This Page Intentionally Left Blank



Organizational Functional Chart June 2011

Library

Department
(1611)

The function of the Burleson Public Library is to serve as an accredited public library
providing materials and services to allow residents to obtain information meeting
their personal, educational, cultural and professional needs.

Library Library
Public Support
Services Services

Build/maintain a relevant collection of library materials
Provide 52 public service hours weekly

Assist library customers with research, reference and
informational needs

Provide Internet and database access to customers
Assist customers with new technologies

Proctor tests for distance learning programs

Offer community referral services

Assist customers with readers advisory services
Develop and presents programs of interest to the com-
munity

Provide meeting/study rooms

Provide Interlibrary Loan services

Serves as an official public access agency for civic and
community information

Cooperate with other educational area agencies

Circulate Library materials to customers

Check Library materials in when returned

Maintain customer records

Assist customers in locating Library materials

Maintain Library collections in proper order for customer
access

Answer telephones

Issue and maintain customer Library cards

Collect and account for fines and fees

Process incoming Library materials/requests from other li-
braries

Prepare and mail (e-mailing) circulation notices

Collect and provide Library statistics

Prepare new Library materials for customer use
Prepare Library materials for repair and bindery

Assist Public Services staff when necessary




This Page Intentionally Left Blank



Library
Department Overview
FY 2012

Purpose/Mission

The Burleson Public Library serves as a vital community center providing materials and
services to help community residents obtain information meeting their personal,

educational, cultural and professional needs.

The Burleson Public Library is a Texas State Library and Archives Commission
(TSLAC) accredited public library and is a public service-based department of the City
of Burleson, Texas, designed to provide library materials, programs, and services to
enhance the educational, informational, recreational, and civic life of the residents of the
larger community. In conjunction with other community libraries, it serves as a part of a
network of libraries insuring that the library service needs of Tarrant and Johnson
Counties are being met. The Library develops resources, information/reference
services, and programs of interest to all age groups and works with the City
Administration and all City departments to enhance opportunities available to all

citizens.

Structure
The Library Department is directed by Rodney Bland and is staffed by 10.5 FTEs,
consisting of 6 full-time and 8 part-time employees.

Full-time positions include:

(1) Library Director

(1) Public Services Librarian Supervisor
(1) Library Support Services Supervisor
(1) Reference Public Service Librarian
(1) Teen Public Services Librarian

(1) Children’s Services Coordinator

Part-time positions include:

(.5) Reference Public Service Librarian
(.5) Library Aide II
(3.5) Library Aide |



Demand Indicators

2010-2011/
Demand 2009-2010 | 2010-2011 |2010-2011 2011-2012 2011-2012
Indicators Actual Budget Estimate* Budget Change

Materials Collection 65,849 65,500 65,500 65,832 1%
Size
Li.b.rary Customer 179,684 164,769 164,769 168,889 3%
Visits
Customers accessing 29645 28,084 28,084 28,506 2%
PCs
Materials Circulation 426,157 441,199 441,199 443,000 0%
Reference/Research 33,560 31,480 31,480 30,535 -3%
Assistance
Program Attendance 11,253 13,682 13,682 13,894 2%
Library Web-Site Visits 71,538 75,422 75,422 77,106 2%

*Estimates as of April 21, 2011

Key Challenges/Issues to Address

Library is open 54 public service hours weekly

Library maintains public library accreditation through the Texas State Library and
Archives Commission by adhering to the basic levels of the Texas Public Library
Standards and to the Maintenance of Effort required by the State Library

Library staff must maintain a relevant, timely collection of materials and access to
electronic resources

State/federal grant funds are likely to be reduced or no longer available

Regional library systems have been weakened and may be eliminated
Introduction of new technologies requires that Library staff be familiar with the
technologies and their impact on library services

Current economic climate has impacted library services and programs



Library
Five Year Plan
FY 2012 through FY 2016

Goals to be addressed in 5-year plan:

e Provide, evaluate, and promote library services, programs, and materials.

e Cultivate community partnerships in order to collaborate on providing library
users with life relevant programs, services and collections.

e Provide Library customers a positive customer service experience.

Year 1 (FY 2011- 2012)

e Compare Burleson Public Library current service levels, programs,
collections and facility to the Texas Public Library Standards (2004) as
developed by the Texas Library Association meeting the basic (minimal)
level in all categories and formulating strategies to meet the
requirements for the comprehensive (highest) level.

e Develop and implement an area-wide public relations campaign in order
to raise citizen awareness of the services and programs provided by the
Library to include a year-long library card sign-up program to increase
the numbers of library cards held by Burleson residents.

e Apply for grant funds from various sources in order to introduce new
technologies to Library customers.

e Evaluate collection development outcomes and impact on the average
age of items held in the Library collection and the annual number of
circulations per item to measure collection development effectiveness.

e Contact and establish working relationships with 3 new potential
community partners from the following community sectors: non-profit
organizations, governmental agencies, educational agencies, civic clubs
and organizations, local businesses.

e Explore cooperative/joint ventures with other libraries (public, school,
academic, private) through the North Texas Library Partners,
MetrOPAC, and the Texas State Library to provide new or expanded
library service opportunities.

e Establish a regular annual meeting schedule with representatives from
Texas Wesleyan University at Burleson, Hill College @ Burleson, and
Hill College Library — Cleburne Campus.



