
Form 1

DEPARTMENT SUMMARY
FORMTOWN OF MILLIS

FISCALYEAR2OlS BUDGET

DIVISION:10DEPART IENT: TOWN CLERK

BRIEF OVERVIEWSUMMARY OF REQUESTS:

I am proposing addltlonal hours in two of the three current positions for an

additional cost of $72,150 (no additional health insurance requirod).

The office needs two full-time trained professional staff and one part-time Dept, AEst, ll.

I am proposing changing the Town Clerk position to a full-time salaried elected
position and increasing the Assistant Town Clerk's hours from 35 to 40 hours per week.

See Form #8.



TOWN OF MILLIS
FISCAL YEAR 2OI8 BUDGET

FORM #2
BUDGET NARRATIVE'

DEPARTMENT: TOWN CLERK DIVISION: l0
DESCRIPTION OF FUNCTION OR ACTIVITY
Please describe the overall mission or purpose of your deparlment.
The Town Clerk's Office has many Functlons:

Register voters, maintain voting lists,
lssue dog licenses, maintain lists of dog o ,ners, license dog kennels
lssue Business Certificates, maintain list of business owners
Perform and input data for Annual To! rn Census
Preserve vital records: births, marriages, deaths, and other historical town records
lssue marriage licenses in accordance wilh state law
Run all elections, state and local, and Town Meetings
Take minutes of Town meetings and keep minutes of all other departments' meetings
Provide certified copies of vital records, Planning Board and Zoning Board decisions
Keep Selectmen's Storm Water management information available to public

Accept applications for Zoning Board and Planning Board and file their decisions and plans

lnformation resource for other communities and the general public.

-TATEMENT 

oF SPEND|NG HtcHLtcHTS FoR FtscAL 2018
Describe your goals and initialives for the upcoming Fiscal Year and how these translate to expenses.
We need mot€ staft hours. This office is understaffed. We are dePendent on volunteers to tty
to get normal tuncaions ol the ollice done and to be open regular houEi. lt is not enough.

I am proposlng additlonal hours in two of the thr* cunent Positions for an
additional cost of $72,150 (no additional health insuance required).

The olfice needs two fult-time trained profssional stalf and one Part-Ame DepL Asst" .

I am proposlng changing the Town Cbrt position to a tull-time saldded elected
position and lncreasins the Asslstant Town Cbfts hours from 35 to 40 hours per we*.
FUNOING PLAN
Please provide information regarding the user fees your department charges and olher
revenue, other than the General Fund, through which your department is funded.

We collect many fees for dog licenses, copies of vital recotds, resident listings and voter lists,
zoning and generat by-taws, and issuing business cert frbafes, and marriage licenses, butatl
fees collected go into the General Fund.

PERFORMANCE ACCOMPLISHMENTS
Please provide statistics and/or information regarding the level of services, workload, efficiency,

as well as achievement measures.

Our present staff ts efticient, but with all the new reporting and record keePing requirements and
new election regulations that the state and federal governments keep giving us, we are
dependent on volunteers in order to function during certain Periods ol the year, pafticularly
January through June, arcund elections and town meetings and whenever somaone is on
vacation or sick. Even so, there is often only one Person in the oflice, which makes for constant
interruptions at the counter or on the phone and a consequent decrease in efficiency,
ln addition, the office is often closed if one person is sick or on vacation.
I have been asking for yearc for additional hours. We arc now talling behind with
record keeping, titing and many other requirements.

' Attach additional sheets as necessary
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GENERAT FUND

* I ITOT4N OF MILLrSi.rFISCAI YEAR 2018 BI.,DGE"[ REOUESTS
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DEPARTHEM
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TOWN CLERK SAIJARY

SAI,ARI ES

0116151 51O2OO SALARY DEPARTMENT HEAD
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GENERAL FI'ND
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TOWN CLERI( EXPENSE

EXPENSES
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BOOK BINDING

SUPPLTES & EXPENSBS

POSTAGE

DUES & SUBSCRIPTTONS

EOUI PMENI

EOUIPMEMT REPAIRS & SUPPI,IES

TOTAL TOWN CLBR( EXPENSE
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JUSTIFICATION & SUPPORTING DETAILFISCAL YEAR 2018 BUDGET
OF MILLIS

BUOGET#DtVtStON#10DEPARTMENT: TOWN CLERK
BUDGET
REQUESTCODE DESCRIPTION

540150

540400

540450

540700

540850

supplles E Expsnso3 (+$180 over last ysar)

Postago (+t20 over last Year)

Duos & Subsciiptions (same as last year)

Equipmont Repai13 & Supplies (same as last year)

TOTAL:

Comment: Total increase of 9200 due to increased costs of postage and
supplies.

2,225.00

,,800.00

450.00

700.00

500.00

5,775.

