4.3 STAFFING AND PERSONNEL CALCULATION
Proposer's name: _____________________________________ Location number: _________________
Instructions. Use this form to project the number of hours the deputy registrar, office manager, assistant
office manager, and all other experienced (if known) and/or new hire employees will work, the projected
hourly wages paid, and the weekly and monthly payroll costs.
The deputy registrar shall be regularly scheduled and on duty at the license agency at least twenty (20)
hours per week, during regular business hours. This twenty-hour requirement does not apply to
nonprofit corporations, county auditors, or clerks of court. The deputy registrar shall appoint a full-time
office manager, who shall be either the deputy registrar or a full-time employee with responsibility for
management of the agency. The office manager shall be regularly scheduled, and shall work at least
thirty-six (36) hours per week during regular business hours. The deputy registrar shall also designate an
assistant office manager who shall supervise the agency in the absence of the deputy registrar and the
full-time office manager.
The projected total weekly work hours for the deputy registrar and all employees should equal or exceed
the minimum staffing recommended for the Class Size Agency as prescribed in the Agency
Specifications.
In accordance with the standards established by the Unites States Department of Labor, Wage and Hour
Division; Ohio Constitution; and Ohio Department of Commerce; all license agency employees must be
paid at least the current minimum wage rate of $7.25 per hour by businesses with gross receipts of less
than $305,000 per year and $8.30 per hour by businesses with gross receipts of more than $305,000 per
year.
The deputy registrar need not list any salary or wages for the deputy's own service as deputy registrar or
as the office manager.
Caution. For deputy registrars who also serve as the office manager, be careful not to duplicate
hours worked.
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Office Manager
(leave blank if the Deputy Registrar is also the Office Manager)
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Experienced Employees

Total Number (combine Full-time & Part-time) = ________

New Hire Employees

Total Number (combine Full-time & Part-time) = ________

TOTALS

0.00
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