Expand current joint programming efforts with other City Departments.

Conduct in-house customer service satisfaction survey to determine
current satisfaction levels in order to create a plan to address any areas
that are mentioned by library customers.

Establish two staff in-service training days to facilitate library staff
training on related topics as a team.

Evaluate library staffing levels, number of customer service hours, and
customer usage patterns, in order to assign appropriate staffing
formulas to provide best customer service practices.

Provide training opportunities for library staff that focus on best
customer relations and customer service classes.

Year 2 (FY 2012- 2013)

Compare current service levels, programs, collections and facility (prior
fiscal year’s results) to Texas Public Library Standards to track and report
outcomes to City Administration and City Council.

Analyze public relations campaign and its effectiveness on library card
registration in order to determine future public relations efforts.

Develop and conduct a community survey to determine which library
services, programs, materials, and facility are relevant to Burleson
residents and to identify underserved populations in order to formulate a
strategic service plan for the Library Department.

Apply for grant funding and identify possible new sources of funding in
order to introduce new technologies/services to Library customers.

Evaluate collection development outcomes and impact on average age of
items held in the Library collection and the annual number of circulations
per item in order to measure collection development effectiveness.

Contact Burleson Independent School District (BISD) administrative
officials to establish additional lines of communication and cooperation.

Establish regular programs/information meetings with area home-school
groups in order to obtain input on providing optimum services.



Continue to hold regular meetings with representatives from Texas
Wesleyan University at Burleson, Hill College @ Burleson, and Hill
College Library — Cleburne Campus.

Investigate feasibility of City Council expanding membership on the
Burleson Public Library Advisory Board to include a representative from
each of the following: BISD, home-school groups, Hill College/Texas
Wesleyan University at Burleson, in order to provide additional
community input.

Provide training opportunities for library staff that focus on best customer
relations and customer service classes.

Evaluate library staffing levels, number of customer service hours, and
customer usage patterns, in order to assign appropriate staffing formulas
to provide best customer service practices.

Year 3 (FY 2013- 2014)

Compare current service levels, programs, collections and facility (prior
fiscal year’s results) to Texas Public Library Standards to track and report
outcomes to City Administration and City Council.

Apply for grant funds from various sources in order to introduce new or
enhanced/expanded technologies to Library customers.

Evaluate collection development outcomes and impact on the average
age of items held in the Library collection and the annual number of
circulations per item to measure collection development effectiveness.

Develop two new speakers programs that can be delivered to community
service organizations and civic groups in order to establish or enhance
lines of communication.

Continue to hold regular meetings with representatives from Texas
Wesleyan University at Burleson, Hill College @ Burleson, and Hill
College Library — Cleburne Campus.

Conduct survey of Burleson Public Library “community partners” in order
to evaluate the effectiveness of the partnerships and to determine new
avenues of cooperation.

Provide training opportunities for library staff that focus on best customer
relations and customer service classes.



Evaluate library staffing levels, number of customer service hours, and
customer usage patterns, in order to assign appropriate staffing formulas
to provide best customer service practices.

Conduct the second in-house customer service satisfaction survey to
determine current satisfaction levels in order to create a plan to address
any areas that are mentioned by library customers.

Year 4 (FY 2014- 2015)

Compare current service levels, programs, collections and facility (prior
fiscal year's results) to Texas Public Library Standards to track and
report outcomes to City Administration and City Council.

Apply for grant funds from various sources in order to introduce new or
enhanced/expanded technologies to Library customers.

Evaluate collection development outcomes and impact on the average
age of items held in the Library collection and the annual number of
circulations per item to measure collection development effectiveness.

Conduct second area-wide public relations library campaign to raise
citizen awareness of the services and programs provided by the Library
to include a library card sign-up program in the local schools in order to
increase number of library cards held by Burleson area children.

Continue to hold regular meetings with representatives from Texas
Wesleyan University at Burleson, Hill College @ Burleson, and Hill
College Library — Cleburne Campus.

Conduct BPL “Open House” in which Library partners can present
programs, displays, have information booths to provide library
customers and potential customers with current community information.

Provide training opportunities for library staff that focus on best
customer relations and customer service classes.