775.00

Book Binding (samo as last year)
(includas town reports)



FISCAL YEAR 2018 BUDGET
MILLIS #5

DEPARTMENT: TOWN CLERK DIVISION: 10

CODE OESCRIPTION UNITS
VALUE OF

TRADE
NEWOR

REPLACE REQUEST
UDGET

None at this Ume.

0



(
119t2017 612 pM (

011615, - TowN CLERK
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FY2018 Payrolt Budget Calculation Worksheet
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TOWN OF MILLIS
FISCAL YEAR 20.18 BUDGET

FORM #7
CAPITAL BUDGET AND MISCELLANEOUS REQUESTS

DEPARTMENT: TOWN CLERK
DIVISION: 10
REQUEST PRIORITY #:

PROJECTTITLE: None at this time.

LOCATION:
JUSTIFICATION FOR PROJECT: (please attach copies of reports, master plans, or supporting documentation)

PROJECTED START DATE:
ESTIMATED USEFUL LIFE:
COST:

A. DESIGN
B. LAND ACOUISITION
C. CONSTRUCTION
D. INSPECTION
E. EQUIPMENT
TOTAL

E THERE ANY FORMS OF REIMBURSEM ENT FOR THE PROJECT?

IS THE PROJECT REVENUE PRODUCI NG, OR MAY OTH ER FORMS OF REVENUE, OTHER

THAN TAXATION, FUND THE PROJECT?

EXFECTEoTNNUAL oPERArloN & MAINTENANcE COSTS

WILL THE PROJECT REMOVE PROPERTY FROM THE TAX LIST?



FISCAL YEAR 2018 BUOGET
TOWN OF MILLIS

ABOVE LEVEL SERVICE OPERATING BUDGET REOUEST

FORM #8

DEPARTM ENT: TOWN CLERK
DIVISION: 10
REQUEST PRIORITY #: 1

PROJECT/SERVICETITL E: Additional hours in two of the three cunent positions.
Town clerk to be a 40 hr^^rk salaried position, the Ass't rown clerk to be a 40 hrvk hourly position , and

Depl. Ass't ll to remain a 20 hrhvk hourly position. proposed additionat cost is $72,.150.00.
LOCATION: Town Cle*'s Office
JUSTIFICATION FOR PROJECT: (please attach coples of reports, master ptans, or supporling documentation)

This oflice needs two tull-ttme trained professionat staft and one pa,7-time DepL AssL !1.
I am proposing changing the Town Cle* position to a full-time sataried electad position and incrcasing
the Assistant Town C/cffs hou,,s from 35 to iO hours per week,
Both these people need to altend training every year to keep up with new regulations
and we have been unable to do this.

we also have to otten be open mote houts than the "nomal- office hours due to state mandate.t
(otten must be open unfrl 5 pm or E pm).

Union members til€,d a gievance against me this past Fall when I used a ftexible schedute to t y and gel
some of the worl( done in tlme for the Novembet Election. we need at least one full-time pers;n
in the offtce who ls not sublect to Ltnion regulations.

been requasting additional hours of stafting tn the oftice for the last 5
This would nol be enough.

We are dependent on an increasing number of
volunleers to tryt and get normal functions of the office done and to be open regular hours.
I do not Uink it is a good policy tot this oftice to be so dqpendent on volunteers,
This otflce is often the first contact people have with the town due to lts location ln lhe

and because the telephone oPerator usually serds callers who kno
whal oflice they need, our oflice.

s,nce there ,s rarely ,n the office of the Veterans Agent, Zoning Board ot Appeals, Conservation
Commission, and Planning Board; and frequently the Senior Center other offlces
are also closed, we spend e great deat ol time helplng citizens with issues and concems
related to thosa olfices' I need trained staff in tha oftice to handle alt these issuas approprlately.

our present stafl ls etficient, but with al! the new rdporting and recorct keeping requiremenb and
new requiremen,s fot posflng meetings and agendas, anct
naw elecoon regulations that the slate and fedenl govemments keep giving us, we are
depenclent on volunlears ln otder to function dudng certain periods oi ue year, particularty
January thrcugh June, around elocuons and town meetings and whenever someone ls on-
vacation or sick. Even so, tharc is often only one person ln the office, which makes lor constant
interrupfons at the counter or on the phone and a consequent decrease in effictency.
When one percon is sick or on vacation, the office is trequenuy closed.
We can no tonger keep up and are ta tng behtnd with liting and recorct keeping. Other jobs
like meeting minutes and tillngs with the Attomey General,s Olfice arc late,
I have to use a large amount of overtime anct it is very frustrating to never be abre to catch up.

additlonat cost ls $72,150. No additionat heatth insurance required.

have an 10 yeafs.

donl
to

anyone
and