Evaluate library staffing levels, number of customer service hours, and
customer usage patterns, in order to assign appropriate staffing
formulas to provide best customer service practices.

Commission an independent “customer service satisfaction” audit to
determine the effectiveness of staff training and customer service
classes offered staff on best customer service practices.

8



Year 5 (FY 2015- 2016)

Compare current service levels, programs, collections and facility (prior
fiscal year's results) to Texas Public Library Standards to track and
report outcomes to City Administration and City Council.

Apply for grant funds from various sources in order to introduce new or
enhanced/expanded technologies to Library customers.

Evaluate collection development outcomes and impact on the average
age of items held in the Library collection and the annual number of
circulations per item to measure collection development effectiveness.

Continue to hold regular meetings with representatives from Texas
Wesleyan University at Burleson, Hill College @ Burleson, and Hill
College Library — Cleburne Campus.

Expand current joint programming efforts with other City Departments.

Create on-line partnership directory with links to the Library’s “partner’s”
home page and information.

Provide training opportunities for library staff that focus on best
customer relations and customer service classes.

Evaluate library staffing levels, number of customer service hours, and
customer usage patterns, in order to assign appropriate staffing
formulas to provide best customer service practices.
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Organizational Functional Chart

Finance

Department
(2011, 2012, 2013 &
2014)
|

June 2011

The function of the Finance Department is to improve the quality of life in the City of
Burleson by providing timely, accurate, clear and complete information and support
to other City departments, citizens, and the community at large.

Accounting &
Budget Division
(2011)

Purchasing
Services
Division

(2014)

Support Services
Division
(2013)

Maintains governmental accounting sys-

tem that presents accurately, and with full

disclosure, the City’s financial operations.

o Safeguard the City’s assets by princi-
ples of maximizing available revenue,
controlling costs, and managing the
City’s investment principal.

o Direct and oversee the City’s financial
accountability and ensuring the re-
sponsible use of the City’s funds.

e Provide accounting system and
budget training for City’s personnel;

e Develop and provide financial and
budgetary data for management deci-
sions.

Promote and maintain purchasing practices

in accordance with state statutes and City
ordinances.

Obtain needed supplies and services at
favorable prices without compromising
suitability, quality and reliable vendor
performance;

Promote system of material simplifica-
tion and standardization throughout the
City so that better material at minimum
cost may be secured for municipal op-
erations.

Generate fair and open competition
among all responsible vendors, and
seek out new vendors as sources of

supply.

Provide assistance to the general
public at City Hall and on the tele-
phone while supporting City staff
with receptionist services and mail
room functions.

Tax Division
(2012)

Efficiently appraise taxable prop-
erties and collect appropriate
property taxes.
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Finance
Department Overview
FY 2012

Purpose/Mission

The Finance Department is the administrative arm of the City’s financial operation. The
department is responsible for fiscal management, accounting, tax collection,
purchasing, and investment management. The department is responsible for
maintaining a governmental accounting system that presents accurately, and with full
disclosure, the financial operations of the funds of the City in conformity with Generally
Accepted Accounting Principals. Combined with budgetary data and controls, this

information provides a means for the citizen to evaluate the expenditure of public funds.

Structure
The department is directed by Rhett Clark and consists of 12 employees in the following
operating divisions:
Finance — Provides accounting, accounts payable, payroll, and budgetary
services.
Tax Collection — Provides appraisal and tax collection services.
Support Services — Provides switchboard, mailroom, and copy center services.

Purchasing — Provides procurement related services.



Demand Indicators

Finance:
2010-2011/
DEMAND 2009-2010 2010-2011 2010-2011 2011-2012 2011-2012
INDICATORS ACTUAL BUDGET ESTIMATE* BUDGET CHANGE
L Annual Financial Reports 1 1 1 1 0%
. . 0,
2 Monthly Financial Summary 12 12 12 12 0%
. 0,
3 Monthly Operations Reports 12 12 12 12 0%
4. Certificate of Achievement 1 1 1 1 0%
5. Distinguished Budget Award 1 1 1 1 0%
Monthly Closing/5 Working
6.  Days 0.92 0.92 0.92 0.92 0%
Monthly Operations Reports
Distributed Within Five Working
7. Days 1 1 1 1 0%
Purchasing:
2010-2011/
DEMAND 2009-2010 2010-2011 2010-2011 2011-2012 2011-2012
INDICATORS ACTUAL BUDGET ESTIMATE* BUDGET CHANGE
Formal Quotes, Proposals,
Bids. 36 40 32 32 20%
Contract renewals. 7 9 11 12 -22%
PO's Issued (will decrease in
future fiscal years due to Pcard
Usage.) 2,113 2,000 1,800 2000 10%
Daily collaboration with departmental users.* 7 10 12 -43%
Site visits. 1 2 1 0 50%
Daily vendor contacts.* 6 4 6 33%
Weekly contact with Legislative
Liaison 0 0 16
Weekly review of Pcard 52 52 52 0%
transactions.
Vendors registered to do 238 300 378 453 -26%
business with the City.
*estimate




Support Services:

DEMAND 2009-2010 2010-2011 2010-2011 2011-2012 22%11‘122%1112’
INDICATORS ACTUAL BUDGET ESTIMATE* BUDGET oH /;N oF

Daily mail distribution. 253 253 0.00%

. . 145 80 0.00%
Avg dalily calls answered by reception.
(change due to new VolP telephone system.)

0,

Walk-ins to City Hall and greeted by reception. %0 %0 0.00%
Prepare Payroll for distribution bi-weekly. 26 26 0.00%
Prepare AP for distribution
weekly. 52 52 0.00%

Key Challenges/Issues to Address

Growth in the number and complexity of financial transactions — This has
been the driving issue for the Finance Department for several years.
e As the City grows, more employees doing more things generate more
transactions to be processed by Finance.
e New laws, regulations, initiatives (TIF’'s, ED agreements, BOF) add
complexity.
e We think that over the next five years, our continuing education efforts will
result in a more knowledgeable customer and more efficient process,
allowing us to provide the same service with the same number of employees

even with an increased processing load.

Innovation and improvement — The Finance Department seeks constantly
improve the level of service provided to our customer departments and find ways to
cut costs.
- The Finance Department will continue through our partnership with
Human Resources to develop and present training programs to increase
the effective and efficient utilization of our systems and policies.

o Reduces number of errors in transactions



(0]

Increases efficiency of process as customer departments are more
confident and knowledgeable — requiring less assistance, and

reducing Finance Department time spent reviewing and correcting

e The Support Services Division will replace our current high-volume copiers

with a single, more flexible machine that could provide for the in-house

production of most of the City’s printed materials.

(0]

(0]

Estimated annual savings of $19,000 per year

Would offer convenience and responsiveness to City departments,
allowing staff to meet the needs of citizens in the most effective
way possible.

City would have control over priority, cost, security and personal

service of its own printing.



Finance
Five Year Plan
FY 2012 through FY 2016

Year 1 (FY 2011- 2012)

Implementation of the Support Services print shop. This will create savings in other

departments that will offset any additional costs. Begin implementation of lean

management processes at departmental level.

Year 2 (FY 2012- 2013)
There are no major initiatives planned for this fiscal year. Expectation is that any

increases in demand for services will be met through efficiency improvements.

Year 3 (FY 2013- 2014)
There are no major initiatives planned for this fiscal year. Expectation is that any

increases in demand for services will be met through efficiency improvements.

Year 4 (FY 2014- 2015)
There are no major initiatives planned for this fiscal year. Expectation is that any

increases in demand for services will be met through efficiency improvements.

Year 5 (FY 2015- 2016)
There are no major initiatives planned for this fiscal year. Expectation is that any

increases in demand for services will be met through efficiency improvements.
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Organizational Functional Chart

Police

Department
(3011)

June 2011

The Burleson Police Department is committed to protect the lives, property, and rights of all. We
will enforce all laws impartially while maintaining the highest degree of ethical behavior and pro-
fessional conduct. We will strive to be part of the community that has empowered us to serve.

Administrative
Services

Communications

Criminal Investigations Section
Property and Evidence

Records Section

Recruitment and Hiring
Johnson County Special Crimes
Task Force detectives
Departmental Budgeting and Fi-
nance

Operations

Professional
Standards

Patrol

Bicycle Unit

Citizens Police Academy
Citizens on Patrol
Community Resource Officers
Crisis Negotiation

Explorers

Honor Guard

SWAT

Traffic

Holding facility

Intoxilyzer operations
Ride-A-Long program

Fleet and radio maintenance
Homeland Security.

Accreditation

Bicycle Registration

Crime Stoppers

D.A.R.E.

Department’s Information Tech-
nology

Policy and procedure develop-
ment

Department Training

Internal Affairs

Intersection Safety (red light cam-
era enforcement)

School Resource Officer

Teddy Bear Program

Vacation home check letters
Victim Assistance

Public Information
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Police
Department Overview
FY 2012

Purpose/Mission
The Burleson Police Department is committed to protect the lives, property and rights of

all. We will enforce all laws impartially while maintaining the highest degree of ethical
behavior and professional conduct. We will strive to continue to build our partnership

with the community that has empowered us to serve.

Structure
The Chief's office consists of the Chief who oversees all operations of the police

department and a Senior Administrative Secretary. The Burleson Police Departmen